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3 COURSEWORK ADMINISTRATION PACK

This Coursework Administration Pack is designed to accompany the OCR GCSE Home
Economics (Child Development) specification for teaching from September 2001.

Theformsin this pack are for use with the following specification:

*  Home Economics (Child Development) (1972)

Guidance on the assessment of coursework will be found in Section 7 of the specification.

A master copy of all GCSE Administration Packs will be sent to Examinations Officers during
2001.

Centres are permitted to copy materials from this booklet for their own internal use.

Contents:

Compulsory Recording Materials

Coursework Cover Shest, Individual Task
Coursework Cover Sheet, Resource Tasks
Coursework Summary Form

Optional Recording M aterials— Coursework Enquiries

Coursework Enquiry Form

These materials will not automatically be sent out annually.

All forms may be photocopied and used as required. Additional copies may be downloaded
from the OCR website www.ocr.org.uk.
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Compulsory Recording Materials

Coursework Cover Sheet: A separate form must be completed for the Individual Task and for
each of the Resource Tasks for every candidate and must be attached to the work beforeitis
sent to the Moderator.

Coursawork Summary Form: This records the marks for each of the marking criteria and tota
marks for each candidate entered by your Centre. It isnot necessary to put the candidates into
rank or aphabetical order. When the Centre is notified of the address of the Coursework
Moderator, this form should be forwarded. Centres should keep a copy of the completed form.

Internal Standardisation

Where more than one teacher in the Centre has marked the work for a particular coursework
component, the Centre must standardise the marking in order to ensure that candidates who
have demonstrated the same level of attainment receive the same mark and that the rank order of
the coursework marks for the Centre as awhole is appropriate.

Submission of Marks

OCR will send Centresinternal assessment mark sheets (MS1) for the submission of
coursework marks, along with instructions for completing and returning the mark sheets.
Coursework marks may also be submitted electronically by EDI. The dates for despatch of
MS1 mark sheets and for submission of coursework marks are given on the Key Dates poster
for each session. Centres must ensure that they keep a copy of their coursework marks.

Moderation

Moderator address labelswill be sent to Centres shortly before the coursework mark submission
date. Where the Centre has ten or fewer candidates entered for a coursework component all the
candidates’ work should be sent to the Moderator with a copy of the internal assessment mark
sheet(s). Where there are more than ten candidates, the Centre should send all marksto the
Moderator by the mark submission deadline and keep the work secure. The Moderator, once
he/she has received the marks from the Centre, will contact the Centre to request a sampl e of
work. Centres should respond promptly to any requests for work from the Moderator. A report
on the outcome of the moderation will be sent to Centres at the time results are i ssued.

General Coursework Regulations and Procedures

Genera coursework regulations and procedures including those concerning lost or incomplete
coursework are given in the OCR Handbook for Centres.
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Optional Recording Materials — Coursework Enquiries

Coursawor k Enquiry Form: The appropriate form should be used to request advice on the
suitability of coursework tasks and specific mark schemes.

Coursework enquiries for Home Economics (Child Development) should be sent to OCR at the
following address:

Administrative Officer (Food, Health and Hospitality Team)
OCR

Mill Wharf

Mill Street

BIRMINGHAM

B6 4BU

Correspondence should be marked ‘ Coursework Enquiry’.
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HOME ECONOMICS (CHILD DEVELOPMENT) 1972

GCSE

Coursework Cover Sheet — Individual Task
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RECOGNISING ACHIEVEMENT

Please read the instructions printed overleaf before completing this form. One of these cover sheets, suitably completed, must be attached to the

assessed work of each candidate.

Year |2 |0 |0

Centre . .

Number Candidate Number Candidate Name Date
Task Title

Assessment Area Maximum Mark | Achieved Mark Teacher Comment
Task Analysis 6
Development 8
&
Planning 8
Execution 0] observations 12
(i) application of 12
knowledge
Evaluation 14
Total 60
CCS1972

GCWS550 Devised March 2001



INSTRUCTIONS FOR COMPLETION OF THIS FORM

1 One form should be used for each Individual Task for each candidate.

2 Please ensure that the appropriate boxes at the top of the form are completed.
3 Enter the mark awarded for each assessment criterion in the appropriate box.

4 Complete the teacher comments box for each assessment criterion.

5 Add together the marks for all the assessment criteria to give a total out of 60.

6 Sign and date the form.

Authentication by the teacher

| declare that, to the best of my knowledge, the work submitted is that of the named candidate concerned. | have attached details of any assistance given
beyond that which is acceptable under the scheme of assessment.

Signature Date

GCWH550 Devised March 2001 CCS1972



HOME ECONOMICS (CHILD DEVELOPMENT) 1972

GCSE

Coursework Cover Sheet — Resource Task
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RECOGNISING ACHIEVEMENT

ok

Please read the instructions printed overleaf before completing this form. One of these cover sheets, suitably completed, must be attached to the

assessed work of each candidate.

Year |2 |0 |0
Centre . .
Number Candidate Number Candidate Name Date
Task Title
Assessment Area Maximum Mark | Achieved Mark Teacher Comment
Planning 4
Execution 0] organisation and 8
skills

(i) outcomes 4
Evaluation 4
Total 20

GCWS551 Devised March 2001

CCS1972



INSTRUCTIONS FOR COMPLETION OF THIS FORM

1 One form should be used for each Resource Task for each candidate.

2 Please ensure that the appropriate boxes at the top of the form are completed in the appropriate box.
3 Enter the mark awarded for each assessment criterion.

4 Complete the teacher comments box for each assessment criterion.

5 Add together the marks for all the assessment criteria to give a total out of 20.

6 Sign and date the form.

Authentication by the teacher

| declare that, to the best of my knowledge, the work submitted is that of the named candidate concerned. | have attached details of any assistance given
beyond that which is acceptable under the scheme of assessment.

Signature Date

GCWH551 Devised March 2001 CCS1972



HOME ECONOMICS (CHILD DEVELOPMENT) 1972

GCSE
Coursework Summary Form

Please read the instructions printed overleaf before completing this form.

RECOGNISING ACHIEVEMENT

Year 0|0
Centre Number Centre Name
Name of Teacher completing this form
Candidate | Candidate Name Teacher Set | Resource Task 1 | Resource Task 2 | Individual Task Total
Number or Group 20 Marks 20 Marks 60 Marks 100
CSF1972

GCWS552 Devised March 2001



INSTRUCTIONS FOR COMPLETION OF THIS FORM

1 Teachers must be thoroughly familiar with the appropriate sections of the specification, the criteria for awarding marks and the General
Coursework Regulations.

2 List the candidates in an order that will allow ease of transfer of marks to the computer printed mark sheets (MS1) at a later stage.

3 Mark the coursework according to the guidance and criteria given in the specification.

4 Carry out internal moderation to ensure that the total mark awarded to each candidate reflects a single, valid and reliable order of merit.
5 Enter any sub marks and total marks in the appropriate places.

6 Ensure that the addition and/or scaling of the marks is independently checked.

7 Retain securely the forms pending further instructions from OCR.

EXTERNAL MODERATION

Documents will be sent to you in April for the purposes of external moderation.

GCWH552 Devised March 2001 CSF1972



HOME ECONOMICS (CHILD DEVELOPMENT) 1972
GCSE

Coursework Enquiry Form

OCRA

Centre
Name

Centre Number

Address

Proposed title:

Details

the candidates.

Include any guidance sheets prepared for the candidates.

Indicate how the work will be undertaken. Include any strategies for differentiation and indicate where
there is scope for individuality and initiative. If relevant, please give an indication of the ability spread of

(continued overleaf)

Teacher’s Name

Date

GCWS553 Devised March 2001

CEF1972



(continued)

Consultant’s

Initials Date

INSTRUCTIONS FOR COMPLETION OF THIS FORM

There is no requirement, for this specification, for coursework tasks to be given prior approval by OCR.
However, this form may be used to request advice on the suitability of coursework tasks and specific mark
schemes. There is no charge for this service.

1 One form should be used for each title. Please ensure that the appropriate details are given at the
top of the form.

2 Details of the title, including any worksheets, background information and specific mark schemes (if
used), should be attached securely to the form.

3 The form and any enclosed material should be sent to:
The Administrative Officer, Food, Health and Hospitality Team, OCR, Mill Wharf, Mill Street,
Birmingham, B6 4BU.

4 You are strongly advised to retain copies. Please enclose a stamped addressed envelope for the
return of the report of the consultant asked to consider the task, and any enclosed materials.

5 While the Consultant will normally respond quickly, you should allow a period of six weeks between
submission of this form to OCR and its return.

6 You are advised to enclose a copy of the Consultant’s report with the candidate’s coursework
submitted for external moderation

GCWS553 Devised March 2001 CEF1972



