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Mission Statement 

 
We recognise achievement and support learning transforming the lives of individuals 

and communities. 
 
 
 

Our Vision 
 

To be the best we can be. 
 
 
 
Our Values 

• Integrity – committed to ethical and sustainable business practices; 
• Clarity – a clear qualification offer supported by transparent processes; 
• Collaboration – working with customers and other stakeholders; 
• Aspiration – supporting individuals to fulfil their potential and progress; 
• Excellence – committed to high quality; 
• Innovation – creating opportunities for learners, employers and communities; 
• Inclusion – celebrating diversity and respecting individuality. 

 
 

 

www.opencollnet.org.uk 
 
 

 

http://www.ocnwmr.org.uk/
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General guidance 

Regulated Qualifications Framework  

The Regulated Qualifications Framework (RQF) provides a single, simple system for 

cataloguing all qualifications regulated by Ofqual. Qualifications are indexed by their level 

and size. 

Levels indicate the difficulty and complexity of the knowledge, skills and understanding 

associated with any qualification. There are eight levels supported by three ‘entry levels’. 

Size refers to the estimated total amount of time it could typically take to study and be 

assessed for a qualification. Size is expressed in terms of Total Qualification Time (TQT) 

and Guided Learning Hours (GLH). GLH is defined as the number of hours of supervised 

or directed study time required for a Unit or a qualification. TQT is defined as GLH plus the 

time taken by the learner for private study or work experience. 

Assessment delivery, assessment and certification 

Open College Network West Midlands does not prescribe how a centre prepares a learner 

to take an Open College Network West Midlands ESOL International qualification. Centres 

should ensure, however, that learners are entered for the level appropriate to their ability. 

Open College Network West Midlands recommends that centres have a short pre-

assessment with potential learners before determining whether it is appropriate to register 

them for a particular level examination. 

Where centres do offer ESOL International courses leading to the qualifications, these can 

be full time, part time, evenings only or by distance/online learning as deemed appropriate 

in order to meet their learners’ needs. 

Regardless of the method of learning, where any courses are offered, centres must ensure 

that learners have suitable access to the centre, relevant centre staff and any other 

resources including ESOL International specialist staff and learning materials. 

Centres are provided with sample examination papers which may be used to assist in 

preparing learners for examinations. These are publicly available on the Open College 

Network West Midlands’ website and even where a centre chooses not to offer any 

preparatory courses, it is recommended that they point these out to their learners so that 

they might undertake some self-preparation prior to the examination. 

Learning programmes and teaching approaches should consider some or all of the 

following: 

⚫ Learners’ short-term goals and the contexts in which they need to use English 

⚫ Learners’ educational and employment aspirations 

⚫ Learners’ wider need for skills such as IT, study skills, job-search or specific subject 

skills 
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⚫ The local community context 

⚫ Techniques for teaching mixed level groups and groups of learners with different 

educational backgrounds 

⚫ Techniques for teaching learners whose listening and speaking skills are higher or 

lower than their reading/writing skills (‘spiky profiles’) 

⚫ Communicative language teaching, including ways of working with learners who do 

not share a language with the teacher 

⚫ Cross-cultural approaches which draw on  learners’ knowledge of other languages 

and/or cultures 

⚫ Strategies for tackling learning difficulties such as dyslexia 

⚫ The need to move forward towards independence 

⚫ The effects of any personal circumstances on learners’ level of motivation and style 

of learning 

Conducting assessments 

In order to conduct Open College Network West Midlands ESOL International 

examinations, centres must ensure that Interlocutors and Invigilators are adequately 

trained to carry out their role in the delivery of regulated qualifications. 

Centres must adhere to the Interlocutor and Invigilator instructions throughout the 

examination session(s). 

The Speaking module at levels 1, 2 and 3 must be conducted with one learner present, 

with only the Interlocutor and the learner engaging in the assessment tasks. 

The Listening, Reading and Writing modules at all levels may be conducted on a ‘one-to-

one’ basis or with a group of learners in one session. If centres wish to conduct group 

examinations, they must ensure that the room meets minimum requirements as listed in 

the published Open College Network West Midlands External Assessment Regulations. 

The timings provided for all examinations must be adhered to. 

Any recordings or papers submitted to Open College Network West Midlands where the 

Interlocutor, Invigilator or any other member of centre staff has not followed the regulations 

provided may be considered a form of maladministration. Please refer to the Open College 

Network West Midlands ‘Malpractice and maladministration Policy’ for more details. 

All examinations must be conducted at the centre site indicated at the time of booking. 
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Assessment materials 

Open College Network West Midlands ESOL International qualifications are assessed via 

Open College Network West Midlands issued and marked assessment papers, which are 

completed by the learners under examination conditions. 

The assessment materials will be made available to the centre by secure online access 

one day prior to the scheduled assessment date, unless alternative arrangements are put 

in place. Materials accessed online must be: printed by the centre; stored securely in order 

to ensure the security of the materials; and only handed to learners immediately prior to 

the commencement of the examination. 

Assessment materials will be clearly marked to enable centres to confirm that the version 

of assessment materials is correct for the particular learner/cohort of learners, as 

appropriate. Specific versions of examination materials for use will be issued for each 

scheduled session. 

Examination materials for these qualifications include: 

⚫ Examination papers for each component – Listening, Reading and Writing 

⚫ Interlocutor booklet for speaking 

⚫ Learner materials for speaking 

⚫ Learner Answer Booklet for Listening, Reading and Writing examinations 

⚫ Audio recordings for the listening examination 

⚫ Learner instructions and declaration 

⚫ Attendance form 

⚫ Room plan/seating layout 

⚫ Incident report form 

For the Speaking examination, an audio recording is made of each individual learner and 

submitted to Open College Network West Midlands for marking. 

The Listening, Reading and Writing Units are assessed via separate paper-based 

examinations. All paper-based examination materials as well as copies of the audio 

recordings must be returned to Open College Network within ten days of the date of the 

examination. 

Examination papers are NOT assessed by centre staff or by the Open College Network 

West Midlands Examination Observers (where present). 

All records of learners’ papers, recordings, and copies of their identification documents will 

be kept securely by Open College Network West Midlands for a minimum period of 5 

years. 
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Learner to Interlocutor/Invigilator ratios 

Speaking examinations are conducted with only the learners and the Interlocutor present. 

It is possible for trainee Interlocutors and/or the centre’s internal quality assurance 

managers to be present in the room; however, Open College Network West Midlands 

strongly recommends that the number of people present in the examination room is kept to 

a minimum. Any additional personnel must be declared on the Attendance Form, and they 

must state their name at the appropriate place in the script. 

The Listening, Reading and Writing examinations at all levels must be invigilated by a 

centre appointed Invigilator. The minimum ratio of Invigilators to learners is 1:12. This 

means that an Invigilator can supervise no more than 12 learners. 

The Invigilator must have a means of communicating with another member of staff also 

trained in the invigilation procedure and present on the premises, should their assistance 

be required in an emergency situation. The Invigilator should be able to summon their 

assistance without leaving the examination room. 

Speaking Assessments 

The Interlocutor Guidance document provides full guidance for the conduct of the 

Speaking tasks. An audio recording must be made as a record of each individual learner’s 

performance in these tasks. 

Printed learner materials must only be provided to the learners at the appropriate point 

indicated in the Interlocutor booklet. Instructions appear on the cover of the printed 

materials. Learners should sign where indicated. 

Where there are an odd number of learners in each assessment session, a learner who 

has already been assessed can reappear. In order to ensure that no learner is 

disadvantaged in such a scenario, a learner who is reappearing would not be assessed on 

their performance. Interlocutors should clearly identify on the audio recording any learner 

who is not being assessed in the task. 

For Tasks 2 and 3, learners must be permitted a maximum of 5 minutes preparation time, 

during which they are shown the scenario and prompts for Task 2 and 3.  Learners should 

prepare individually, not in groups, and under examination conditions. 

Any  learner notes used during the actual assessment must be submitted with the learner’s 

other assessment materials (answer sheets and audio file). 

Listening, Reading and Writing assessments 

The Listening, Reading and Writing assessments consist of paper-based assessments, 

which must be kept securely, and provided to the learner only at the commencement of the 

assessment session. Instructions appear on the front cover of the printed materials. 
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Audio recordings for the Listening tasks are provided as digital MP3 files to play to 

learners during the Listening tasks of the assessment. Please see the later sections for a 

detailed overview of the assessment contents.  Learners must not have access to these 

MP3 files in advance of the assessment.  During the assessment, learners may hear the 

recordings twice (they are recorded to provide 2 opportunities for learners) but these 

recordings may not be paused during the assessment. 

The assessment times should be adhered to for Listening, Reading and Writing 

assessments. Please see the next section for a detailed overview of the assessment 

contents. 

Where groups of learners are taking the Listening, Reading or Writing assessments 

together, the ratio of learners to invigilator must not exceed 12 to 1. This means that one 

Invigilator cannot supervise more than 12 learners. 

Assessment decisions 

Open College Network West Midlands ESOL International qualifications are graded as: 

⚫ Pass 

⚫ Merit 

⚫ Distinction 

A learner will be awarded a final grade based on the total raw marks achieved for each 

component. 

To gain a Pass, learners must achieve at least 50% of the total marks available for the 

qualification. 

Where a learner does not pass all the components of the qualification, they will be 

awarded a Unit certificate for those components where they have achieved a Pass mark. 

Delivery requirements 

Any centre wishing to offer Open College Network West Midlands ESOL International 

qualifications must ensure that they have the following resources in place: 

Staff requirements 

Teaching Staff 

Staff delivering ESOL International qualifications must be able to demonstrate the 

following competencies: 

⚫ Be a native English speaker or have reached near-native competence 

⚫ Hold a recognised teaching qualification or must be working towards a minimum of 

Level 3 or equivalent qualification in teaching or tutoring 
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⚫ Have recent experience of teaching English for Speakers of Other Languages or 

English as a Foreign Language 

Interlocutors and Invigilation Staff 

The interlocutor is the member of staff who will conduct the Speaking unit examination at 

all levels. The invigilator is the member of staff who will oversee the Listening, Reading 

and Writing examinations at all levels. 

Centres must ensure that any personnel employed in the roles of Interlocutor and 

Invigilator meet the Open College Network West Midlands’ requirements (below) and that 

their details can be provided to Open College Network West Midlands upon request. 

Should there be any changes to the personnel involved with the direct delivery of the 

exams, the centre must inform Open College Network West Midlands immediately using 

the appropriate documentation. 

Centres must nominate at least one interlocutor and one invigilator. This may be the same 

person, but it must not be the learner’s usual teacher, a relative or anyone else from the 

centre who is known personally to the learners other than via the centre’s professional 

operations. Please see the Open College Network West Midlands’ External Assessment 

Regulations. 

Interlocutors must be able to demonstrate the following competencies: 

Be a native English speaker or have reached near-native competence 

⚫ Be able to use English to the level that allows the learner to fulfil all the tasks in the 

examination 

⚫ Should NOT be the learner’s own English teacher 

There are no minimum qualification levels set for Interlocutors. 

All Open College Network West Midlands ESOL International examinations are marked by 

Open College Network West Midlands appointed and trained examiners.  

Venue Requirements 

Centres must ensure that a suitable examination room is provided which is appropriate 

and does not disadvantage or advantage learners in any way. A quiet room, which is 

adequately heated, with desks and chairs and the required equipment must be available in 

order to conduct the Open College Network West Midlands ESOL International 

examinations. The examination room must be large enough to seat the number of learners 

registered for the examination session, whilst maintaining a minimum distance of 1.25 

metres between each learner. 

For the speaking examination, centres may use a smaller venue as no more than two 

learners will be taking the examination at any one time.  
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Centres must also ensure that a suitable waiting area is provided for learners to be seated 

prior to their examinations. This waiting area should always be supervised, and learners 

should not re-enter this waiting area after their examinations. This requirement is in order 

to minimise the potential for learner collusion, cheating or other forms of malpractice. 

Centres must also ensure that the premises have suitable access, in line with Disability 

Discrimination and Diversity and Equalities legislation and any other local laws and 

regulations that apply.  

Equipment requirements 

Centres must ensure that the following equipment/resources are available: 

⚫ IT facilities to enable access to the Open College Network West Midlands website 

⚫ Access to email 

⚫ Scanner and printer/copier 

⚫ CD player or facilities to play digital audio recordings 

⚫ Digital audio recorder 

⚫ Enough IT back up of all audio recordings of the Speaking examinations for a 

minimum period of 2 years after the examination date. 

Requirements for Teaching and Learning Resources 

Open College Network West Midlands does not prescribe the use of a set course book 

workbook or recorded materials for ESOL International qualifications.  There is an 

expectation that centres providing ESOL International courses and qualifications will use 

relevant and up-to-date, high quality teaching materials, which allow learners to apply their 

learning to real events and activities in everyday life, based upon their own experience. 

There should be an emphasis on providing learning activities that involve practical 

participation and active use of language skills. 

Centres should develop an approach to teaching and learning that supports the practical 

nature of the Open College Network West Midlands ESOL International qualifications. 

Record keeping 

All materials, including the audio recordings, must be kept securely within the centre. Once 

centres have completed examinations and submitted copies to Open College Network 

West Midlands for assessment, paper-based records must be kept in physical secure 

storage areas such as a locked filing cabinet. 

Audio recordings should be kept as MP3 audio files or MP4 video files and securely stored 

electronically, such as in a password protected folder. 

Any records of Reasonable Adjustments, Special Considerations and records containing 

learners’ personal details must be held in line with the Data Protection Act 1998. 
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All electronic records must be kept for a minimum period of two years and made 

accessible to Open College Network West Midlands or the Regulator on request. 

Registering learners 

For registration of learners and examination session bookings, centres must use 

Quartzweb, the Open College Network West Midlands learner management system. Each 

approved Open College Network West Midlands centre is provided with user accounts to 

allow approved staff access to the system. 

Examination sessions must be booked through Open College Network West Midlands 

prior to the proposed examination date. 

Detailed information relating to the registration and exam bookings procedures can be 

found in the Centre Handbook (external assessment section), published on the Open 

College Network West Midlands website. 

ID requirements 

It is the responsibility of Open College Network West Midlands approved centres to have 

systems in place to ensure that the person taking any Open College Network West 

Midlands ESOL International examination is indeed the person they are purporting to be. 

All centres are required to ensure that each learner’s original identification documents are 

checked and recorded prior to registration and copies remain in the centre’s files. Centres 

are required to keep copies of the photographic ID in their records for a minimum of two 

years. 

Learners must bring their identification documents on the day of the examination and the 

centre must check each learner’s ID to confirm their identity. Learners without sufficient 

proof of their identity must not be permitted to take the examination.  

At the end of the examination session, a centre staff member must ensure that a copy of 

the identification document is included in the submission package which is returned to 

Open College Network West Midlands containing all examination materials. 

Results and certification 

Learner scripts will be marked by Open College Network West Midlands employed 

markers and examiners. Overall grades will be determined through marking and 

standardisation processes. 

Outside the UK, overseas centres will be issued results once the assessment window has 

closed and all assessment papers have been marked, standardised and the results 

approved by Open College Network West Midlands examiners for ESOL International. 
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Learners will be issued a qualification certificate if they have obtained more than 50% of 

the total marks available for the qualification. 

Where a learner does not achieve a pass grade in all of the component Units, Unit only 

certificates will be issued for those Units achieved. 

Learners may “bank” these achieved component Units for a period of up to three years to 

allow them reasonable time to re-sit any failed components. 

 

 

Qualification information 

The qualification guide for each of the ESOL International qualifications provides teachers, 

learners and other stakeholders with comprehensive information about the content of the 

qualification and Units. 

Each set of qualification information is broken down into the following sections: 

⚫ Qualification structure: details of how many Units are in each qualification, how 

the Units are examined or assessed, and how long the Unit examinations take to 

complete. 

⚫ Topics and text types: details of the general topics and text types that learners are 

expected to be familiar with and may be examined upon as part of their assessment 

for the qualification. 

⚫ Language specification: details of the functions, grammar, discourse markers and 

topics that learners are expected to be familiar with and use. These may form part 

of the examination for the qualification. 

⚫ Communicative functions and notions: details of the kinds of functions that 

learners are expected to be familiar with and able to perform. These may form part 

of the examination for the qualification. 

⚫ Key language items: Further details of elements of language learners are 

expected to be familiar with and use. These may form part of the examination for 

the qualification. 

⚫ Individual Unit details including: 

o Overview of learner knowledge, skills and understanding 

o Overview of assessment 

This is followed by an in-depth explanation of what is required for each part of the 

assessment for each module, with a breakdown of the types of task included in the 

assessments. 
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Open College Network West Midlands  
Aldersley House 

Overstrand 
 Pendeford Business Park 

 Wolverhampton  
WV9 5HA 

 Tel: (01902) 624230 

Fax: (01902) 624231 

Email: wolverhampton@opencollnet.org.uk 

Web: www.opencollnet.org.uk 

 

Office Hours: 
Monday to Thursday - 9.00 am to 5.00 pm 

Friday - 9.00 am to 4.00 pm  
 

www.opencollnet.org.uk 
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