
A Guide to the Submission of Centre Policy for the  
Delivery of Teacher Assessed Grades (TAG) for General Qualifications 

2021 



Awarding organisations will require 
each centre to complete the Centre 
Policy Summary webform on the JCQ 
CAP portal so that it can be reviewed 
to ensure that all required areas are 
addressed. 

A copy of the Centre Policy Summary 
form can be found here, and the 
Centre Policy template can be 
downloaded from here. 

The JCQ Guidance on the 
determination of grades for AS/A 
Levels and GCSEs for Summer 2021 
can be found here, and a link to the 
Centre Policy template can also be 
found on page 15. 

https://www.jcq.org.uk/wp-content/uploads/2021/03/Summer-2021-Centre-Policy-Summary-Online-Form.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/03/Summer-2021-JCQ-Guidance-Centre-policy.docx
https://www.jcq.org.uk/wp-content/uploads/2021/04/JCQ-Guidance-on-the-Determination-of-Grades-for-A-AS-Levels-and-GCSEs-Summer-2021.pdf


The Centre Admin Portal (CAP) 

All centres will access CAP via the 
awarding organisation extranet sites: 

Pearson - Edexcel Online 
AQA - eAQA 
OCR - OCR Interchange 
CCEA – Central 
Eduqas – WJEC Secure Website 

Scroll down and select: 

Summary form: Centre Policy for the 
delivery of Teacher Assessed Grades: 
2021  



 

Completing the Summary form 

This form should be completed by 
the Head of Centre or a delegated 
representative as a statement of 
compliance, to confirm that your 
centre's policy is in place for the 
delivery of Teacher Assessed Grades 
for General Qualifications in 2021. 

The questions asked in this form are 
intended to provide a summary of 
the Centre Policy, and will be 
reviewed as part of the External 
Quality Assurance process carried 
out by exam boards. 

Questions marked with an * are a 
required field and must be filled in. 

For additional help on any of the 
sections contained within this form, 
select the question mark (?) icon on 
the right to open the JCQ Guidance 
PDF. 

The ‘bar’ (-) icon can be used to 
minimise a section once completed. 

NB No data will be saved if the 
webform is closed before submission. 



Attaching the Centre Policy 

Click the ‘BROWSE’ button and 
locate and select your Centre Policy 
document. 

The name of the document will 
appear below the button. 

If the wrong document has been 
uploaded, you can select the ‘X’ on 
the right of the filename to remove 
and repeat the browse step. 

Most standard document formats are 
accepted (.doc, .docx, .pdf, etc.) 

Please ensure that once the Centre 
Policy document has been uploaded, 
that you select ‘Yes’ to confirm 
(required). 



Centre Details 

Your Centre Number and Centre 
Name will be pre-populated using 
information provided by your 
awarding organisation.  

NB If your centre has multiple NCNs 
(National Centre Number) due to a 
consortium arrangement or multi-
site centre, ensure this is the correct 
information for your site. A separate 
form will be required for each NCN 
used by your organisation. 

All questions in this section are 
marked with an * and are required 
fields and must be completed. 



Continue to complete all of the 
required sections within the form. 

Each question requires a YES/NO 
response, a tick-box, or will provide 
you with a text box where you can 
provide additional information (1500 
character limit). 

The form will allow the user to copy 
and paste information from a 
document into the text boxes. 



Private Candidates 

If your centre does NOT accept 
entries from Private Candidates, 
please select ‘Not applicable’ and add 
‘Not applicable’ to the text box. The 
next question is not required in this 
instance. 

If your centre does accept entries 
from Private Candidates, please 
complete ALL questions in this 
section. 

Centre Policy Portability 

The questions in this section should 
be answered if relevant to your 
centre or left blank if they are not. 



Submitting a completed form 

Once all sections have been 
completed, click the ‘COMPLETE’ 
button to submit your form. 

Form validation errors 

If a question or section of the form 
has not been completed correctly, 
you will see a red validation error 
message. This validation error 
message will provide you with the 
specific question that has not been 
completed correctly, as shown. 

You must correct ALL validation 
errors before you will be able to 
submit a completed form. 



Form submission complete 

When all the required sections of the 
webform have been completed 
correctly, you will see a confirmation 
message. 

NB Please take note of the unique 
form reference number provided as 
this will enable you to use the CAP 
search page to locate, view and print 
your submission (see next section). 



Searching for a submitted form 

Select ‘Search’ from the CAP 
homepage. 

The centre number will be pre-
populated using information from 
your awarding organisation. 

Enter the Unique Form Reference 
Number that was provided when the 
form was submitted, and click 
‘SEARCH’. 

Select ‘OPEN FORM’ to open the 
saved webform. 



Printing a submitted form 

Once you have completed the above 
steps and located your submitted 
form, select ‘PRINT’ to open your 
printer dialogue box. 



Further support 

Should you require Quality 
Assurance Support when submitting 
the form, please use the contact 
email address appropriate to your 
Centre Number as shown.  

Quality Assurance Support: 

For the summer 2021 series, awarding organisations are working 
collectively to support centres on their quality assurance. 

The awarding organisation supporting your quality assurance has been 
determined by your centre number. 

Pearson will support centres whose centre number falls between 08000 
and 24999. 
For further queries, please contact: jcq2021qa@pearson.com 

AQA will support centres whose centre number falls between 25000 and 
52999. 
For further queries, please contact: jcqqa@aqa.org.uk 

OCR will support centres whose centre number falls between 53000 and 
67999. 
For further queries, please contact: jcqqa@ocr.org.uk 

WJEC Eduqas will support centres whose centre number falls between 
68000 and 99999. 
For further queries, please contact: jcqqa@eduqas.co.uk 

mailto:jcq2021qa@pearson.com
mailto:jcqqa@aqa.org.uk
mailto:jcqqa@ocr.org.uk
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