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1. Introduction
1.1

Who should read this guidebook

This guidebook is for everyone involved in the delivery and moderation of Arts Award at your
centre. This includes:
 the centre representative/main contact (see below)
 Arts Award advisers
 finance staff
 other key staff at your centre – e.g. exams officers (for schools)

1.2

Guidebook contents

This guidebook contains essential information on how to administer Arts Award, from guidance
about support for delivering Arts Award with young people to information on the moderation
process. It details the standards expected by Trinity, provides step-by-step guidance on how to
ensure best practice and provides information on where to find further materials.

1.3

Other useful documents

Other useful documents and resources include:
 the Arts Award toolkit – detailing the qualification requirements and assessment criteria
 the qualification specification documents
 the Arts Award centre portal guidance – providing support and video guidance for
advisers and other centre staff about the use of the Arts Award centre portal
 the adviser hub – providing support materials and guidance for running Arts Award
qualifications
 Arts Award Voice – providing support materials and guidance for young people

1.4

The role of the Arts Award centre

Arts Award centres are responsible for the successful delivery of Arts Award, ensuring that the
necessary policies, procedures and resources are in place and overseeing the work of their
adviser(s). Any business, arts and cultural organisation, school or youth organisation that can
undertake these responsibilities can register as an Arts Award centre. Information about the
requirements for setting up an Arts Award centre is available on the Arts Award website.
When you registered your Arts Award centre you committed to having and maintaining the
necessary policies and procedures, including:
 at least one trained Arts Award adviser to deliver the Arts Award programme at your
centre who should have an appropriate contract of employment or engagement, whether
as a staff member or freelancer/contractor
 someone who can take responsibility for managing the relationship with Trinity by acting
as the centre representative (see section 1.5)
 an appropriate safeguarding policy and procedure, including Disclosure and Barring
Service Enhanced Disclosures (DBS) for relevant staff, Arts Award advisers, freelancers
or contractors involved in Arts Award delivery
 an appropriate data protection policy and procedure, covering the collection of young
people’s personal details and including a process for gaining photography and filming
permissions if you plan to use this as evidence in Arts Award portfolios
 adequate insurance to cover the centre and the Arts Award activities
Trinity operates a centre monitoring programme and from time to time you may be asked to
complete a self-assessment process. The aim of this process is to confirm that your centre has
good quality learning programmes in place, along with appropriate evidence collection, all of the
necessary policies, procedures and personnel and so on. You must respond to this request with
the required information to maintain your Arts Award centre status.

1.5

The role of the centre representative

To operate effectively as a registered Arts Award centre, you centre will need to appoint a centre
representative. This must be one named person that will take responsibility for the role, as
follows. The centre representative will act as the main point of contact between your registered
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Arts Award Centre, your Arts Award advisers and young people, and Trinity staff and
moderators. It is the centre representative’s responsibility to communicate the procedures and
information contained in this guidebook to all staff and contractors involved in the delivery and
administration of Arts Award at your centre, and to monitor and report compliance to Trinity as
needed. Every Arts Award centre must have a named centre representative and only one person
can take on this role.
Your centre representative should be an employee of your centre and, ideally, should not be an
adviser who is carrying out Arts Award work with the young people. We strongly advise that
these roles are kept separate in order for the centre to maintain an overview of their Arts Award
programme and ensure that all staff involved in delivery are following the necessary policies and
procedures. If an adviser also takes on the role of centre representative, the centre is reminded
of the need to carefully monitor that the adviser is carrying out the necessary administrative
tasks to the required standard, as well as focusing on the delivery of Arts Award with young
people.
Arts Award advisers linked to your centre are also able to carry out centre administration to
support the centre representative. In this instance they share responsibility for ensuring that
correct procedures are followed, although the centre representative should maintain overall
overview and responsibility.
Your centre representative will receive regular newsletters from Trinity which contain information
and updates about the Arts Award qualifications as well as links to relevant support materials
and opportunities which may assist your delivery of Arts Award. They should read these updates
carefully and ensure that they are shared with and acted upon by all personnel involved in the
centre’s delivery of Arts Award. From time to time we will also send separate communications to
inform you about important changes and any required actions. Your centre representative must
make sure that these actions are taken and all relevant parties at your centre are kept informed.
For this reason, it is important that your centre representative remains subscribed to Trinity’s
Arts Award communications. Should we not be able to get our communications through to you
we will request that an alternative point of contact is provided. If we do not have a contact at
your centre with whom we can keep in touch, it may be necessary to close your Arts Award
centre.

1.6

Arts Award centre numbers

On registering as an Arts Award centre your organisation will have been allocated a five-digit
Arts Award centre number. This number can be found on your centre agreement and can also be
seen when logged in to the centre portal, Trinity’s online administration system. It is important
that your centre number is kept confidential at all times and not shared, other than
with those acting on behalf of your centre for Arts Award, for example Arts Award
advisers and administrative staff.
Centre numbers are used to identify your organisation within Trinity systems and are required to
‘link’ advisers to an Arts Award centre so that they may assess portfolios/arts logs on the
centre’s behalf. By linking to an Arts Award centre, advisers can view past and present candidate
information, as well as view and amend the details of the centre.
By sharing your Arts Award centre number and thus authorising advisers to ‘link’ to your centre,
you acknowledge that they will have access to this information and are responsible for abiding
by the conditions set out in the Arts Award centre agreement. This means that the terms of the
Arts Award Agreement should be made known by the centre to such advisers.

1.7

Trinity points of contact

For additional questions and advice please refer to artsaward.org.uk/helpcentre or contact the
Arts Award helpdesk:
 020 7820 6178
 artsawardenquiries@trinitycollege.co.uk
 Trinity College London, AMP House, Dingwall Road, Croydon, CR0 2LX
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1.8

How to use this guidebook

The structure of this guidebook follows the Arts Award delivery and moderation process from
beginning to end. It also contains other information about working with Trinity College London.
Please use the contents list on page 2-3 to find the information you need.
The following key terms are used throughout this guidebook:
‘young person’

- any young person taking part in Arts Award and working towards being
moderated/certificated
‘centre’
- a registered Arts Award centre
‘centre representative’ - the main point of contact between your registered Arts Award centre,
your Arts Award advisers and young people, and Trinity staff and
moderators
‘Trinity’
- Trinity College London
‘your Trinity contact’ - your contact at Trinity for all day-to-day queries
‘you’
- all those involved with the delivery of Arts Award qualifications at your
centre
‘Trinity Online’
- Trinity College London’s web-based administration system
‘centre portal’
- the online platform that Arts Award advisers and centre staff use to
access Trinity Online
‘portfolio’
- the evidence collected for Arts Award (for Arts Award Discover and Arts
Award Explore we use the term ‘arts logs’ to describe the portfolio)
‘moderation’
- the process of validating the adviser’s assessment of the young people’s
work
‘moderator’
- the adviser’s assessment is validated by a moderator from Trinity, who
looks in detail at a sample of portfolios/arts logs
‘moderation contact’ - the main point of contact for a single moderation booking, nominated on
a moderation-by-moderation basis in the moderation booking request

1.9

Changes to the guidebook

We will make changes to this guidebook from time to time. Whenever we do so, we will notify
you. The changes will become binding on the date specified for the change to take place. We will
make sure that you are given reasonable notice of any change that is likely to have an
operational impact on the delivery or administration of Arts Award at your centre.
Please always ensure that you refer to the most current version of the guidebook which is
available from artsaward.org.uk/BPG.

1.10

Arts Award qualifications

Arts Award qualifications are designed to support children and young people to develop as artists
and arts leaders. They aim to support and encourage young people of all levels and abilities and
from all backgrounds and cultures to engage and participate in the arts. From the initial Arts
Award Discover level, all the way through to Gold Arts Award, Arts Award offers a variety of
ways to approach creative, and wider, skills development that can be tailored to the centre,
adviser and young person.
Through Arts Award young people will achieve a nationally-recognised qualification that will build
confidence through nurturing their individual interests, while also equipping them with life skills
that will support their education and future employment.
A young person can be aged 25 or under for Arts Award Discover and Explore or aged 11–25 at
the time of moderation for Bronze, Silver and Gold Arts Award.

Page | 6

2. Delivering Arts Award with young people
Your role, using the toolkit, and support for you and your young people

2.1

The role of the Arts Award adviser

A trained Arts Award adviser is an individual who has successfully completed Discover & Explore
and/or Bronze & Silver and/or Gold adviser training and is therefore authorised by Trinity to
deliver Arts Award to young people at the level(s) for which the adviser has been trained and to
assess their portfolios and arts logs. For information about Arts Award adviser training please
visit artsaward.org.uk/training.
Arts Award advisers are responsible for delivering Arts Award under the conditions stipulated in
the centre agreement and for following the guidance in this guidebook and the Arts Award toolkit
issued at training. They should carefully read communications both from the Arts Award team at
Trinity and from their Arts Award centre, centre representative to ensure their knowledge
remains up-to-date.
The ‘Arts Award adviser’ status belongs to the individual, not their centre, and does not expire.
Arts Award advisers may deliver Arts Award in many and multiple environments, provided that
the organisations through which they deliver are able to meet the requirements for setting up an
Arts Award centre.
Whilst the Arts Award centre representative undertakes some administrative tasks in relation to
Arts Award, only a trained Arts Award adviser can lead the delivery of Arts Award to young
people and assess young people’s portfolios/arts logs.
Assessment is undertaken by completing and signing an adviser assessment report form for
each portfolio being put forward for moderation or Discover certification. Further information on
assessment can be found in section 3.2 (Discover certification) and section 4
(Explore/Bronze/Silver and Gold Moderation).
When making a moderation booking, it is possible to select a moderation contact for that
moderation. This could be your centre’s centre representative, an administrator, or an adviser,
and they will take responsibility for ensuring the moderation administration is completed in a
timely manner. Your Trinity contact will contact this person using the email address/telephone
number registered to their personal profile and not via the centre contact details.
Please note that invoices are automatically issued to the person who requested the
moderation/Discover certificates, not the moderation contact. If these are not the same person,
please ask your Trinity contact to send the invoice to the moderation point of contact manually.

Ensuring that advisers do not have a conflict of interest
In their General/Standard Conditions of Recognition, the regulators state that a conflict of
interest exists where a person who is connected to the development, delivery or award of
qualifications by the awarding organisation has interests in any other activity which has the
potential to lead that person to act contrary to their interests in that development, delivery or
award. Put simply, a conflict of interest is a private interest which might influence a person’s
judgment in carrying out their duties for an awarding organisation and thereby undermine the
actual or perceived independence and integrity of that awarding organisation.
In general, it is not best practice for Arts Award advisers to assess portfolios belonging to their
own children or other close relatives. Where this is the case, Trinity should be notified at the
point of moderation booking, and this will be assessed on a case-by-case basis. Arts Award
advisers may deliver an Arts Award programme to young people with whom they have a close
relationship, however assessment of the completed portfolio/arts log should be undertaken by a
different Arts Award adviser wherever possible. If you are unsure about whether your situation is
a conflict of interest, please contact us for advice.
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2.2

Arts Award toolkits

It is your responsibility to make sure that you are familiar with the contents of Arts Award
qualifications and have provided young people with the support and guidance required. This will
be both based on their individual needs and requirements, and those of the whole cohort.
There are three Arts Award toolkits, one for the Discover & Explore levels, one for the Bronze &
Silver levels and one for the Gold level. The appropriate Arts Award toolkit, provided as part of
your Arts Award adviser training, will give you information about the qualification, evidence
requirements and assessment criteria for the level you are delivering.
From time to time the Arts Award toolkits are updated and information is published on the Arts
Award website to inform advisers of the changes. It is the adviser’s responsibility to keep up to
date with these changes, full details of which can be found at artsaward.org.uk/toolkit. Advisers
may also wish to purchase a new toolkit from the online shop.

2.3

Support for centres

A range of free downloadable resources, including planning tools and resources to support
assessment, are available on the adviser hub.
To keep up to date on Arts Award news and success stories from centres you may also like to
check out the Arts Award blog at artsaward.org.uk/blog.
Information and resources for young people can be found at Arts Award Voice.
For Arts Award Discover, Arts Award Explore and Bronze Arts Award, Trinity offer logbooks which
can be used as activity books for evidence collection purposes. These can be purchased at
artsaward.org.uk/shop.
If a young person, adviser or member of staff at your centre has any individual
access requirements and requires materials in formats such as braille, audio, large print,
unlocked PDF or other formats, please complete the Arts Award accessible materials request
form.
Trinity also organises a range of face-to-face and online support for Arts Award. To view the
opportunities available visit artsaward.org.uk/support.

2.4

Portfolios

Please refer to our guidance document when creating Arts Award resources for your centre, such
as bespoke resources or arts logs. We recommend that centres designing their own log books
have these checked by the Arts Award support team by sending them to
artsawardenquiries@trinitycollege.co.uk.
Centres are responsible for ensuring that they have the correct permissions and/or consent for
young people to be filmed, recorded etc. for their own and others’ portfolios. This includes any
young people who are involved in the events/activities recorded for a young person’s portfolio,
even if they are not working towards their own Arts Award (for example, a friend with whom a
young person is sharing their arts skill).
For more support and guidance with creating portfolios please visit artsaward.org.uk/portfolios.

2.5

Young people with special educational needs

Trinity College London is committed to creating an inclusive environment where young people
with special educational needs are able to demonstrate their skills and feel welcomed. We aim to
make our qualifications accessible to all. We treat each young person individually when
considering how we can achieve this aim, recognising that requirements vary. Young people can
be assured that we do not compromise on the standard of moderation or allow the quality of Arts
Award to be affected in any way.
All special needs requests are treated on an individual basis. Should you need to discuss any
candidate requirements, please contact us.
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Trinity welcomes entries from young people with particular needs and disabilities. We recognise
that many disabled people face barriers to access and achievement and are committed to
eliminating discrimination on grounds of disability and promoting equality of opportunity.
We are committed to the following principles:
 encouraging disabled people to declare their disability to us so that we can assist them
 eliminating any discriminatory practices
 enabling individuals to demonstrate their skills by removing unnecessary barriers
 empowering individuals through listening to what adjustments they may need rather
than second-guessing what will work for them
 engaging with people to develop the right solutions
 ensuring the standards of our qualifications are not compromised in any way
Please refer to our Disabled Learners Policy at trinitycollege.com/policies

Reasonable adjustments
In order to support access to our qualifications, we will make changes where practical to the way
we do things in order to remove any unnecessary barriers. This is called making ‘reasonable
adjustments’. We will take reasonable steps to prevent a person who has special needs suffering
a substantial disadvantage compared with a person who doesn’t.
In practice, reasonable adjustments are implemented with reference to:
 the individual’s particular need, reflecting their usual method of working
 the assessment requirements
 the guidelines stipulated by regulatory authorities and industry bodies, such as the Joint
Council for Qualifications
For Arts Award, the same standard of assessment applies to all young people, regardless of any
particular need/disability, and allowances will only be made, if appropriate, to the conduct of the
moderation.
Please see our Arts Award at a glance resources for details of the standard expected for each
level to help you decide which level is right for your young people.

Requesting special provision
Young people can evidence their work using a range of formats appropriate to their learning
styles or individual requirements, including photographs, drawings, notes or digitally. Young
people with communication needs can be supported through using evidencing, such as dictating
to a transcriber, digital evidencing, or through the use of symbol-based writing programmes,
mentors or feedback statements. There is no need to have these methods approved, although
we are happy to discuss portfolio options for young people with special educational needs.
Reasonable adjustments for Arts Award include:
 accessible formats of materials
 additional time where the adviser or young people use communication techniques which
need translating (such as Braille, Makaton, British Sign Language or other signed
languages, or languages other than English)
Please note: all portfolios must be translated/annotated/indexed appropriately prior to
the moderation visit
 the moderator meeting young people in smaller groups or one at a time, where
necessary
 requests for exceptions when young people are unable to meet the moderator.
Please note: this adjustment can be arranged via the special dispensation process, see
section 2.6
Requests for reasonable adjustments to moderation arrangements must be submitted via email
to moderation.team@trinitycollege.co.uk at the point of requesting a moderation. Moderation
times are calculated based on the size of the group and extra time cannot be requested for
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reasons other than those listed above. Reasonable adjustments will be assessed on a case-bycase basis.
For further information about reasonable adjustments, visit artsaward.org.uk/accessibility.

2.6

Special dispensation

Special dispensation is the process of requesting authorisation for either, or both, of the
following:
 young people to be moderated who are outside the stated age limits for Arts Award
 young people to not be present at a standard or joint moderation
Special dispensation is separate from requests for reasonable adjustments, for which more
information can be found in section 2.5.

Young people who are outside the stated age limits for Arts Award (see section
3.1)
Special dispensation can be requested if:
 one or more of the young people in a cohort will be 26 at the time of moderation (or date
of Discover certificate order) - all levels
 one or more of the young people in a cohort will be 10 at the time of moderation Bronze, Silver and Gold only
In both cases the adviser must present a valid reason for the request and the young people who
are granted special dispensation must be enrolled alongside a cohort where the majority are
within the stated age limits for Arts Award.

How to apply for special dispensation
To request special dispensation for young people who are outside the stated age limits for Arts
Award, please download and complete the Special Dispensation Request Form and send
to moderation.team@trinitycollege.co.uk.
Please note: it is very unusual for special dispensation to be granted in any
circumstance other than those detailed above.
If you are intending to offer Arts Award to an individual who will not, at the time of
moderation/certification, meet the above criteria, we strongly advise that you contact
us before you start delivering your Arts Award programme/project.

Young people who cannot be present at a standard or joint moderation
At standard and joint moderations, the moderator is allocated time to speak to some of the
young people who are being moderated. Please see section 4.2 for more details.
There may be a valid reason why young people are unable (or it would be inappropriate for
them) to meet the moderator at a face-to-face moderation. For example:
 the cohort may have moved on/away from a specific project
 there may be mental health, communication or behavioural issues which would cause
undue stress for the young people
 young people may be in a secure environment where meeting the moderator at the
moderation time is disproportionately challenging to arrange
Special dispensation can be requested if:
 none of the young people can attend the moderation
 fewer than 25% (or required number) of the young people can attend the moderation

How to apply for special dispensation
To request special dispensation for young people to not be present at a standard or joint
moderation, please email your Trinity contact or moderation.team@trinitycollege.co.uk with your
centre name and number, moderation date, and the reason for your request.
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As long as a valid reason is presented, and the Arts Award team is notified before the
moderation takes place, special dispensation for young people to not be present at a moderation
will automatically be granted.

2.7

Equal opportunities policy

Trinity is committed to equality of access to its qualifications. This commitment applies to all
young people, regardless of gender, age, racial origin, nationality, creed, sexual orientation,
marital status or employment status.
Trinity seeks to ensure that:
 the content and assessment of its qualifications are non-discriminatory and are
appropriate to the knowledge and skills specified
 the style and language of its documentation are readily understood and do not reflect
stereotyped or biased attitudes
 moderators, trainers and all associated with its qualifications apply a fair and just process

2.8

Safeguarding

Trinity College London is committed to developing practice which protects the safety of children
and young people. Therefore, we require that all Arts Award centres work with advisers and
other staff who have a current Disclosure and Barring Service Enhanced Disclosure, and follow
safe practice.
Centres should be particularly aware of safeguarding issues where children and young people are
working away from their host centre, or working as leaders themselves, and should ensure that
effective policies and procedures are in place.
Trinity College London will endeavour to safeguard children and young people by:
 adopting best practice safeguarding procedures and a code of practice for everyone who
works on behalf of the organisation
 reporting any concerns to relevant authorities
 following careful procedures for recruitment and selection of staff, moderators and
representatives
 providing effective management for staff and moderators through support and training
Trinity’s Safeguarding and Child Protection Policy is available on our website.

2.9

Insurance

Taking part in Arts Award does not require any activities that are different from those already
being run in most centres. However, children and young people should be supervised by their
adviser(s) or other qualified adult(s) at all times. Centres must have adequate insurance as a
condition of the centre agreement.
Trinity College London cannot accept responsibility for any loss, damage or injury incurred while
taking part in activities.
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3. Entering young people for moderation/certification
How to enter young people for moderation and pay moderation/certification fees

Moderation is the process of validating the adviser’s assessment of the young people’s work. At
moderation, a trained Arts Award moderator will look in detail at a sample of the young people’s
portfolios or arts logs to ensure the adviser assessment is accurate and in line with Arts Award
evidence requirements and assessment criteria, and that evidence has been correctly
signposted.

3.1



3.2

Entry requirements
Arts Award’s national qualifications support young people aged 25 and under to develop
as artists and arts leaders. A young person can be aged 25 and under for Arts Award
Discover and Explore, or aged 11–25 at the time of moderation for Bronze, Silver and
Gold Arts Award
Young people may enter for any level of Arts Award without having previously taken any
other Trinity qualification

Certification for Arts Award Discover

Arts Award Discover is not a regulated qualification, meaning the adviser’s assessment is final
and no moderation needs to be booked to validate the adviser’s assessment. Once you have
finished your Arts Award Discover delivery, complete and sign adviser assessment report forms
for each of the young people involved.
Assessing work involves checking all evidence has been collected for each part of the award and
recorded in individual arts logs. The evidence must be checked to ensure it meets the
assessment criteria for Arts Award Discover. Guidance on the assessment criteria and completed
example assessment report forms can be found in the Discover and Explore adviser toolkit, the
adviser hub and at artsaward.org.uk/BPG.
After assessing the young people’s arts logs you will need to download and complete the ‘Mass
Enrolment Spreadsheet Arts Award Discover’ to request the young people’s certificates. This can
be downloaded from the centre portal and from the Discover certificates page of the Arts Award
website. Further information can be found in the Centre Portal Guidance. Please note the
adviser’s assessment for Arts Award Discover is final unless there is an identified issue with the
centre.
Arts Award Discover certificates are sent within four weeks of invoice issue.
Arts Award Discover certificates during Covid-19
As the process of requesting Arts Award Discover certificates is conducted digitally, currently
Discover certificate orders are running as usual. Should this change, updates will be made
available on the Discover certificates page of the Arts Award website.

3.3

Requesting a moderation date for Explore, Bronze, Silver and Gold
levels

There are three main moderation options available for centres. Moderations must be booked via
the Arts Award centre portal. To request a moderation, advisers must first be linked to an Arts
Award centre. For more information, please refer to the Centre Portal Guidance.
Arts Award moderation during Covid-19
The health and safety of all Trinity candidates, examiners/moderators and staff continues to be
our absolute priority. With that in mind, we have taken the decision that we will not be running
face-to-face exam/moderation sessions in the UK and Ireland until the time when they can
resume in a safe and health-conscious manner. Full and up-to-date details on when face-to-face
moderations can operate and information on the moderation options available whilst face-to-face
moderations are not possible can be found at artsaward.org.uk/moderation.
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During the time when face-to-face moderations cannot operate, we will conduct moderations
remotely via digital online submission. Remote online moderation replaces all our
normal face-to-face and postal moderation options and will be the only moderation option
available to our centres until we are able to return to our normal processes.





If you would usually book Standard or Joint moderation, then the current option
available is Large Group online moderation. Available dates to book onto can be
found here
If you would usually book Bronze/Silver/Gold postal moderation, then the current
option available is Bronze/Silver/Gold online moderation. Available dates to book
onto can be found here
If you would usually book Explore only postal moderation, then the current option
available is Explore only online moderation. Available dates to book onto can be
found here

If you are planning on booking moderation in the next few months, we strongly recommend
you deliver and prepare your work in a digital format to ensure moderation can still go
ahead if normal moderation options are not available at the scheduled time. Portfolios that have
been created in hard copy will need to be converted into digital format. If portfolios are already
online, you will need to share with us the links.
If you are unable to work in digital format, you may place a provisional booking for faceto-face moderation at a later date, though this may be postponed or transferred to our
alternative options at a later date if needed. We will contact you nearer the date to offer you the
option to either switch to online moderation or postpone to a later date if face-to-face
moderation is not available at the time.
Guides and instructions for how each online moderation option operates, and the differences
between online and face-to-face/postal moderation, can be found on the Arts Award website at
the above links.
The face-to-face and postal moderation processes in the remainder of this guide
remain for reference for when we are able to return to these processes.

Which moderation is right for me?
Moderation
options
Standard

i)

ii)

Joint Shared

Joint –
Public Guest
iii) Joint –
Public Host

Description
Have a moderation at your venue on your
preferred date and time.
You can:
i) arrange a moderation date and
venue together with another centre,
nominate a ‘host’ (typically the centre
where the moderation is being held) and
then each make your booking
ii) book a place on one of the public joint
moderations currently being advertised or
iii) offer to host a public joint moderation and
we will advertise your date for other
centres to join
Please note: It is not possible to book
Explore level for a joint moderation.

Minimum Fee
There is a minimum
moderation fee for
standard moderation.
There is a minimum centre
fee for each centre
attending a joint
moderation.
In addition, the minimum
moderation fee must be
reached together by all
centres sharing the
moderation. If the
minimum fee is not
reached, a 'top-up' amount
to cover the difference will
be charged, split equally
amongst all centres taking
part in the moderation.

Page | 13

i)

Bronze/
Silver/Gold
Postal

Send young people's portfolio’s/arts logs to
one of our postal moderation venues.
Online/digital portfolios are also accepted.
i) Bronze/Silver/Gold levels – centres may

ii)

Explore
Postal

book a maximum of five portfolios per
moderation and a maximum of three
non-consecutive Bronze/Silver/Gold
postal moderation dates per calendar
year. All portfolios must be present at the
moderation.
ii) Explore level – cohorts that do not meet
the minimum moderation fee for standard
moderation are eligible for Explore postal
moderation. Please note: The date
booked is the ‘Sample Confirmation Date’.
This is the date we will email the
moderation contact with the names of the
young people whose arts logs have been
chosen as samples. The moderation will
take place shortly after this.

There is no minimum fee
for postal moderation,
however a postal return
fee will apply to any
centres who post work to
the moderation venue
(rather than provide link(s)
to online work).

In all cases where a minimum fee applies, the moderation fee will either be the minimum fee or
the total of the per-person moderation fees, whichever is greater. In the case of joint
moderation, the top-up fee, if required, will be in addition to this.
Except in the case of Explore postal moderation, all portfolios/arts logs and completed
assessment report forms must be present at moderation, from which the moderator
will identify a sample to look at. In the case of Explore postal moderation, this sample is
chosen in advance by Trinity to limit the number of arts logs being posted by each centre.
Therefore, centres must provide the requested sample of arts logs plus the completed
assessment report forms for all of the young people.
All the current joint, postal and sample confirmation dates are published on the Arts Award
website.
 For Bronze, Silver and Gold Arts Award postal moderation and Arts Award Explore sample
confirmation dates, click here
 For joint moderation dates, click here

3.4

Moderation timelines

Centres must give 8 weeks’ notice for booking their own moderation date, whether for a
standard moderation or as host of a shared or joint public moderation. We require 4 weeks’
notice for booking onto a joint moderation as a guest centre. Moderations can be booked yearround and, provided the booking is made within the number of weeks stated, the date can be of
your choosing.
Postal moderation dates are filled on a first-come, first-served basis and will close when they are
fully booked or approximately 3 weeks before a Bronze/Silver/Gold moderation or Explore
sample confirmation date. Postal moderation dates are year-round and released on a rolling
basis, meaning that as one closes, another will open. Typically, two dates for each type of postal
moderation will be open at any one time.
By submitting a moderation request, as a centre you are confirming you have read and agree to
the Arts Award Terms and Conditions of Booking. The moderation date or sample confirmation
date is provisional until approved. Once your booking has been approved, you will receive a
confirmation email setting out details of your moderation, which outlines the agreement made
between you and Trinity College London.

3.5

Enrolling names for moderation
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Once the moderation or sample confirmation date has been approved, you will be able to enrol
the names of the young people for moderation. Names must be enrolled no later than 21 days
before the moderation or sample confirmation date and the fees generated at enrolment will
constitute the minimum you will be charged for your moderation. An invoice for your
moderation fees will be issued upon successful enrolment and should be paid on receipt. Please
see the Arts Award Terms and Conditions of Booking for further information about your booking.
When enrolling names, it is crucial that the name entered in the ‘Adviser’ column for a young
person is the same person who assesses that portfolio/arts log and completes the assessment
report form for that young person. This should be one person only and they must be trained at
the level of Arts Award for which they are assessing. Moderation timings and sample sizes are
based on the number of trained Arts Award advisers assessing each level of Arts Award at the
moderation. If the enrolment does not match with the completed assessment report forms this
may result in the moderation being unable to go ahead.
Young people’s names should be enrolled via the centre portal. Guidance and video tutorials,
including information regarding providing date of birth, ethnicity and gender of young people,
can be found in the Centre Portal Guidance. If you have any issues with enrolling names via the
centre portal, please email your Trinity contact or moderation.team@trinitycollege.co.uk.

3.6

Changes to entries

You may substitute a new name for a name already enrolled or add young people’s names to
the moderation up until 7 days before the moderation or sample confirmation date, provided
that, at our discretion, this will not have a negative impact on any planned moderation timings.
We will send you an invoice in respect of our fees for any additional young people being
moderated or where there is a difference in moderation fee between substituted names.
Guidance on how to add or substitute names for moderation can be found in the Centre Portal
Guidance.
It is not possible to remove names from a moderation once enrolled, unless as part of a
substitution. Should a young person’s work not be present at moderation, please inform the
moderator upon their arrival and the young person will be marked as ‘absent’.
For postal moderations, please notify your Trinity contact immediately if you wish to withdraw
any young people from the moderation and they will be marked as ‘absent’. In addition, any
portfolios/arts logs not present at moderation will be marked as ‘absent’.
For Arts Award Explore postal moderations, once the sample has been issued it is not possible to
withdraw any young people as this will invalidate the sampling process. If any of the young
people enrolled for Explore postal moderation, whether selected in the sample or not, need to be
withdrawn, please notify your Trinity contact immediately or email
moderation.team@trinitycollege.co.uk and await further instructions or an amended sample. In
addition, any arts logs/assessment report forms not present at moderation will be marked as
‘absent’. If this includes arts logs selected in the sample, this may result in the moderation being
unable to go ahead.
In all cases, there will be no amendment to the moderation fees in respect of absent
portfolios/arts logs/assessment report forms.
We do not accept substitutions or additions for any type of moderation with less than 7 days’
notice (therefore, including the day of the moderation). It is not possible under any
circumstances to enter any young people for moderation retrospectively.
Changes to young people’s details, such as spelling of names, dates of birth etc. may be made
prior to the moderation by writing to your Trinity contact. After the moderation, any changes to
spellings will need to follow the certificate replacement procedure for which a fee will be
applicable.
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Please refer to the Centre Portal Guidance for further information about substituting or adding
names. For full details, please see our Arts Award Terms and Conditions of Booking.

3.7

Moderation and certification fees

Details of moderation and certification fees can be found at artsaward.org.uk/costs. Discounts
are available for large cohorts entered together in one moderation/certificate request. The fees
given are inclusive of moderation and certification. No reduction is offered should a certificate
not be issued due to an ‘absent’ or ‘below pass’ result.
Minimum fees are applicable to standard and joint moderations to cover the cost of organising
the session.
Postal moderations are not subject to minimum fees however a postal return fee is applied per
booking for the return of the portfolios/arts logs. If portfolios/arts logs are submitted digitally for
postal moderation, please mention this when placing your booking and the return postal fee will
be waived. Return postal fees will not be waived if Trinity are not notified of digital submissions
until after enrolment.
Invoices are issued upon successful enrolment of the young people’s names and will be sent, via
email, to the person who requested the moderation/Discover certificates.
Fees must be paid within 30 days of invoice issue. It is the responsibility of the person to who
the invoice is issued to ensure this occurs and facilitate where invoices need to be amended to
reflect purchase orders or differing payment addresses. Amendment requests can be made in
writing to moderation.team@trinitycollege.co.uk. Trinity is not able to undertake any processes
relating to a centre’s finance arrangements (e.g. uploading invoices to an online system) and
any administration of this nature must be completed by the centre representative for that
centre.
Arts Award invoice payments during Covid-19
Please note that we will be unable to accept cheque payments by post until at least 1st January
2021. Please make payments via BACs as stated on the invoice.
With all moderation payments, we request that you send remittance advice or proof of payment
to moderation.team@trinitycollege.co.uk so that we can log your payment against your order.
Where remittance is not provided, or payment is not made within 30 days of invoice issue, the
outstanding balance will be marked as ‘overdue’ and the debt collection process will commence.
Please note that further moderation entries will NOT be accepted from centres with payment in
arrears. Centres may be suspended if their balance remains unpaid.

3.8

Online entry

All centres must use the Arts Award centre portal to submit and manage moderation entries and
sessions. The Arts Award centre portal is an extension of Trinity Online, which is the system
used to facilitate examination sessions for all of Trinity’s qualifications.
Trinity Online’s functionality includes:
 bookings
 management of entries
 invoices and payments
 examiner itineraries
 candidate records
 contact management
There is no limit to the number of user accounts that can be requested for set up on Trinity
Online, as long as each user fills in an application form and accepts our Trinity Online Conditions
of Use. Accounts can be set up, for example:
 for administrative members of staff to register young people
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 for managers who oversee the delivery of Arts Award in an organisation but are not
themselves trained Arts Award advisers
 for advisers to access their centre moderation history
 for finance departments to view and print invoices
Usernames and passwords for Trinity Online are personal and not transferable and may not be
used if the member of staff to whom the account was allocated is no longer employed by you or
is no longer involved in administering Arts Award moderations for your centre. You must inform
Trinity when there are staff changes so that accounts can be deactivated, and new ones set up.
It is the responsibility of the centre representative and all advisers linked to an Arts Award
centre to ensure that Trinity is kept up to date with staff changes that may impact upon the
details held within Trinity Online. This includes changes to contact roles (such as the centre
representative), admin staff and Arts Award advisers. Amendment requests should be made in
writing to moderation.team@trinitycollege.co.uk.
You must use Trinity Online, and conduct all of your other activities as a centre, in accordance
with Trinity’s Data Protection Policy, see trinitycollege.co.uk/policies. For details on how to use
Trinity Online for Arts Award administration, please refer to the Centre Portal Guidance.
When you enrol young people’s details onto Trinity Online, you must ensure that personal
details are accurate and up to date. This is particularly important as the data entered on
Trinity Online will be used for young people verification on the day of the moderation and for the
issue of certificates. Please note that the name on the certificate will exactly match that entered
on Trinity Online. If you do notice any errors, please contact your Trinity contact immediately.

3.9

Data protection

‘Personal data’ is data that can be used to identify a living person and can be, or is intended to
be, held on computer or in manual records.
Your centre contract with Trinity is governed by UK law and, therefore, UK data protection laws
apply to the way in which data must be collected and ‘processed’ by or on behalf of Trinity.
Under UK data protection laws, Trinity is a ‘data controller’ and third parties processing personal
data on its behalf, wherever they are in the world, are ‘data processors’. This means that both
Trinity and your centre must be compliant with UK data protection laws when they collect or
process personal data, for example when they organise or use personal data about young
people, Trinity moderators, etc.
When your centre collects personal details from actual or potential customers, they should be
notified that their data will be shared with Trinity for marketing and academic purposes.
Young people have the right to see the personal data held about them by Trinity and can make a
request about using and correcting that data. There are prescribed times and ways to respond to
these requests, which your centre might need to comply with if you are required to help Trinity
with such a response.
Qualifications at Trinity are currently confirmed via the issue of a certificate to the learner. For
Arts Award we collect the following data:
 Full Name
 Date of Birth (DOB)
 Ethnicity
 Gender
 Level of award achieved
 Adviser name (trained Arts Award adviser who has assessed the portfolio)
 Artform
Name and DOB are used to accurately identify candidates in our system. This is particularly
important if candidates contact us at a later date to confirm achievement of a qualification or
need a certificate re-issuing. We also collect DOB in order to verify eligibility to do Arts Award
Page | 17

qualifications as there is an upper age limit restriction on them. We will keep this data on file
indefinitely for security purposes of identification.
Ethnicity and gender are collected for the purposes of monitoring participation in Arts Award
qualifications. Arts Award’s ethos is about accessibility and we provide high level data to Arts
Council England and publicly to demonstrate how we are meeting this aim. We do not share
individualised data with Arts Council or publicly. Centres responsible for submitting this data can
select ‘prefer not to specify’ (ethnicity) and/or leave the gender field blank.
Please refer to our policy page for more information.

3.10

Special consideration policy

Special consideration may be given to candidates who are ill, injured or suffer other adverse
circumstances at or near the time of the assessment or moderation. Please see Trinity’s Special
Consideration Policy for further information and please contact your Trinity contact if you believe
a young person has a special consideration request.

3.11 Moderation conditions
 All moderation results are arrived at on the basis of the portfolio evidence seen on the





day of the moderation, without regard to external circumstances
Entry for Arts Award moderation constitutes acceptance of the professional judgment of
the moderators
Moderators are not permitted to moderate young people who have not been enrolled on
Trinity Online by the deadline stipulated or offer support on portfolios not submitted for
moderation
Moderators reserve the right not to extend the moderation to compensate for a late start
if the centre was not ready on time
Moderators reserve the right not to continue the moderation if young people or
advisers/centre staff are abusive or aggressive in any way

Once all young people have been enrolled onto Trinity Online, it is your responsibility as a centre
to ensure that all appropriate arrangements are in place and all paperwork is prepared ahead of
your moderation. Please see section 4: Organising Arts Award moderations.
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4. Organising Arts Award moderations
How to organise an Arts Award moderation

4.1

Before the moderation

Except in the case of postal moderation, your moderator will contact you (the moderation
contact) to conduct a pre-moderation phone call at least 3 days before your moderation to check
arrangements with you. You need to have organised the following:
 an adviser assessment report form for each portfolio completed and signed by both the
adviser (as indicated at enrolment as the adviser who will be assessing the young
person’s work) and young person
 a suitable space booked for the moderation and (if hosting other centres) a separate
waiting area for visiting centres, which should meet all health and safety requirements
 advisers and young people scheduled to speak with the moderator or, where young
people are unable to attend, a special dispensation request has been submitted
 any equipment or digital platforms needed to present evidence should be checked in
advance and pre-loaded with the evidence ahead of the moderator’s arrival
For standard moderations, your Trinity contact will send you an overview of the moderation
timings, including confirmation of the venue address and final preparation tips. Any concerns in
relation to timings or venue should be raised immediately with your Trinity contact.
For joint moderations, your Trinity contact will send you a detailed timetable for the day which
will include individual moderation time slots and moderation contact details for each centre.
Guest centres should contact the host centre directly to make arrangements regarding
equipment, access etc. 15 minutes will be allocated between each centre’s moderation to allow
time for setting up and packing away. Guest centres should arrive in plenty of time for their
moderation time slot.
In the case of postal moderations, you will be asked to send the young people’s work and
completed adviser assessment report forms to a postal moderation centre. Information on where
to send the work will be provided on the sample confirmation date (Explore postal moderations)
or upon successful enrolment (Bronze/Silver/Gold postal moderations).
For Arts Award Explore postal moderations, you must send the arts logs for the young people
Trinity have selected to sample and the assessment report forms for all young people being
moderated within 2 days of your sample confirmation date.
In the case of Bronze, Silver and Gold Arts Award postal moderations, you must send the
portfolios and assessment report forms of all young people being moderated to arrive by no
later than the Friday before moderation.

Adviser assessment
Only an Arts Award adviser trained at the appropriate level can assess young people’s
portfolios/arts logs. An assessment report form must be completed for every portfolio/arts log
submitted, prior to the moderation or sample confirmation date. The assessment report
form should be fully completed by the trained adviser indicated at the point of the enrolment as
the adviser who will be assessing the young person’s work and signed by the young person.
In their assessment, the adviser must indicate where the evidence for each part of the award
can be found within the young person’s portfolio/arts log. This can include page numbers,
document titles, timecodes on video or audio etc. but must not be vague (i.e., ‘portfolio’). The
moderator will use this to check the adviser has understood the evidence requirements and
assessed correctly based on the evidence they have identified. The adviser must also provide an
example as to how the young person has met each of the assessment criteria. The assessment
criteria, evidence required, and support on making an assessment judgement, can be found in
your toolkit. Moderation is unable to go ahead without fully completed forms for all young people
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or if there are discrepancies between the adviser listed on the marksheet and the adviser who
has completed the assessment report form. Where a moderation is stopped for these reasons,
the centre is still liable for the full cost of the moderation.
You can either photocopy the assessment report form in your toolkit or download a version from
artsaward.org.uk/BPG or the adviser hub, where you will also find a range of other resources to
support your assessment.

4.2

On the moderation day

Portfolios
These should be laid out in alphabetical order, per adviser and per level, and with a completed
adviser assessment report form attached to each one. Any equipment required to view evidence,
e.g. a computer or DVD player etc, should be made available to the moderator, and where
portfolios/evidence are presented digitally, this should be pre-loaded and ready to access prior
to the moderator’s arrival.
In the case of postal moderations, all portfolios, including any online links (and access
information) must arrive at the moderation venue by the deadlines specified in section 4.1.
Online portfolios and evidence must be accessible on the day of moderation.
The moderation process for moderation visits is divided into three main parts:
 introduction with the moderation contact/adviser(s) (without the young people)
 looking at the young people’s work (without the moderation contact/adviser(s) or young
people)
 talking to young people (with the moderation contact/adviser(s))
In the case of postal moderations, the moderator will only look at the young people’s work. They
will not contact or speak to the moderation contact, adviser(s) or young people on the
moderation day.

Introduction with the moderation contact/adviser(s)
The moderator will briefly meet the moderation contact/adviser(s) to find out about the context
of the programme and centre and confirm anything previously discussed on the pre-moderation
phone call. The moderator should be informed about the young people who are working at the
top and bottom of the achievement range, including where below passes have been awarded, or
portfolios are considered to be borderline passes. The moderation contact/adviser(s) should also
indicate whether any portfolios have been withdrawn at this stage, so that the moderator can
mark them as ‘absent’.
Looking at young people’s work
The moderator will select a sample of portfolios and will need some time on their own to look at
them in detail. However, the moderation contact/adviser(s) should be available for discussion
with the moderator or to answer any questions during this session.
The moderator is looking for accuracy in the adviser’s marking across the sample and
confirmation (through the adviser’s signposting of evidence) that the adviser has identified and
understood the evidence requirements and assessment criteria. Inconsistent, unclear or
inaccurate assessment identified within the sample by the moderator may result in the adviser’s
marking being adjusted for the whole of their cohort.

Talking with young people
We ask that:
 25% of the cohort (up to a maximum of 10 young people) are present to meet the
moderator
 where cohorts number 80 or more, 15 young people are present to meet the moderator
It is up to the centre to choose which young people will attend the moderation. Where possible,
the moderator will meet young people across a mix of levels and projects and representing the
full ability range. However, this is at the centre’s discretion and not compulsory.
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The moderator will lead a discussion with the group or with individuals and we ask that the
moderation contact/adviser(s) (or another suitable adult where these are not available) is
present to help facilitate. The moderator will welcome any advice on how best to make the
discussion as productive as possible for both the young people and the moderator.
The meeting with young people is to validate their involvement in the award and provide context
to the moderator about their engagement. The young people are not being tested or marked and
we like them to share their experiences openly and honestly. This is also an opportunity for
young people to ask questions and find out more about the awards. Moderation
contacts/advisers may want to ensure the young people selected understand the purpose of
meeting the moderator.
Examples of topics discussed include:
 what the young people have been doing for each part
 what they have learnt from their participation
 what arts and/or leadership skills they have developed
 what they enjoyed or found challenging throughout the whole process
The moderation contact/adviser(s) may share this information with the young people in advance,
but the meeting will take the format of an informal discussion, guided by the moderator, and the
young people are not required to develop a presentation or script their response.
The moderation contact/adviser(s) are welcome to contribute to the discussion and, where
young people have additional needs or communication difficulties, can support the moderator by
translating the young people’s ideas, thoughts and feelings. However, they are reminded that
this is an opportunity for the young people to share their thoughts and views about the activities
and learning they have undertaken for their award. Advisers will have an opportunity at the end
of the moderation to discuss their overall feedback on delivering the award.
It is essential that the portfolios stand alone and evidence all the requirements as laid out in the
adviser toolkit. Young people cannot use the discussion to inform the moderator of additional
evidence.
In some instances, you may need to apply for special dispensation or for an adjustment to be
made to the moderation in relation to the moderator meeting the young people. Please see
section 2.6 for more information about special dispensation options for moderation. This should
be made prior to the moderation.
Moderator refreshments - drinking water should be made available for the moderator (and
any young people attending the moderation).

4.3

At the end of the moderation

If the moderator agrees with the results recorded by an adviser, they will countersign the
adviser assessment report forms from the sampled portfolios and the adviser’s marks for their
whole group will be validated. The moderator will provide face-to-face feedback for each adviser
(standard & joint moderations only) and complete a moderation summary form per adviser, per
level, copies of which will be left with the centre. This form provides feedback on the adviser’s
assessment and practice, and guidance for future moderations. Trinity also receive a copy of the
feedback and may use it offer you further support.
If the moderator considers that the adviser’s marking is inaccurate and that the assessment
criteria have not been applied correctly, they will not be able to validate the adviser’s marking
for the whole group. Where this means that the moderator must change any part of an adviser’s
assessment (for example, from ‘pass’ to ‘attempted’), the rest of the portfolios not in the sample
will also receive this amendment and this may also result in the revision of the overall mark for
some, or all, of the group. In this case the moderator will list these details and, where an overall
mark has changed from ‘pass’ to ‘below pass’, they will provide recommendations for
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resubmission for a further moderation on the moderation summary form. For more information
about below passes and resubmissions see section 4.6.
All portfolios and adviser assessment report forms will remain at the centre.
The moderator will record the result for each young person and return this information to Trinity
College London to issue certificates, where applicable.
In the case of postal moderation, portfolios, adviser assessment report forms and feedback will
be returned to the centre following the moderation. Results will be emailed to the moderation
contact the next working day following the moderation (Bronze/Silver/Gold postal), or within 3
weeks of the sample confirmation date (Explore postal).

Referrals
In cases where there is an irregularity in the moderation process the moderator will refer the
moderation back to Trinity. Irregularities may include circumstances such as the adviser
assessment report forms not being fully completed or when the moderation cannot be completed
within the agreed timings, due to a late start or issues leading to it overrunning.
Where a moderation, or cohort, is referred and the moderation is unable to go ahead, the young
people affected will be marked as ‘absent’ and the moderator will submit a referral form to
Trinity. The centre may still be liable for the full cost of moderation. Trinity will then contact the
centre/adviser to offer support, whether this be over the phone, via Skype or in person.
Following this, the centre may look towards resubmission for the young people affected. For
more information about resubmission see section 4.6.

4.4

Results and certificates

Your young people’s results are provisionally confirmed by the moderator at the end of the
moderation, based on whether they have agreed with the adviser’s assessment. In the case of
postal moderations, results are issued by email the next working day after the moderation
(Bronze/Silver/Gold postal moderation) or within 3 weeks of the sample confirmation date
(Explore postal moderation). Results are officially confirmed at the point of certificate printing, at
which point the centre representative will receive an email detailing which young people are due
to receive certificates.
Trinity's central office does not give results out by telephone. Centres, representatives and
advisers should also follow this policy.
Arts Award Discover certificates are sent within four weeks of invoice issue.
Arts Award Explore, Bronze Arts Award, Silver Arts Award and Gold Arts Award certificates are
sent within four weeks of the moderation date.
Arts Award Explore postal moderation certificates are sent within six weeks of the sample
confirmation date.
Once the certificates have been dispatched, you will be notified by an automated email. On
receipt, please check all the certificates carefully. If any corrections are necessary, please follow
the procedure outlined under Trinity’s Certificate Replacement Policy - see
trinitycollege.com/replacement-certificates or artsaward.org.uk/certificates for full details.

Certificate replacement and amendment
 Replacements can be requested when certificates are lost or damaged
 Amendments can be requested when errors need to be corrected and those errors
appeared in the information submitted via the centre portal (Trinity Online), or in the
information sent to Arts Award on behalf of the centre
For full details about certificate amendment and replacement, including fees, please visit the
website.
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4.5

Checklist for organising Arts Award moderations

Before the moderation
 Book your moderation via the centre portal (approximately 8 weeks in advance - see
section 3.4 for booking timeframes)
 Support the young people to complete their portfolios and ensure an adviser assessment
report form is completed for each portfolio
 Enrol names at least 3 weeks in advance
 Pay your moderation invoice and send remittance advice/proof of payment to
moderation.team@trinitycollege.co.uk
 Ensure a suitable space/equipment is available for the moderation
 Arrange for the relevant number of young people to attend the moderation or request
special dispensation where necessary (except in the case of postal moderation)
Moderation day (standard/joint moderations only)
 Ensure portfolios/arts logs, assessment report forms and equipment are prepared and
laid out correctly prior to the moderator’s arrival
 Assist the moderator where necessary
 Ensure the young people attend and facilitate their discussion with the moderator
After the moderation day
 Distribute certificates to the young people
 Complete Trinity College London’s online customer feedback survey

4.6

Below pass and resubmissions

Where an adviser has marked a portfolio as a pass, there are three main reasons why the
moderator may be unable to validate this mark:
 the assessment report forms have not been completed by the adviser
 the moderator is not able to locate the evidence which may be due to issues with the
equipment (in the case of digital evidence), the layout of the portfolios/arts logs, or the
adviser’s marking being inconsistent
 the moderator does not agree that the evidence presented by the young person meets
the requirements of the assessment criteria
In any of these cases, it is possible to address the concerns raised by the moderator and book
another moderation date for resubmission. All centres are entitled to free support to help them
understand the reasons they below-passed and create an action plan for moving forward. Please
visit artsaward.org.uk/supportvisits for more information.
Where an adviser has marked a portfolio as a below pass, and the moderator validates this
mark, or where a portfolio is withdrawn on the day of moderation and marked ‘absent’, the
portfolio may also be resubmitted at a later date.
Resubmission per-head fees are the same as the moderation fees and can be booked via the
centre portal as a new moderation. Moderators will not be made aware that the moderation
includes resubmitted portfolios and all resubmissions will be moderated as per the conditions in
section 3.11.
If you think you have grounds for a remark or appeal and feel you should not pay resubmission
fees, please apply in writing to the Arts Award team at artsawardenquiries@trinitycollege.co.uk.
For further information see section 5.4. Further support and guidance can be sought from the
Arts Award team.
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5. Working with Arts Award/Trinity College London
Upholding the terms and requirements of Trinity College London’s Arts Award toolkit and
guidance notified to you from time to time, as applicable, and ensuring these are
communicated to advisers and appropriate staff

5.1

Moderation delivery

Trinity works with you to ensure that the moderation is delivered at the mutual convenience of
the centre and the moderator.
Trinity reserves the right not to conduct a moderation in the following circumstances:
 moderation fees are not received prior to the specified deadline
 young people’s details are not enrolled 3 weeks prior to the moderation/sample
confirmation date
 the required moderation paperwork is not completed or not available on the day
Trinity makes every effort to ensure the delivery of its moderations on the dates and at the
locations planned. However, there may be exceptional circumstances that mean we are not able
to meet our commitment. This would include, for example, lack of moderator availability,
national strikes, labour disputes or industrial disruption, natural disasters, widespread disruption
of travel, terrorist attacks or acts of war.

5.2

Trinity’s customer service statement

Trinity College London is committed to providing a high-quality support service for all our users
from initial enquiry through to certification. Please see trinitycollege.com for the full Customer
Service Statement.
This statement will help us monitor and continually improve our service to you. If you wish to
feedback on this statement, please do so through Trinity’s online customer feedback survey or
your Trinity contact.

5.3

Feedback

Trinity is always keen to gain feedback from its centres and young people so we can improve our
services. We need to know what we are doing well and what we could improve upon.
Following a moderation, all centres are sent an invitation to complete an online customer
feedback survey. We would be grateful if you could take the time to complete this when you
receive it.

5.4

Appeals, complaints and re-mark requests

We strive to ensure that all our advisers, young people and centres have a positive training and
moderation experience. However, we recognise that occasionally things do not always run as
smoothly as we would like. If you are unhappy with any aspect of Trinity’s service, please
contact us. You should raise your concern with your Trinity contact in the first instance who will
either be able to solve the problem or advise you how to take your complaint further.
Information about our complaints policy, academic investigations and appeals policy and remark procedure, which govern how complaints are handled by Trinity, are available on the
Trinity website at: trinitycollege.com/policies and trinitycollege.com/appeals
Trinity also delivers a range of qualifications in music, drama, and English language, so for
clarity, advisers should specifically read the ‘clerical check’ and ‘re-mark’ information and
provide details in the form about which service is required.
We ask that you help us in any investigation into your concerns by co-operating fully and
providing all necessary information.
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5.5

Use of the Arts Award centre logo

As a registered Arts Award centre you may display the Arts Award centre logo on your
website and use it in your marketing and communications materials. Using the logo will help you
to recruit young people, promote your centre’s work and celebrate young people’s achievements
with Arts Award.
The logo can be downloaded from the Arts Award website (login required). When using the logo
it is important that you follow the guidance available. Please contact
artsawardenquiries@trinitycollege.co.uk if you need the logo in any other formats.
Also included in the guidance is information about how to describe Arts Award. It is very
important that you follow these guidelines if you want to mention Arts Award on your website or
publicity materials. This will ensure that young people and others have a clear and consistent
impression of the Arts Award brand.
Please contact Trinity College London if you have any queries after reading these guidelines, or if
you would like us to review a draft: artsawardenquiries@trinitycollege.co.uk.
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6. Quality and standards
Your centre is required to participate fully and regularly in Trinity College London’s quality
assurance programmes which are designed to preserve Trinity College London’s good
reputation and the good standing of its qualifications. Some of Trinity College London’s
initiatives in this area are outlined below.

6.1

Arts Award moderators

Moderators
Arts Award moderators are experienced arts education professionals with a wide range of art
form knowledge. They may have a teaching, youth work or artistic background, but they all have
experience of working with young people and a commitment to young people’s creative
progression. All moderators must complete regular training and standardisation and are
monitored on a regular basis to ensure Trinity College London’s standards are maintained.
Monitoring of adviser training and centre moderations
A proportion of adviser training and centre moderation sessions are attended by a Trinity
monitor. The purpose of these visits is to observe the trainer/moderator and their adherence to
Trinity procedures. The monitor will report back to the trainer/moderator and to Trinity on the
training/moderation process. He or she takes no part in the training/moderation process and will
not influence the interaction between the trainees and trainer or young people, advisers and
moderator. Centres do not receive feedback from the monitor. In the case of a monitoring visit,
centres will be contacted in advance to notify them.

6.2

Results entry – clerical checking

Trinity’s moderation results are routinely checked at Trinity’s central office. Please note that the
results are provisional and that final results are not confirmed until the validation process is
completed and, where an overall pass has been obtained, the certificate issued.

6.3

Malpractice

There are various types of behaviour that would be considered malpractice, either on the part of
an Arts Award Centre or on the part of a young person. Malpractice is an extremely serious
matter for Trinity.
If any such incident occurs or is alleged to have occurred, Trinity will carry out an investigation
and take appropriate steps. Centres are expected to fully co-operate in any such investigation by
providing all information requested.

Malpractice by young people
You should record any actual or suspected behaviour that is intended to give, or has the effect of
giving, an unfair advantage to a young person. Examples of behaviour which would be the
subject of an investigation can be found on page 2 of Trinity’s Malpractice and Maladministration
Policy (trinitycollege.com/policies).
Conduct reported in this way may lead to disqualification of young people and to the withholding
of their results.
If, during the moderation process, reasonable suspicion or firm evidence of irregular conduct,
such as copying, is detected by moderators, Trinity reserves the right to take appropriate action.

Malpractice by a registered Arts Award centre
Malpractice by a centre is when a centre is complicit in helping young people cheat and/or gain
unfair advantage, or when a centre fails to run Arts Award according to Trinity guidelines.
Examples of centre behaviour which would be the subject of an investigation into centre
malpractice can be found on pages 2-3 of Trinity’s Malpractice Policy
(trinitycollege.com/policies).
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A centre may not use its registered Arts Award centre status to misrepresent or mislead the
public or to gain an unfair advantage.
Trinity collects information about the service delivery levels of registered centres and the
conduct of their Trinity moderations. Trinity moderators are required to report any incidence of
suspected malpractice.

Actions taken by Trinity
Where malpractice is suspected, and an investigation is necessary, Trinity may:
 suspend the issue of all results for the moderation until the investigation has been
completed
 suspend future entries at your centre until the investigation has been completed
 request information for its investigation
 scrutinise any Arts Award portfolios, using a second moderator and relevant Trinity
personnel
 present the case to the relevant team at Trinity for a final decision
 contact you, setting out the action to be taken
 void some or all results for that moderation (and, as appropriate, withhold certification)
 de-register your centre and/or associated Arts Award advisers
For further information, please refer to Trinity’s Malpractice and Maladministration Policy
(trinitycollege.com/policies).

6.4

Anti-corruption and bribery

In the UK, robust laws exist to prevent bribery and corruption. These laws apply not only to
Trinity staff, executives and trustees, but also to persons associated with Trinity working on its
behalf anywhere in the world. Therefore, Trinity must have policies and systems in place to
prevent any associated persons from committing bribery. Associated persons include anyone
providing services to Trinity.
Under UK
 to
 to
 to

law it is illegal:
pay or offer to pay a bribe
receive or agree to receive a bribe
bribe a foreign public official

Trinity has an Anti-Corruption and Bribery Policy (please see trinitycollege.com/policies) which,
as an Arts Award centre, all of your members of staff involved in the delivery or administration
of Trinity qualifications must comply with at all times.

6.5

Regulation

In line with your centre agreement you should take all reasonable steps to ensure that Trinity
can comply with the conditions of recognition of any regulatory body either
recognising or governing Trinity College London’s Arts Award qualification.
An example of one of these ‘reasonable steps’ would be agreeing to representatives of
regulatory bodies visiting your centre or to provide information/documents as and when
requested by the regulator.
Trinity College London’s regulatory bodies include the Office of Qualifications and Exams
Regulation (Ofqual) in England, Qualification Wales and the Council for Curriculum, Exams and
Assessment (CCEA) in Northern Ireland. Trinity is also a registered charity regulated by the
Charity Commission.
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7. Arts Award moderation checklist
(Arts Award Explore and Bronze, Silver and Gold Arts Award)
Use the below checklist throughout your moderation journey to help you stay on track and
work towards a successful moderation. All section references refer to the Best Practice
Guidebook, where you can find additional information to help guide you through each
process.

☑
Planning your moderation

☐

◗

When deciding your moderation date, make sure there is enough time planned
between the end of your Arts Award delivery and your moderation for advisers to
collate the portfolios and assess them (see section 4.1)

☐

◗

Build in your own deadlines prior to the moderation to ensure you are ready to
enrol young people’s names, assess portfolios, arrange payment and, where
applicable, send in portfolios/arts logs in time for moderation

☐

◗

Book your moderation via the centre portal (approximately 8 weeks in advance –
see sections 3.3 and 3.4 and Centre Portal Guidance)

☐

◗

Make sure any requests for reasonable adjustment are made at the same time as
booking or via email to your Trinity contact as soon as possible after booking (see
section 2.5)

☐

◗

(Joint moderations ONLY) If you are organising a joint moderation for multiple
centres for whom you deliver Arts Award on behalf of, make sure a booking is
made for each Arts Award centre that is taking part in the moderation (see
sections 3.3 and 3.4)

☐

◗

(Standard/joint moderation hosts ONLY) Arrange a suitable space for the
moderator and make sure any equipment required to view portfolios is available
to use (see section 4.1)

☐

◗

(Joint moderation hosts ONLY) Ensure there is an additional space (for
example, a reception area) for visiting centres to wait until the start of their
moderation (see section 4.1)

☐

◗

(Joint moderation guests ONLY) If you require specific equipment for
portfolios to be viewed, contact the host centre directly to make arrangements
(see section 4.1)

☐

◗

(Standard/joint moderations ONLY) Arrange for the relevant number of
young people to attend the moderation or request special dispensation where
necessary (see section 2.6)

☐

Enrolling names for moderation

☐

◗

Make sure all Arts Award advisers who are assessing the young people’s work are
trained at the relevant levels and linked to your Arts Award centre (see Centre
Portal Guidance)

☐

◗

Enrol the names of the young people being entered for moderation by no later
than 3 weeks before your moderation date. Additions/substitutions may also be
made up to 7 days prior to your moderation (at Trinity’s discretion - see section
3.5 and 3.6 and Centre Portal Guidance)

☐

◗

When enrolling names for moderation, ensure you are confident that the
portfolios/arts logs of those being entered will be complete (and assessed) by the
moderation/sample confirmation date, as you will be charged for all young people

☐
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enrolled. If you’re unsure, consider enrolling those you are confident of, and add
the remaining names later (see sections 3.5 and 3.6). Note: If you are unsure
about a large percentage of your cohort being ready in time, speak to your Trinity
Contact who will be able to advise

◗

Make sure you double-check all spellings as you are enrolling names. Spelling
amendments can be made without charge prior to the moderation. However, you
will need to follow the certificate replacement process if errors are spotted after
the moderation (see section 3.6)

☐

◗

(Joint moderations ONLY) If you are organising a joint moderation for multiple
centres that you deliver Arts Award to, make sure the correct names are enrolled
onto the correct centre’s order as we are unable to swap candidates between
centres once names are enrolled (see section 3.6)

☐

◗

Make sure moderation invoices are paid within 30 days of invoice issue and
remittance advice/proof of payment is issued to
moderation.team@trinitycollege.co.uk. Invoice amendment requests can also be
made to the above email (see section 3.7)

☐

Preparing portfolios/arts logs for moderation

☐

◗

Portfolios should be well organised and include either a contents page or indexing
system to make navigating and evidencing simple. There are no restrictions on
format, design or style

☐

◗

The moderator will be looking for stretch and challenge in the young people’s
work and to see that they have made progress. Therefore, we strongly advise
against just doing ‘the minimum’ and encourage you and your young people to
make the most of the framework and requirements

☐

◗

Portfolios should include evidence of how the young people have met the
requirements for all parts of the award

☐

◗

Where young people have used communication techniques in their evidence which
need translating, ensure all evidence is translated/annotated/indexed
appropriately. The adviser can also annotate any evidence that requires further
context for the moderator to understand – for example, photographs – where the
young people have not already done so

☐

◗

Where artwork or portfolios have been created that are bulky or would be difficult
to take/send to the moderation, photographs/videos will suffice in their place.
However, they must be clear and legible and, where evidenced in the
assessment report form, signposting must refer to the photographs/videos rather
than the original work

☐

Assessing portfolios/arts logs

☐

◗

Complete an assessment report for each young person’s portfolio. The
assessment report form for a young person should only be completed by the
trained Arts Award adviser indicated at the point of enrolment as the adviser who
will be assessing the young person’s work. If there are discrepancies between the
enrolment and assessment report form or the assessment report form has been
completed and signed by more than one person, the moderator may not be able
to moderate that portfolio (see the adviser hub or artsaward.org.uk/BPG for blank
forms, assessment support and completed examples)

☐

◗

When assessing the work, ensure you are using the most up-to-date toolkit. You
can download free updates from our website or purchase a new toolkit from the

☐
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online shop (see section 4.1 and your toolkit for assessment criteria and support
on making an assessment)

◗

Assessment must be impartial and accurate and should only take into account the
work and evidence that will be present on the day of the moderation. If
signposted evidence is unavailable during the moderation, the moderator may not
be able to agree with the assessment and this could affect the results of all the
young people assessed by the same adviser

☐

◗

In the ‘evidence’ sections of the assessment report form, signpost the exact areas
of the portfolio/arts log where you have identified the assessment criteria being
met, for example, ‘Page 1-3’ or ‘Video Part A – 1:05 – 3:20’. Unclear signposting
such as ‘Portfolio’ or ‘Blog’ may result in the moderator not being able to
moderate (see section 4.1 and Evidence Checklists)

☐

◗

Remember, the purpose of moderation is to validate the adviser’s assessment and
ensure they understand the evidence and assessment criteria requirements for
each part of the award. The moderator should be able to identify how you have
decided on the marks awarded through the sections of the work signposted on the
assessment report form

☐

◗

Make sure that, for each part of the award, either ‘pass’, ‘attempted’ or ‘no’ is
circled or highlighted on the assessment report form. Once the part marks have
been decided, the overall mark should also be completed to indicate whether the
portfolio has passed or below passed. Incomplete assessment report forms and
missing part marks will not be able to be moderated

☐

◗

In the ‘notable examples’ section of the assessment report form, provide one
example of how the young person has met each of the assessment criteria. Do
not use generic statements – it is best to find an individual example for each
young person

☐

◗

Each young person will need to sign their assessment report form to confirm the
work submitted is theirs. If this is not possible, please speak to your Trinity
Contact

☐

Posting portfolios/arts logs (postal moderations ONLY)

☐

◗

Ensure that all documentation is included with the portfolios/arts logs.
Instructions and documents can be found in either the ‘Confirmation of successful
enrolment’ (Bronze/Silver/Gold) or ‘Sample confirmation’ (Explore) email issued
to the moderation contact

☐

◗

When completing the contents checklist, remember to detail any loose items, such
as artwork, leaflets or digital media included in the parcel

☐

◗

Make sure any USBs/DVDs are clearly labelled with your centre name/number

☐

◗

Make sure all parcels are sturdy and well-secured, and the centre name, centre
number and moderation date (where applicable) are clearly marked on the
address label

☐

◗

Where work is large or fragile, consider taking photographs/videos and sending
these instead. Photographs/videos must be clear and legible, and, where
evidenced in the assessment report form, signposting must refer to the
photographs/videos rather than the original work

☐

◗

Post portfolios/arts logs to arrive in good time for the moderation (see section
4.1)

☐

Page | 30

On the moderation day (standard/joint moderations
ONLY)

☐

◗

(Joint moderation guests ONLY) Plan to arrive at least 15 minutes prior to the
start of your centre’s moderation time slot to set out your portfolios (see section
4.1)

☐

◗

Lay out portfolios in alphabetical order (by surname), per adviser and per level,
with a completed adviser assessment report form attached to each one (see
section 4.2)

☐

◗

Check that all equipment is working properly, and you know how to use it. Where
portfolios/evidence are presented digitally, make sure these are pre-loaded and
ready to access prior to the moderator’s arrival (see section 4.2)

☐

◗

Make sure all evidence is clearly visible in the portfolios. If evidence is no longer
present, but referenced on the assessment report form, the adviser may need to
reassess the portfolio or withdraw it from the moderation. If signposted evidence
is unavailable during the moderation, the moderator may not be able to agree
with the assessment, which could affect the results of all the young people
assessed by the adviser (see section 4.2)

☐

◗

When the moderator arrives, ask to check the marksheet to ensure all names are
spelled correctly and all young people have been entered for the correct level of
Arts Award and have been assessed by the same adviser as listed on the
marksheet. Where there are discrepancies, speak to the moderator and then
contact Trinity on 0207 820 6178 who will be able to advise

☐

◗

Make sure the young people are available to meet the moderator at the
moderation. The exact timings of this can be pre-arranged between the centre
and moderator during the pre-moderation call. Otherwise, this usually happens
once the moderator has completed the sampling process (see section 4.2)

☐

◗

The moderator will finish the moderation by advising you of the provisional results
and giving verbal and written feedback to each adviser they have moderated.
Make sure all advisers are available to speak to the moderator, where possible
(see section 4.3)

☐

◗

Make the most of your moderator’s visit – their experience of running/moderating
Arts Award, as well as their wider experience, could be invaluable to your centre

☐

Post-moderation & certification

☐

◗

For postal moderations, provisional results will be issued the next working day
after the moderation (Bronze/Silver/Gold) or within 3 weeks of the sample
confirmation date (Explore) (see section 4.3)

☐

◗

Results are officially confirmed at the point of certificate printing, at which point
the centre representative will receive an email detailing which young people are
due to receive certificates. It is the centre’s responsibility to advise the young
people of their results (see section 4.4)

☐

◗

Depending on the type of moderation booked, certificates will be dispatched
within 4-6 weeks of the moderation/sample confirmation date. If you are
arranging a presentation ceremony or awards night, make sure to factor this in to
your planning as Trinity is unable to fast-track certificates (see section 4.4)

☐

◗

After the moderation, don’t forget to complete our customer feedback survey (see
section 4.5)

☐
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Thank you for supporting the creative development of children
and young people by choosing to run Arts Award. This Centre
Best Practice Guidebook is to support you in the administration
of Arts Award at your centre. All Arts Award centres
supporting young people to achieve an Arts Award should use
this guidebook alongside the Arts Award Adviser Toolkit for the
level you are delivering.

Get in touch
artsaward.org.uk
artsawardenquiries@trinitycollege.co.uk
020 7820 6178

Arts Award Centre Best Practice Guidebook
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