10

NZQF/ NCEA ASSESSMENT & MODERATION HANDBOOK  

SECTION I
PRE-ASSESSMENT QUALITY ASSURANCE 

Requirement for Good Practice:
Pre-assessment quality assurance procedures are in place, manageable and effective and implemented consistently throughout the School. Assessment Material is valid, fair, at the National Standard and fully quality assured.

Procedures:
1. Teacher assessors are encouraged to use TKI activities as a model to plan and guide the development of their own Assessment Material.

2. HOD’s/TIC’s are to ensure a resource bank of quality, authentic Assessment Material is available within their department for use by teacher assessors.
3. All Assessment Material (including the assessment task, Assessment Schedule and evidence guides) must meet individual subject guidelines and be at the National Standard. The Assessment Material must focus on the required outcomes and evidence requirements of the Assessment Standard. The Assessment Material should complement, reinforce and support quality learning.
4. All Assessment Material is to be valid, fair, appropriate for the particular Standard, clear and consistent. The language, content and context of the assessment activity must be appropriate for HOD/TIC students. The design of student assessment answer scripts should make it clear where student responses are needed and the relative amount of text required.   
5. All Assessment Material used for the first time including for Further Assessment must be critiqued well in advance of use by a suitably qualified person other than the creator / writer of the material, and modified if necessary. This includes Assessment Material from commercial sources, material downloaded from the internet, self-designed material and material developed by colleagues from other Schools. The Assessment Material used in the initial assessment and the material used for the Further Assessment are to be critiqued together and checked for consistency and compatibility. 

6. All Assessment Material from public sources e.g. TKI and Subject Association websites without password protection, must be substantially modified before use.  

7. All Critiques are to be carried out using the Assessment Material Critique (Template 5). If the Assessment Activity / Schedule and Standard are unchanged from past use, then a previous Critique or External Moderation Report will suffice.
8. All Assessment Material used in the School for the first time is to be closely checked and scrutinised during the critiquing process. Previously moderated Assessment Material and/or certified Quality Assured Assessment Material (QAAM) are to be used where possible.

9. The assessment conditions must be appropriate for the outcomes being assessed The Critiquers must take into account the assessment conditions, e.g. open book conditions, when completing an Assessment Material Critique.

10. The Assessment Material is to be discussed at a Department Meeting before use. Department assessment decisions and modifications to the Assessment Material are to be well documented and records kept on file for future reference.

11. The Assessment Material must give students adequate opportunity to meet all the requirements of the Assessment Standard and provide scope for students to achieve all the available grades.

12. The Assessment Schedule should provide clear examples of learner responses which meet the requirements of the Standard (Evidence Statements). Assessment Schedules should also clearly describe the quality and quantity of performance levels which meet the requirements of the Standard (Judgement Statements). 
13. Feedback from the Critiquer to the teacher assessor must be timely, direct, constructive, and confined to the relevant aspects of the Assessment Material. Feedback is to inform and support quality assessment and improvement of the Assessment Material and assessment practice.

14. Any Assessment Material that requires updating or modifying as a result of an Assessment Material Critique or External Moderation must be modified before further use. The Assessment Schedule should also be modified if necessary to include any unexpected but acceptable responses provided by students during the assessment process.

15. The HOD/TIC is responsible to follow up any necessary changes to Assessment Material. All Assessment Material must be reviewed after use and either confirmed or modified for possible future use.

16. Departments are to keep appropriate benchmark samples of Assessment Material for future reference and comparison. The material is to be stored in the Department Assessment Information File and is to be readily available to staff, including from year to year. The information is to be updated as new or more relevant material becomes available.  
SECTION II
ASSESSMENT OF LEARNING

Requirement for Good Practice:
All assessment is fair, verifiable, valid, authentic, accurate, reliable, manageable, open and consistently applied at the National Standard; and used to enhance student learning. Further Assessment and Resubmission procedures are in place and implemented fairly, effectively and according to NZQA requirements.

Procedures:
(A)
Assessment Process

1. Assessment is to be used to measure and evaluate student performance and attainment of the relevant learning outcomes and must complement, support and enhance student learning. 

2. Careful planning is to be used to ensure quality, manageable, fair, effective assessment opportunities are provided for all learners.

3. The assessment process and procedures are to be well publicised, communicated and explained to students, and both staff and students made well aware of their roles and responsibilities.

4. Students are to be made aware of and understand: the assessment conditions (e.g. open-closed book/ timeframes/ resources available), the assessment process and procedures, the authenticity requirements, the reassessment process, how candidates will be informed of their assessment results, and the Appeal process. 

5. Candidates are to be given adequate practice activities and are to be well prepared and ready for the assessment.

6. All students are to be treated fairly and openly during the assessment process. The assessment must be culturally appropriate, free from gender, cultural or ethnic bias and not influenced by issues relating to disability, age or social background.

7. All candidates must have equal access to the necessary resources, advice, guidance and equipment required for the assessment. Candidates are permitted to use relevant technology and equipment for assessment purposes provided its use is not specifically prohibited by NZQA Rules, it cannot communicate by electronic means and if programmable it must have a reset button or function.
8. The assessment strategies and assessment tools must meet the requirements of the Assessment Standard and the reasonable needs of candidates.

9. The assessment conditions, evidence collection methods, types of evidence and context of the assessment must be appropriate for the Assessment Standard i.e. fit for purpose, and must not compromise the authenticity of the student work, integrity of the assessment or purpose of the Standard. 
All assessment conditions and requirements must be closely adhered to during the assessment process.
Assistance provided to candidates by the Assessor must be appropriate for the specific assessment and the desired outcomes of the Standard. Assessors must not compromise authenticity of the assessment by providing undue assistance or ‘too much guidance’ to candidates.

10. Teachers are to ensure that all trial and practice assessments are authentic and well documented, and the evidence produced available for use as ‘alternative’ or ‘replacement’ evidence at a later date, if required.

11. Integrated Assessment (assessment of similar or related learning outcomes) combined with assessment maps / grids are to be used where appropriate to reduce the number of formal assessment occasions.

12. Where applicable, prior learning, prior performance and/or current / existing competency are to be recognised and supported by existing verifiable evidence or evidence from new immediate or additional assessment. 

13. All valid, authentic, verifiable, reliable Standard specific evidence presented by a candidate that demonstrates achievement of the required outcomes of the Standard is to be considered by teacher assessors when making assessment judgements. All assessment evidence must be correctly and accurately judged against the learning outcomes of the Assessment Standard.
14. All assessment evidence is to be well documented, recorded and retained for verification purposes and future reference.
15. Correct procedures must be followed when collecting evidence from group activities, such as identifying and assessing students individually.

Attestation evidence should be supported by other valid robust evidence, be from a creditable source, include examples of learner comments and performance, and be signed and dated by the verifier. 
16. All assessment is to be valid i.e. the assessment is at the right level and there is a direct match between the desired learning outcomes of the Assessment Standard and the assessment task. Candidates must provide sufficient evidence to show that the required outcomes of the Assessment Standard have been met.
17. Teacher assessors should use a variety of assessment approaches and types of evidence, including naturally occurring evidence, accumulated evidence, supplementary evidence, indirect evidence, replacement and alternative evidence, and evidence cross-referenced from other authentic School assessments.

18. A holistic or big picture approach is to be adopted for assessment that considers how the individual parts of the assessment, and all the available evidence, contributes to the overall assessment judgement and assessment outcome. When assessing aspects or elements of an Assessment Standard separately teacher assessors must ensure that the student can demonstrate an understanding of, or competency against, the Standard as a whole.

19. Teacher assessors are to use a consistent school-wide marking practice including common marking codes on student scripts.

20. Correct procedures are to be used by all teacher assessors and Departments in reporting Not Achieved results.  Refer Sect. III, (H), para 9.
21. Other than the range of assessment grades available to students, no distinction is to be made in policy or practice between the assessment for Achievement and Unit Standards.

22. Staff are to obtain feedback from learners on the assessment process, the information analysed and reviewed and used to identify possible areas for future refinement and improvement.

23. The assessment strategies and assessment outcomes are to be evaluated and reviewed by teacher assessors, and the information used to modify and make improvements to assessment practice, and the learning and teaching programmes.

(B)
Assessment Feedback and Feed-Forward

1.
Teacher assessors are to provide regular, confidential, timely, accurate, specific and constructive feedback and feed-forward to students during the learning and assessment process.

2.
Assessment feedback / feed-forward are to be used to provide students with a sense of progress and achievement, and also provide students with an understanding of the performance and standard required.

3.
The feedback / feed-forward provided to students by assessors must take into account possible Further Assessment or Resubmission Opportunities and not compromise the authenticity of the student work or the integrity of the assessment.
4.
Feedback to students should be used to assure students that the relevant assessment decisions and moderation judgements have been made fairly and objectively.
5.     There will be a clear and effective process in place for informing candidates of the assessment decisions and the Reassessment Opportunities (if any). 

(C)
Collection of Additional Assessment Evidence

1.
General Guidelines
(a)
Appropriate use is to be made of Further Assessment and Resubmission Opportunities where practical, manageable and feasible to provide.

(b)
Teacher assessors must ensure that all Further Assessment Opportunities and Resubmissions are valid, fair and consistently applied and the correct procedures are followed.

(c)
Further Assessment Opportunities and Resubmissions must comply with all the other relevant requirements of normal assessment and the process closely supervised and well documented.

(d)
All available valid, authentic Standard specific evidence is to be considered by the teacher assessor when making Further Assessment Opportunity assessment judgements, including evidence from the original assessment and any ‘naturally occurring evidence collected over time’.

(e)
Further Assessment and Resubmission requirements and rules must be well explained and made clear to students at the beginning of the year. Students are to be given written information setting out who is eligible for Further Assessment and Resubmission Opportunities, under what circumstances and the approximate dates that the opportunities will be offered.
2.
Further Assessment Opportunities
(a)
If it is appropriate, manageable and feasible, students may be offered a maximum of one Further Assessment Opportunity for each Standard in one year. It is the School’s / Department’s decision whether a Further Assessment Opportunity is to be offered. If no Further Assessment Opportunity is to be offered the students must be advised at the start of the Course. It is up to the student to decide if they wish to utilise a Further Assessment Opportunity.
(b)
Students are only to be offered a Further Assessment Opportunity after further learning and teaching has taken place and when the teacher assessor is satisfied that the students have been adequately prepared for the assessment.

(c)
Further Assessment Opportunities, particularly for Standards with knowledge and understanding based outcomes, are to use a new task or the same task substantially modified by using a different context or with different specific content / data.

(d)
If a Further Assessment Opportunity is provided, it must be offered to all students entered for the particular Assessment Standard. This includes students who wish to improve their original assessment grade and those students who, for an acceptable reason, did not complete the original assessment.

(e)
Students who Breach the Rules or who choose for an unacceptable reason not to take the initial assessment or who are deliberately or wilfully absent for the assessment, are not entitled to and are not to be provided with a Further Assessment Opportunity.

(f) 
Students are to be awarded the highest grade achieved either in the original assessment or subsequent Further Assessment Opportunity. If a student achieves a lower grade in the second attempt, the higher grade achieved in the original assessment is the result that is reported to NZQA.
(g)
The conditions for any Further Assessment must be consistent with the original assessment and any Further Assessment Opportunity must not compromise the overall authenticity of the assessment of the Standard.

3.
Resubmission Opportunities
(a)
If a candidate has made a small number of mistakes or omissions or has a small amount of incomplete work in an assessment, he/she may be given (at the discretion of the teacher assessor) the opportunity to make corrections or provide more information or additional assessment evidence.
(b)
The collection of further evidence through the use of Resubmission (such as careful oral questioning or conferencing) must be limited to specific aspects or parts of the assessment, such as the correction of a small number of specific  mistakes or omissions made by the student in their work. 
(c)
After appropriate discussion and only general advice from the teacher assessor, the student must be capable of immediately making the necessary changes or improvements themselves. Teachers must be careful not to provide undue assistance to students during Resubmission which could compromise the authenticity of the student work. 

(d)
Resubmission must take place promptly after the marked work is returned and before the teacher assessor has given any specific assessment feedback to the individual student concerned or to the class as a whole, and prior to any further teaching and learning.

(e)
Additional evidence collected during the Resubmission (i.e. new information or changes made by the student), should be made in writing by the student in a different coloured pen, and signed and dated by the student.
(f)
When oral questioning or conferencing is used by the teacher assessor to collect further evidence of achievement, and used to contribute to an assessment judgement, the process must be well documented and annotated on student’s script by the teacher assessor. 
(g)
Students may be given one Resubmission Opportunity, after either the original assessment, the Further Assessment opportunity or after both.

         All additional evidence collected by the teacher assessor using Resubmission must be signed and dated by the teacher assessor (in green pen) and certified as ‘valid and authentic additional evidence of learning’.

(h)
Teacher assessors must be careful to ensure that any additional evidence provided by students during a verbal Resubmission in a classroom setting, does not compromise the validity or authenticity of the assessment of other students.

Note:
Parts of the above information have been adapted from:


NZQA Circular S2009/022, July 2009 New Rules and Procedures for Further Assessment Opportunities.


SECTION III
ADMINISTRATION OF ASSESSMENT 

(A)
Course documentation and Assessment Information given to Students

(B)
Timing of Assessments
(C)
Derived Grade Process
(D)
Missed and Late Assessments

(E)
Authenticity of Student Work
(F)
Breach of the Rules
(G)
Student Assessment Appeals

(H)
Verifying and Reporting Assessment Data
(I)
Information Security and Privacy
(J)
Special Assessment Conditions

(K)
Communication with Caregivers

(L)
Retention and Storage of Assessment Information and Internal Moderation Documentation
(M) Monitoring of Student Achievement

(N) NZQA Administration Requirements

(O) Introduction of New Courses

SECTION III   ADMINISTRATION OF ASSESSMENT 
(A)
Course Documentation and Assessment Information given to Students

Requirement for Good Practice: 

Students are provided with the necessary information and are well informed about the course, the Assessment Standards offered and assessment requirements; and are able to record and track their own progress.
Procedures:
1.
At the beginning the course, all students are to be given (either by hardcopy or web-based) the following information by subject teachers / Departments:

(a)
Introduction to Course Letter


The Introduction to Course Letter is to be addressed to caregivers and students and provide background information about the course including textbook and stationery information and homework expectations.

(b)
Course Outline


This is a general description of the course aims, content and requirements. Course Outlines are to include the following information:

-
Subject name, level and year
-
Course Aims

-
Course Description

-
Course Requirements
-
List of Assessment Standards offered in the course

-
Information about National Certificates the subject could gain

(c)
Year Plan Sheet


This sheet sets out weeks of the year with the assessment and Further Assessment Opportunities and other important dates shown.

(d)
Assessment Statement


All subjects are to use the appropriate Level 1/2/3 Assessment Statement (Template 1/2/3). The Assessment Statement is to include the following information for each standard offered in the course:
-
Standard full title                                                                            

-          Level

-
Registration number and version

-
Credit value

-
Mode of assessment – internal or external

-
Form of assessment e.g. Test

-
Availability of a Further Assessment Opportunity

-
Approximate Assessment date

-
Numeracy and Literacy information (for Level 1)

-
UE Literacy (for Level 2 and 3)

-          Name of Subject (NZQA classification)

-          UE Approved Subject (for Level 3)

(e)
Student Record Sheet


Students are required to record the results of their internal assessment on this sheet during the year. The sheet is then used at the end of the year to confirm student’s final results. Teachers must be careful when signing the Student Record and confirming the internal assessment grades. Student internal assessment grades are not to be confirmed by the teacher assessor, on the Student Record Sheet (Template 9), until after check marking and the full internal moderation process has been completed.

(f)
Assessment Cover Sheet

An Assessment Cover Sheet (Template 6) must be completed, signed and dated by the student and handed in attached to assessment work, including all assignments that have been completed outside a supervised classroom situation. 


Section I of the Student Declaration must be completed by students when their work is first handed in. Section III of the Student Receipt is to be signed by the teacher and retained by the student when the work is handed in.

Section II of the Student Verification is to be completed by the student when the marked student work is returned. In this section the student verifies the grade, indicates if they wish to Appeal the grade and if the work is available for use as an exemplar sample.

2.
All senior students are to be provided with a Student NZQA Handbook by the Principal’s Nominee at the beginning of the year, which includes general information on assessment including Breach of the Rules and Authenticity information. See Student Assessment Information sheets in the Appendix 3 of this Handbook.
3.
The HOD/TIC will monitor the Assessment Statements and Course Outlines provided to students by each subject within the Department. A file containing the Assessment Statements and Course Outlines for each subject will be kept in the Department and made available to Principal’s Nominee as required. A copy of each subject’s student information package is to be given to the Principal’s Nominee at the end of the previous year.

4.
Students will also be provided with assessment information throughout the year at Year Level Assemblies, in the School Daily Notices, in the School Newsletter and on the School Intranet.

(B)
Timing of Assessments
Requirement for Good Practice: 

The timing and the due dates of assessments School-wide at the different levels are well planned and managed.
Procedures:
1.
 Assessment timing and due dates for assessment work must avoid clashing with assessments in other subjects at the same level. Staff and student workload issues are to be minimised where possible.
2.
Proposed assessment timing and due dates are to be entered on the School-wide Assessment Planning Sheet at the end of the previous year.  Timing of Assessments must take into account any assessment clashes that become obvious from the Assessment Planning Sheet. The PN is responsible for co-ordinating the Assessment Calendar.
1 & 2:  Planning sheet would need to be done early Tm 4 so that if changes were to be made, course info for students can be updated in time.  TBC with SMT
(C)
Derived Grade Process
Requirement for Good Practice:
The derived grade process for external assessments is implemented fairly, effectively and according to the NZQA Guidelines and the documented procedures.
Procedures:
1.
The derived grade process only applies to external assessments. If illness or misadventure influences or impairs a student’s performance in an internal assessment, then the School’s Missed and Late Assessment procedures will apply. See Section III (D) - Missed and Late Assessments for details.
2.
For external assessment, candidates who through illness or misadventure (including bereavement of a family member or close acquaintance), or national representative duties have been prevented from sitting examination or prevented from presenting materials for external assessment may apply to NZQA to be awarded a derived grade. This also applies to students who consider that their performance in an external assessment has been seriously impaired because of exceptional circumstances beyond their control.
3.
Applicants must have been clearly disadvantaged through illness or misadventure, or impaired because of exceptional circumstances beyond their control to qualify for a derived grade.
4.
Other than in exceptional circumstances, a derived grade will only be granted as a result of illness or misadventure that occurred no more than one month before the start of examinations or the submission of work for external assessment. On-going and existing medical conditions do not normally qualify for a derived grade, unless there is a significant change in the on-going condition. 
5.
A candidate selected as a New Zealand representative, where representative duties will prevent them from sitting exams must, in advance of the examination, provide NZQA with documentary evidence from the New Zealand body of their selection and the details involved.

6.
The derived grade is to be based exclusively on pre-existing, quality assured, standard specific evidence held by the School – such as quality assured practice assessments for specific Standards or work submitted by the candidate that directly relates to each external Achievement Standard. Teacher assessors are required to retain evidence of the quality assurance processes applied to all practice and other assessments that may eventually be used to determine a derived grade.
7.
Teacher assessors and students are to be made fully aware of the fact that assessment evidence gathered from practice assessment of external Standards may be used in Derived Grade Applications. Assessment evidence used to determine a derived grade must be valid, authentic, verifiable and standard specific. If no authentic standard specific evidence is available, a derived grade will not be awarded.

8.
Derived grade applications must be made by the student lodging a formal NZQA application with the Principal’s Nominee. Applications can only be made for Standards for which there is pre-existing standard specific evidence held by the School. Applications to NZQA must also be supported by appropriate medical or documentary evidence.


The Principal’s Nominee is responsible for administering and submitting all students Derived Grade Applications.

9.
All derived grade applications must meet the NZQA Derived Grade Process Guidelines.


The School must process all applications for a derived grade and retain any supporting information. Applications should be made online on the NZQA website by the specified date for processing.

Note: This information on the Derived Grade Process has been adapted from the NZQA Derived Grade Process Guidelines contained in the Assessment and Examination Rules and Procedures for Secondary Schools – 2010. Reference 6.1.4 Derived Grade Process (Formerly Compassionate Consideration) and SecQual S2009/008.
(D)
 Missed and Late Assessments
Requirement for Good Practice: 

Student Assessment Extensions for missed and late assessments are handled fairly, openly, appropriately and according to the documented procedures.
Procedures:
1.
Teachers are to make all assessment due dates (i.e. the final deadline submission date for an on-going assessment or the actual date of an Assessment event) clear to students. All assessment and Further Assessment due dates are to be included in the Student Information provided to students by each subject at the beginning of the course.
2.
Under normal circumstances, all student work is to be handed in for marking before or on the due date. Student work submitted after the due date will not normally be included in the evidence used to make assessment decisions and grade judgements.

3.
Students who are unable to complete an assessment or Further Assessment by or on the due date, for genuine valid reasons or due to circumstances beyond their control, may apply for an Assessment Extension from the teacher assessor. Assessment Extensions could include:
· Extension of Time (for an on-going assessment) OR
· New Assessment Occasion (for an assessment event held at a specific date/time).

4.
Teacher assessors have the right to grant Extensions of Time or a New Assessment Occasion to allow students to complete assessments, missed for genuine valid reasons; provided that the Assessment Extension does not overly penalise other students or give unfair benefit/advantage to the student concerned or compromise the authenticity of the assessment.
5.
In the case of a genuine planned absence that results in a missed or late assessment, such as genuine family reasons or School commitments, the student must apply to the teacher assessor using the Student Assessment Extension Application (Template 10). The application must be lodged at least five days before the due date of the assessment or Further Assessment. The Student Assessment Extension Application must be supported by appropriate evidence, such as a note/letter from the caregiver, Guidance Counsellor or another teacher.

6.
In the case of a genuine valid, unplanned absence or unforeseen circumstances that results in a missed or late assessment, a student can apply for an Assessment Extension from the teacher assessor.
         An Assessment Extension can be granted if the teacher assessor considers that the student’s ability to complete the assessment or Further Assessment has been unfairly affected due to circumstances beyond their control. The student may be required to provide evidence of work done on the assessment to date.
         New Assessment Occasions and Extensions of Time for unplanned absences/ unforeseen circumstances are only to be granted by teacher assessors for genuine valid reasons / explanations, and if adequate documented evidence is provided. Applications for unplanned absences must be lodged no later than 5 days after the due date of the assessment or Further Assessment.
        Some possible reasons for an Assessment Extension could include:
-
sickness that is supported by a medical certificate or note from caregiver

-
family trauma or bereavement

-
a situation supported by a signed note from caregiver or the Guidance Counsellor

-
other genuine unforeseen circumstances supported by a signed note from caregiver or staff member

7.
It is the responsibility of the student concerned to approach the teacher assessor, apply for an Assessment Extension, provide the necessary documentation and obtain formal approval.

8.
Teacher assessors are to consider each case on its own merits. Marked student work should not be returned to students until after all Extensions of Time / New Assessment Occasions have been completed or have expired.
9. 
Students who are deliberately or wilfully absent from an Assessment or Further Assessment are not eligible for and are not to be provided with an Assessment Extension.
10.
In the case of a missed or late assessment, where an Assessment Extension has not been granted, the teacher assessor should then consider all other available existing documented, authentic, verifiable, Standard specific evidence that is available on which a valid assessment decision could be based. This may include other authentic naturally occurring evidence that has been collected over time or evidence from the original assessment in the case of a Further Assessment Opportunity.


If there is no other adequate, valid, documented assessment evidence available and the teacher assessor considers that the student has had an ‘adequate assessment opportunity’, then a Not Achieved grade is to be awarded for the assessment.
(E)
 Authenticity of Student Work
Requirement for Good Practice:
Students comply with all the assessment rules and requirements relating to authenticity during internal assessment and all work submitted by students for assessment is genuinely their own.
Procedures:
1. All work submitted by students for assessment as evidence of achievement is to be authentic and genuinely their own.
2. Appropriate assessment strategies and assessment conditions are to be used by teacher assessors during the assessment process to ensure authenticity. This includes managing/limiting the level of student interaction and student access to documents during the assessment.
3. Teacher assessors have the responsibility to ensure that all student work used for assessment is authentic. Students are to be clearly informed and understand the authenticity requirements of work submitted for assessment.
4. Staff are to be made fully aware of the potential for authenticity issues during the various types of assessment, and must be able to verify that all student work used for assessment purposes is authentic.
5. Direct assessment evidence collection methods are to be used wherever possible, to ensure authenticity. Teacher assessors are to avoid making assessment judgements based solely on indirect evidence.
6. The correct procedures are to be followed by teacher assessors when collecting assessment evidence from group work, including close monitoring and breaking tasks into group and individual components.
7. A bank of authentic Assessment Material is to be developed, available to assessors, and used alternatively from year to year. 
8. All Assessment Material from public sources e.g. TKI and Subject Association websites without password protection, must be substantially modified before use     

9. Teacher assessors are to monitor and closely supervise the development of student work during on-going assessments, by using checkpoints / milestones and regular discussion with students, which are noted / dated on the student work.

10. All on-going student assessment work should include some supervised class time and, where possible and practical, the student work should be retained on site. Naturally occurring evidence used to make assessment decisions is to be closely examined by teacher assessors and verified as authentic. Conferencing, student verbal explanations and student presentations to the class should be used, where practical, to confirm authenticity of student work.

11. Teacher assessors must ensure that the use of benchmark samples or annotated exemplars or any type of previous student work, to exemplify the Standard and guide students, does not compromise the authenticity of the assessment.

12. Teacher assessors must ensure that guidance, assistance and discussions with students during the assessment process, including during Resubmission does not compromise the validity or authenticity of the student work or integrity of the assessment.

13. Students are to include either an Assessment Cover Sheet (Template 6) or a separate Student Authenticity Declaration (Template 24) with all on-going assessment work submitted for marking. The Cover Sheet and the Authenticity Statement include a student declaration where the student declares that:

· the work is their own and that they have not received undue assistance or unauthorised help from any other person in the preparation of the work
· they have read and understand the School’s assessment requirements and the consequences of submitting material that is not their own work and

· they have met the School’s assessment requirements including the acknowledgement of sources of information and assistance

15.
Students are to be made aware of the correct method and agreed conventions for acknowledging resources and sources of information used and quoted, including internal referencing, quotations and the presentation of bibliographies / references. Common agreed conventions are to be used consistently across the School. The importance of academic honesty is to be regularly emphasised and explained to students.  Havardgenerator.com will be used as a schoolwide standard for referencing/bibliographies.
16.
The authenticity of samples of student work submitted for verification is to be checked and verified by the Check marker, as part of the internal moderation process.

17.   The procedures for handling any authenticity issues are to be as per Section III (F) Breach of the Rules (below).
18.
Departments are to be encouraged to use external resources such as Turnitin.com to establish authenticity of student work.  Strategies could range from checking of individual submissions where there are suspicions, to checking a random selection, to requiring all work to be submitted electronically via Turnitin.com.  There should be a clear movement toward the latter methods over time.
(F)
 Breach of the Rules

Requirement for Good Practice:
Student breach of the Assessment Rules including misconduct, are handled fairly, appropriately and according to the documented procedures.
Procedures:
1.
Breach of Rules during internal assessment could include:
· failure to follow instructions

· influencing, assisting or hindering other candidates

· dishonest practice by a candidate

· false student declaration of authenticity

· impersonation

· plagiarism

· altering work when seeking an Appeal

· copying another student’s work

 2
(a)
Suspected Breach of the Rules in an internal assessment such as authenticity issues or misconduct are to be first discussed by the teacher assessor with the HOD/TIC. Then, if necessary, it should be brought to the attention and discussed with the student concerned and investigated by the teacher assessor as soon as possible after the infringement has occurred.

(b)
If the ‘Breach of Rules’ issue is not resolved, then the teacher assessor is to formally advise the student of the alleged breach and the process that will be followed. All evidence of the Breach of Rules is to be retained by the teacher assessor.
(c) The ‘Breach of Rules’ must then be reported in writing by the teacher concerned to the HOD/TIC and Principal’s Nominee within 3 working days of the teacher assessor becoming aware of the infringement. A detailed description of the incident must be provided by the teacher, including evidence such as copies of student’s work, and copies of the information given to both the HOD/TIC and the Principal’s Nominee.

(d)  The HOD/TIC is to then carry out a full investigation of the incident, including interviewing the student(s) and if necessary also interviewing other students and the teacher assessor. The HOD/TIC is to keep a written record of the investigation. The student must be given the opportunity to explain the situation and put their side of the story. The HOD/TIC is then to complete and sign a Breach of the Rules Report (Template 12) and pass the Report on to the Principal’s Nominee. The Principal’s Nominee will investigate further if required, make a decision, decide on appropriate action including any disciplinary action to be taken and complete and sign the Breach of Rules Report Form.
(e) If a Breach of the Rules has occurred and/or the student has been unfairly advantaged by their action / misconduct, then the assessment result is to be declared invalid, a Not Achieved Grade given and disciplinary action taken. No Further Assessment Opportunity is to be offered to the student.
(f) The student must be notified of the Principal’s Nominee’s decision within 3 working days of the Principal’s Nominee receiving the HOD’s Breach of Rules Report. If a Breach of the Rules has occurred the Principal is to advise the student’s parent / caregiver of the decision/ outcome in writing and provide details of the appeal process.
(g) The student has the right to appeal any Breach of the Rules decision. The procedure to be followed for an Appeal of a Breach of the Rules decision is to be the same as that for a student Appeal against an assessment related decision. See Section (G) Student Appeals (below) for details of the Appeals process.

(h) The Principles of ‘Natural Justice’, ‘Good Faith’ and ‘Fair Process’ must apply to all Breach of the Rules investigations and decisions.
(G)
Student Assessment Appeals
Requirement for Good Practice: 

Students are given the right and opportunity to appeal any assessment related decision and all Appeals are handled fairly, appropriately and according to the documented procedures.
Procedures:
Appeals of Internal Assessment Decisions

1.
Students are to be given the right and opportunity to appeal any aspect or decision associated with the internal assessment process, including assessment grades, non-acceptance of late work, the declining of an Assessment Extension Application or a Breach of the Rules decision. The Appeal must be lodged within five (5) days of the date that the assessed work was returned to the student and/or the student was made aware of the situation/ decision.

2.
If the teacher concerned and the student are unable to resolve the situation then the student is to complete Part I of a Student Assessment Appeal Form  (Template 11) which is then given to the HOD/TIC or the PN if the HOD/TIC is also the teacher assessor.
3.
The HOD/TIC or PN is to investigate the Appeal, discuss the matter with the student and the teacher assessor, make a decision, and complete Part II of the Student Assessment Appeal Form. The student may appeal the HOD/TIC’s decision to the Principal’s Nominee by completing Part III of the Student Assessment Appeal Form. After consulting an independent third party the Principal’s Nominee will then make a final decision on the Appeal, complete Part IV of the form and advise the student and caregiver of the decision. The HOD/TIC is to securely store all Student Appeal records and documentation.

(H)
Verifying and Reporting of Assessment Data
Requirement for Good Practice: 

Accurate records are kept of student entries, withdrawals and results. There is accurate and secure storage and timely checking, transfer and reporting of assessment information / data.
Procedures:
1. When marked assessment work is returned to students for checking the student is to complete and sign Section II Student Verification of the Assessment Cover Sheet, verifying and accepting the grade that has been awarded for the assessment work. The teacher assessor is to retain the Assessment Cover Sheet and marked student work for future reference for two years. In situations where no Cover Sheet is used for the assessment work, the student is to verify the grade by writing on the script “the above grade is verified as fair and correct”, then signing and dating the statement.

2. The School’s full internal moderation process is to be completed before marked student work is returned to students and before any results are confirmed. 
3. The teacher assessor and the HOD/TIC must ensure that all results from internal and practice external standards are entered into the corresponding column in the relevent electronic Classroom Manager mark book. Data is to be entered no later than 5 days after results have been returned to students. Checking for transposition errors must take place at all points in the data transfer process.

4. All student entries and withdrawals from internal and external Standards will be accurate and managed according to NZQA requirements and by key dates. The School will only report internal assessment results which have been subject to the full internal moderation process, are complete, up to date and verified for accuracy.  
5. The School’s Assessment database system is to be regularly backed up and data files checked before and after submissions to NZQA. Teacher assessors are to use their individual ESAA usernames and passwords to access the NZQA website to regularly check the accuracy and completeness of assessment data which has been submitted to NZQA. The Principal’s Nominee is to be advised of any errors or omissions.

6. Students are to be encouraged to use their NZQA Learner Login to check their entries, results and qualifications online and inform their teacher assessor of any errors or omissions. See Appendix 5 which includes an explanation sheet for students on ‘How to access Student NCEA Data on the NZQA Website’.
7. The School is to give students the opportunity to check and confirm that their final recorded NZQA internal assessment results are correct before the school year ends. All students are to be issued with a copy of the NZQA recorded internal assessment results for the year, the form is to be signed and verified by the student as sighted and correct and returned to the PN for filing and safe storage.

8. .
Reporting of Not Achieved Results to NZQA.
(a)
Teachers are to only enter individual students for those Standards that they intend and expect to assess them against. Students should not be entered for Standards for which they will / did not have an adequate opportunity to achieve.

            (b)  Teacher assessors are to have ready access to the low security area of the School’s NZQA web site in order to check that student entry data is correct. 
 (c)
Where a student has presented work or evidence for assessment or has been given ‘an adequate Assessment opportunity to achieve a Standard’, consistent with the School’s internal assessment procedures, then the outcome of that assessment must be reported to NZQA as either N, A, M or E.


Teacher assessors must report (N) Not Achieved whenever an Assessment is not submitted by a student, but it is deemed that the student has had ‘an adequate assessment opportunity to achieve the Standard’.

(d)    ‘An adequate assessment opportunity to achieve a Standard’ is defined as:  a fair, reasonable and sufficient opportunity provided to a student to complete both the necessary learning and the assessment requirements of a particular Standard. 
 (e)  Students entered for a Standard who for unexpected but acceptable valid reasons do not receive ‘an adequate assessment opportunity to achieve the Standard’ and do not complete the Assessment, are to be withdrawn from the Standard and no grade reported by the teacher assessor.  

             (f) The following factors (where applicable) are to be considered by teacher assessors when determining if a student has had ‘an adequate assessment opportunity to achieve a Standard’, the: 
-
nature of the learning programme                         

-
learning opportunities provided / utilised by the student 

-
reasons  for non-utilisation of relevant learning opportunities  
-
type and nature of the assessment

-
assessment opportunities provided to the student

-
specific reasons for non-completion or non-utilisation of relevant assessment  opportunities  
-
use of Student Assessment Extension opportunities by the student

-
individual circumstances of the case, including the number,    legitimacy and reasons for any relevant absences from School and /or class  

(I)
Information Security and Privacy
Requirement for Good Practice:
The collection, input, storage and use of Assessment information is private and secure and all information is managed in accordance with the Privacy Act (1993) and the School’s Privacy Policy.
Procedures:
1.
Staff are to be made fully aware of their legal obligations and ethical responsibilities with regard to the collection, storage and use of private information.

2.
The Privacy Act imposes legal obligations on Schools with regard to the collection, storage and use of personal information. Under Principle 5 Information Privacy of the Privacy Act 1993, Schools are required to take all reasonable steps to prevent the unauthorised use, disclosure, modification or misuse of personal information. This includes student Assessment data and information.


The requirements of the Privacy Act must be observed when dealing with the storage and release of student results, student personal details and student assessment work. Student assessment results must only be shown to the individual student concerned, their recorded caregiver / guardian, staff of the School and NZQA. Student assessment results must not be published or inappropriately disclosed to any other students.

3.
Teacher assessors and HOD/TICs must ensure that all assessment data is stored safely and securely and no unauthorised person has access to it.
4.
Teacher assessor must be careful when handing back marked student work and when advising students of their results, not to breach privacy.
5.
When using student work as exemplars or benchmarks samples, permission must be obtained in writing from the student concerned. A simple statement “I give approval for the School to use this material” signed and dated by the student, written on the front of the material, will suffice. Student permission can also be provided using the Assessment Cover Sheet (Template 6). The student’s name and any other possible identification must be removed from the material.

6.
Hardcopy student records and documentation, including assessment grades and assessment material, are to be stored safely and securely and disposed of appropriately when no longer required.

7.
The input and storage of NZQA student assessment data on the School computer student management system is to be closely controlled and secure, with appropriate security safeguards in place. Only the Principal’s Nominee is to have access to the NZQA secure site and be able to submit assessment data to NZQA.

8.
Students have the right and are to be given the opportunity to access, check and correct any personal information about them held by the School, including assessment information held by teacher assessors.
(J)
Special Assessment Conditions

Requirement for Good Practice: 

Students identified as qualifying for Special Assessment Conditions are to be provided with appropriate assessment conditions and support, in both external and internal assessment.

Procedures:
1.
The School has a responsibility to ensure that all students with valid disabilities are identified and supported, and provided with appropriate assistance and the special Assessment Conditions entitlement for which they are eligible.

2.
Candidates with a permanent or long-term medical or physical condition or disability, or specific learning disability, which directly impacts on their ability to be fairly assessed against Standards, may apply for Special Assessment Conditions (SAC). 

         These conditions allow eligible candidates to demonstrate their knowledge, skills and understanding in assessment, without providing unfair advantage over other candidates. SAC could include reader assistance, writer assistance, computer use, extra time or enlarged papers.

3.
Potential student candidates for Special Assessment Conditions are to be identified (and screened) as early as possible in their schooling, at junior level and/or as soon as possible after enrolment, along with the processes and documentation required to support a successful SAC application. 

4.
All applications for SAC for Standards are to be processed in accordance with NZQA policies and procedures and the NZQA Special Assessment Conditions  best practice summary timeline. The School will make timely application to NZQA for SAC. Applications for Special Assessment Conditions should also include:

(a) Evidence that the candidate is receiving on-going support for their learning problems including internal assessment.
(b) Evidence of a review or analysis of the previous years’ results that would indicate that SAC have been effective and beneficial for the candidate.

5.
Students who have already been diagnosed as requiring SAC assistance and are receiving on-going support from the School would normally be eligible. Each case is to be considered on its own merits. A new application for SAC is to be made for every candidate each year. Student SAC are to reflect the learning support a student candidate has received as part of their normal learning programme.

6.
All students who apply for SAC on the basis of a significant medical or physical condition or disability or learning disability must have a current Assessment Report not more than 4 years old from an appropriate, suitably qualified independent registered professional, recommending Special Assessment Conditions to address the candidate’s specific needs.

7.
Teachers who identify students needing Special Assessment assistance should discuss this with the teacher in charge of Learning Support at the start of the year and appropriate testing arranged.  Referrals of students to the teacher in charge of Learning Support may come from teachers, caregivers and outside agencies. Students for whom English is a second language are not eligible for a reader/writer. Special Assessment Conditions will not be granted for candidates identified only with “low intellectual ability” and no specific learning disability.

8. 
Special Assessment Conditions must not reduce the validity or reliability of an assessment, compromise the integrity of an assessment or compromise the assessment objectives of the Assessment Standard.

9.
The School can anticipate NZQA applications to provide appropriate SAC for internally assessed Standards that might be assessed, before applications to NZQA are processed.

10.
The School or candidate may appeal the decision made about Special Assessment by NZQA within 15 days of the date of the notification of the decision.

11.
The Learning Support Unit will be responsible for the administration and monitoring of Special Assessment Conditions within the School. The Learning Support Unit and the Principal’s Nominee will liaise with parents and keep them informed of SAC requirements and any developments. The Learning Support Unit will also be responsible for ensuring that students with special needs select appropriate learning programmes.

12.
The School is to keep accurate, detailed records of Special Assessment Conditions. The Learning Support Unit will maintain a Special Assessment Conditions Folder. The Folder is to include:

· School-wide Register of actual and potential students qualifying for SAC

· Student Special Assessment Records of individual students

· SAC NZQA Reference Information

13.
The school-wide SAC Register is to be an accurate and current record of all actual and potential SAC students within the School. The SAC entitlement of students on the Register will be monitored and reviewed on an on-going basis by the Learning Support Unit. At the start of each year a needs analysis of candidate behaviour and achievement in both internal and external assessment will be completed by the Learning Support Unit for all special assessment conditions provided in the previous year.  
14.   The School will ensure that examination or assessment assistants or supervisors, including those providing reader, writer or signing assistance, are well trained and provide an appropriate level of assistance to candidates.  

15.   The student Special Assessment Conditions Record Sheet (Template 23) i.e. Log of Information and Documentation will include the following information on SAC students:

· History of Intervention

· Screening for Entitlement Form

· Professional Assessment Reports

· Teacher Comment

· Alternative Comments

· Annual Review

· Annual Student Needs Analysis

· Candidate / Caregiver Feedback

· SAC Application

16.
The SAC eligibility guidelines, the entitlement and the degree of assistance for which individual SAC students qualify, will be clearly communicated and explained to teachers. The specific requirement for the different types and level of support such as Reader, Writer, Reader/Writer and extra time will be clearly explained to staff. Staff will be kept current and well informed of student entitlements for internal assessments and will provide appropriate SAC support to eligible students.

Note: 
Parts of the above information have been adapted from NZQA’s Assessment and Examination Rules for Schools with Consent to Assess – 2013.

(K)
Communication with Caregivers
Requirement for Good Practice: 

Caregivers and the School community are well informed on assessment matters, assessment policy and procedures and individual student progress.
Procedures:
1.
Teacher assessors must indicate on student reports which assessments have been completed, still in progress and missed.

3.
Assessment Information including dates of Further Assessment Opportunities is to be to be published in the Course Booklets and on the School Website.

4.
Students who wish to withdraw from more than one Standard or a subject must first gain the permission from their caregivers by completing the appropriate form which is to be signed by the teacher, caregiver and student.


FORM Req. (to also include permission for dropping/changing a subject)
5.
Assessment policies and procedures are to be well explained to parents and caregivers including at Parent Information Evenings, Parent Report Evenings and during appointments with teachers / Principal’s Nominee.
(L)
Retention and Storage of Assessment Information and Internal Moderation Documentation
Requirement for Good Practice: 

Assessment information and moderation documentation is securely stored in a central location and readily available and accessible to staff.
Procedures: 

1.
Assessment Information and Assessment Material, including evidence of the internal moderation process and randomly selected samples of student work required for external moderation, are to be securely stored in a central location within the Department. The material / information is to be clearly labelled and readily available to Department staff and the Principal’s Nominee if requested.
2.
The following information and moderation documentation storage methods are to be used by all Departments:


(a)
Assessment Information File 


Departments are to maintain a Department Assessment Information File with the following information stored and readily available to staff:

· Sample Assessment Material including Assessment Activity / Assessment Schedule / Assessment Material Critique with any annotated changes 

· Assessment information such as relevant NZQA publications and National Moderator reports

· Nationally Moderated Assessment Material, annotated as required
· Benchmark samples of student work (annotated)
· External Moderation Reports annotated / highlighted as required plus External Moderation response sheet (if applicable)
· Records of any relevant assessment decisions, records of relevant interactions such as with colleagues from other Schools and teacher associations, subject advisors regarding assessment decisions
· Moderation Meeting minutes with details of assessment judgements
The Assessment Information File is to be updated as new or more relevant material becomes available and is to be readily available to teacher assessors including the following year.
(b)
Department Moderation File


The Department Moderation File is to be used to store evidence of the Internal Moderation process.  The following historical moderation documentation is to be stored in the file, for each internally assessed Standard offered by the Department.

· Quality Assurance Checklist glued on the front of the box file

· Copy of the Standard

· Assessment Activity / Assessment Schedule

· Assessment Material Critique

· Check marked samples of student work 

· Cover Sheet and Check Marker Summary Sheet

· Randomly selected samples of student work for External Moderation

Samples of randomly selected evidence for each Standard assessed are to be retained until fresh evidence becomes available or until two years have elapsed.
A key aim of the Department Moderation File is to provide a clear and transparent assessment and moderation audit trail. 

(c)
Marked Student Work

Marked student work not used as part of the internal moderation process or required for benchmark samples and not randomly selected for external moderation is to be securely stored and available to respond to student appeals.  
3.
HOD/TICs have the responsibility of supervising the filing and secure storage of assessment information and moderation documentation. This information is to be readily accessible to staff in the event of a teacher leaving the School or a sudden or prolonged absence. Staff are to be made aware of the importance of maintaining a strong subject professional memory.
(M)
Monitoring of Student Achievement 


Requirement for Good Practice: 

Staff monitor the overall academic achievement of the students and keep them well informed about their progress.
Procedures:

1.   Student academic achievement is to be monitored by the Senior Dean/s and  individual feedback provided to students at regular intervals.
2.
The following academic achievement is to be tracked and reported to individual students; achievement of:

-
Total credits to date achieved towards relevant level of NCEA

-
Literacy and numeracy requirements for Level 1 NCEA and UE
-
Certificate Endorsements and Other National Certificates

(N)
NZQA Administration Requirements 


Requirement for Good Practice: 

All NZQA and Standard Setting Body (SSB) compliance, consent to assess and administration requirements are met on time.

Procedures:
1.
Principal’s Nominee


The School Principal will nominate a Principal’s Nominee(s) who will have the following duties:
· process student financial assistance applications

· administer and make recommendations on derived grade and Special Assessment Conditions for students
· ensure that facilities and equipment are available for external assessment and liaise and support staff and the Examination Centre Manager
· maintain and monitor quality assurance practice and internal assessment within the School
· verify internal assessment results, report results and forward candidate information to NZQA
· ensure that the School and staff engage fully in the internal and external moderation processes

· facilitate NZQA visits and Reviews and follow-up on MNA Reports 

· administer student NZQA entries and candidate fees
· ensure the School meets all NZQA Consent to Assess requirements including for outside providers

· respond to NZQA communication and requests for information

· develop and manage the School’s Breach of the Rules and Appeal process

· maintain the currency of the School’s assessment Policy and procedures to reflect NZQA requirements and communicate them to staff, students and caregivers 

Note: 
Parts of the above information have been adapted from NZQA’s Assessment and Examination Rules for Schools with Consent to Assess - 2013.

2.
School-wide Assessment Policy and Procedures
(a)
The NCEA Assessment Management Manual is to form part of the Curriculum Management documentation within the School.
(b)
A School NZQF / NCEA Assessment Management Policy is to be in place and all staff and students are to have access to it.

(c)
The NZQF / NCEA Assessment Management Policy is to be supported by the Assessment Management Procedures, and a Good Practice Guide which sets out requirements for good practice, the strategies to achieve good practice and the evidence of good practice.

(d)
The Assessment Management Policy and Procedures are to be updated as required to meet NZQA directives, changes in accepted good practice and reflect any changes in the School Assessment Policy.

(e)
A copy of the NCEA Assessment Management Manual is to be provided to all Departments and available to staff. A ‘NCEA Assessment Management Good Practice Guide for Teachers’ is to be supplied to all teachers that assess against Standards on the NZQF.

(f)
Continuity and professional memory, as applied to assessment and moderation management, are to be maintained at both Department and school-wide level. Exit interviews for leaving staff and the induction of new staff are to be implemented as required to maintain continuity and professional memory.
3.
Consent to Assess / Memorandum of Understanding
(a)
At the start of each year, the HOD/TIC is required to check the Consent to Assess status of every Standard offered within their Department. It is the overall responsibility of the Principal’s Nominee to check and ensure that the School has the necessary consent for all Standards assessed, this includes any new Assessments Standards. Standards are not to be taught or assessed until full Consent to Assess is in place. 
(b)
The HOD/TIC is responsible for checking that all external providers are accredited to offer the Standards being assessed and is also responsible for monitoring the quality and effectiveness of all externally provided courses.

(c)
The HOD/TIC is responsible for ensuring that current formal Memorandum of Understanding (MOUs) agreements are in place and updated annually with all outside providers used by their Department. A copy of all MOUs is to be given to the Principal’s Nominee.

(d)
The Principal’s Nominee is responsible for overseeing, checking and annually reviewing all MOUs with external providers. The Principal’s Nominee will hold copies of all current MOUs on file and will ensure that results are reported to NZQA using the correct provider code.

(e)
MOUs must be signed by the legally recognised signatories who represent the School (the School Principal) and the accredited external provider, before the delivery of any Standard.

(O)
Introduction of New Courses 


Requirement for Good Practice: 

The introduction and implementation of new courses is well planned and all documentation and consent to assess requirements are met.

Procedures:
1.
The HOD/TIC and, if necessary, a designated teacher are to be responsible for introduction and implementation of any new courses.

2.
An application for the new course including all the necessary documentation as explained in the Curriculum Handbook is to be lodged with Curriculum               Co-ordinator and the Curriculum Review Committee for consideration.

3.
The new course application documentation is to include details of the Assessment Standards to be offered, the assessment requirements, consent to assess information and any external providers that may be required.
4.
The Curriculum Review Committee will make a recommendation on the introduction of any new course to the Principal who will make a decision.
SECTION IV   POST ASSESSMENT MODERATION 
Requirement for Good Practice: 

Moderation procedures are in place to manage the internal quality assurance of assessment practice within the School. The procedures are implemented fairly and effectively to ensure that all quality assurance requirements are met and that all assessor judgements are valid, fair, verifiable, transparent and consistently applied at the National Standard.
Procedures:
Moderation of Assessment will comprise:
A. External Moderation

B. Internal Moderation

C. Maintaining Understanding of the National Standard
(A)
External Moderation 
1.
All NZQA and National Standard Body external moderation requirements and submission deadlines are to be met on time. 

2.    The HOD/TIC is required to submit all moderation information and moderation material for External Moderation as requested by the Principal’s Nominee.

3.
Random Selection of Student Work for External Moderation & National Systems Check

An unpredictable ‘alphabetical list’ method of randomly selecting student work for external moderation is to be used for all internally assessed Standards. Eight samples are required for achievement Standards and four samples for Unit Standards from every internal assessment so that samples are available for either external moderation or the National Systems Check (NSC). Selection is to be undertaken by the PN and include all students who submitted evidence for the Assessment activity for the Standard. A record of the selection process used is to be documented and kept on School files for audit purposes. See Appendix 2 for details of the process and Guidelines for the Selection of Student work for External Moderation. The PN will notify HOD/TIC’s of the samples that are to be stored in their Department Moderation File.
         Depending on the moderation submission date, the work submitted for external moderation could be current or the previous year’s work.  Samples submitted for the NSC must be from the current year.
4.
The samples of student work randomly selected for external moderation and the External Moderation Confirmation of Random Selection Form (Template 16) are to be stored in the Department Moderation File along with the internal moderation information for the Standard until required for submission for External Moderation.

5.
Teacher assessors / Departments are encouraged to make use of NZQA’s ‘Request for Clarification’ opportunities. 
These requests give teachers the opportunity to ask specific questions of Moderators about how to interpret the Standard. It provides a valuable opportunity for teacher assessors to get professional guidance and feedback on key issues surrounding the interpretation of the Standard. 
6.
The Principal’s Nominee is to review all subject External Moderation Reports. The Reports and moderation results, including the subject moderation-to-teacher agreement rates, are to be monitored by both the Principal’s Nominee and the HOD/TIC. Low subject agreement rates between assessor and moderator are to be examined closely and may indicate a need for more rigorous check marking of student work and/or professional development to assist teachers with their understanding of the National Standard.
7.
Teacher assessors and Departments are encouraged to make use of NZQA’s External Moderation Appeal’ procedures and opportunities, as part of developing their professional understanding of the National Standard and improving their assessment practice.

8.
The HOD/TIC and teacher assessor are to act on and implement any feedback/comments or instructions contained in the NZQA External Moderation Report, including modifications to the Assessment Material. Where the External Moderation Report identifies authenticity issues with the student work, the School will conduct a full Breach of the Rules investigation. 
9.
The HOD/TIC is to follow up and discuss the NZQA External Moderation Report with the staff involved and/or at a Department meeting. External Moderation issues are to be managed in ‘good faith’ using ‘fair process’ and with due respect to professional of judgement  the staff involved. The HOD/TIC must also provide the help, advice and follow up support to staff needed to implement the recommendations contained in the Moderator’s Report. This may also include the provision of professional development and/or external professional engagement, such as contact with other subject specialists or subject advisors. 

10.
All Departments are to complete a Subject Response to External Moderation Form (Template 17) including Follow up Action by Department staff. The HOD/TIC is responsible for ensuring that a Subject Response to External Moderation Form is completed and given to the Principal’s Nominee and that the necessary Follow up Action is implemented.

11.
Where serious issues / problems are identified in the Assessment Material or assessor judgements in the NZQA External Moderation Report and/or if the External Moderation Moderator-to-teacher Agreement Rate is less than 50%; then the Principal’s Nominee is to use an External Moderation Memo  (Template 18) to formally request that the HOD/TIC and the teacher assessor(s) involved complete a Teacher Self Review of External Moderation (Template 19) and a Professional Action Plan / Log (Template 20). 

As part of the Teacher Self Review, the teacher assessor(s) is required to examine and evaluate their External Moderation results and, with the assistance of the HOD/TIC, identify strategies to address the concerns raised in the External Moderation Report. The teacher assessor is to be provided with a copy of the relevant subject External Moderation Report.


Part II of the teacher assessor Self Review of External Moderation form involves the teacher assessor, in consultation with the PN/HOD, identifying possible strategies for improvement.

The relevant Check marker / Critiquer are also to be given the opportunity to comment on the Moderation Report and the teacher assessor’s response.

After completing the Teacher Self Review Form, the teacher assessor is to then complete a confidential Professional Action Plan / Log. The purpose of this Plan is to assist the teacher assessor(s) to implement the improvement initiatives / strategies that have been identified by targeting specific knowledge, techniques or skills.


The implementation of the Professional Action Plan is to be recorded / logged by the teacher assessor in the Log of Events/Action part of the form. The PN/HOD is responsible for the follow up and Review of the Action Plan / Log.


The following professional support and professional learning for the teacher assessor are some possible improvement initiatives and strategies that could be used to target the specific knowledge and skills needed to address any serious concerns raised during External Moderation.
· More informal assistance / support from HOD / colleagues
· Formal monitoring by HOD/ School colleagues
· External assistance / guidance, e.g. from subject advisor, external colleagues, subject experts
· More external professional engagement with colleagues outside the School e.g. subject association / cluster groups

· More subject professional development
· Assessment professional development, e.g. Best Practice Workshops.

· Greater use of benchmark samples and moderator reports

· Use of External Moderation ‘Request for Clarification’ for professional feedback
12.
The School will comply with the requirements of other relevant National external moderation systems, such as those managed by Industry Training Organisations (ITOs) and other Standard Setting Bodies (SSBs). The Principal’s Nominee will be the point of contact for all SSB /ITOs with regard to Assessment and Moderation. Issues raised in SSB /ITO Moderation Reports are to be handled in the same way as those from NZQA managed moderation systems.
13.
All nationally moderated material, External Moderation Reports, Subject Response to External Moderation Response Sheets and records of other assessment decisions are to be stored in the Assessment Information File and retained by the Department for future reference and be accessible by teachers.

14.
Any students who have grade improvements assessed in the External Moderation Report are to be advised and Department / School NZQA records are to be amended accordingly.  
(B)
Internal Moderation 

Only internal assessment results that have been subject to the School’s full internal moderation process are to be reported to NZQA. Internal moderation is the process of monitoring, checking and ensuring that all assessment is valid, consistent, fair, sufficient, authentic and at the National Standard, and compliant with all NZQA and SSB  requirements.

The following internal moderation strategies are to be implemented by all Departments, as a minimum requirement.  

1.
Critique of Assessment Material

2.
Verification of Assessor Decisions (Check marking) 

3.
Assessment Inter-class Consistency

4.
Assessment Benchmarking

1.
Critique of Assessment Material – see Section I Pre-Assessment Quality Assurance for details.
2.
Verification of Assessor Decisions (Check marking)
(a)
This internal moderation centres on Sample Check marking. The purpose of check marking is to verify the assessment evidence and to check that the assessor judgements are consistent within the Department including across different classes; also to verify that the assessor judgements are fair, accurate, valid, reliable and consistent with the registered Standard and the Assessment Schedule, and at the National Standard. The verifier must also check that the student work is authentic. Another key purpose of check marking is to provide constructive professional feedback to staff and enhance teacher understanding of the National Standard and the assessment process - with the aim of improving the quality and consistency of assessment practice within the School.
(b)
A sample of all internal Assessment Standards assessed in any particular year is to be internally verified by being sample check marked.  The check marking could involve:

· The HOD/TIC or another suitably experienced teacher from within the School, who is familiar with the Standard, check marking a sample of student work

· A suitably experienced subject specialist / colleague from another School check marking a sample of student work
· A Peer Panel of teachers check marking a sample of student work
· Inter-class consistency methods doubling as verification
Sole teacher subjects must use another subject specialist to verify samples of student work. 

Verification/check marking of assessor judgements/ decisions involves the remarking of a sample of student work to check for accuracy, authenticity and consistency, and then reviewing the overall grade judgement against the assessment criteria and the required learning outcomes of the Standard.

(c)
The following is to be used as a minimum requirement for the check marking sample size:

-
for single classes sample size is to be 8 or 15% whichever is the larger

-
for multiple classes the sample must include a minimum of three samples of student work from each class

The size of the sample check marked may be increased at the discretion of the Principal’s Nominee in high risk or high use areas, and in the case of poor previous moderation results or for new Standards.

(d)
For Unit Standards, the sample of student work selected for check marking should illustrate the range of assessor judgements at or near the grade boundaries.  For Achievement Standards, the sample of student work selected for check marking should illustrate a range of assessor judgements i.e. Not Achieved, Achieved, Merit and Excellence. The selection process should be as random as possible.
(e)
When completing the check mark the Check marker should remark in green pen and should not know the original grade awarded by the teacher assessor.
(f)
The Check marker is to complete a Check Marker Cover Sheet for Student Work (Template 7) for each student plus a Check Marker Summary Sheet (Template 8) for the whole sample.

(g)
As part of the process of verifying assessor judgement Check markers should consider and evaluate the whole ‘body of work’ or evidence presented by the student. Verifiers must consider the student’s overall understanding / competency against the Standard as a whole, i.e. against a collection of learning outcomes, not just against individual elements / tasks or aspects of the Assessment Standard.

         The Check marker is to also determine if the sample evidence of  student performance/ student work is considered to be authentic, sufficient and verifiable; also confirm that the assessor judgements are: fair, accurate and valid, consistent with the Assessment Standard and the Assessment Material, at the National Standard and consistent across classes (if applicable).

(h)
Feedback to teacher assessors following internal moderation must be timely, inform and support quality assessment, be confined to assessment practice and enable modifications to occur before the next assessment cycle.

(i)
Feedback of moderation outcomes to teacher assessors must be handled fairly, transparently and constructively. The teacher assessor is to be given the opportunity to respond to the Check marker’s judgements.

The HOD/TIC is responsible for any follow up action that may be required and this is also to be noted on the Check Marker Summary Sheet.  This follow up could include assistance, support and professional development for the assessor teacher to enable improvement in the quality of their assessment practice.

(j)
Correct procedures and fair process must be followed when dealing with any serious assessor’s judgement errors and the process well documented. Respectful consideration is to be given to the professional judgement and professional interpretation of teacher assessors. All parties are expected to act in ‘good faith'.
(k)
If any serious assessor judgement errors are discovered during the internal moderation process, the HOD/TIC must inform the Principal’s Nominee.  The HOD/TIC is also to record details of the error in the Department Log book and complete a Verification Follow Up Report (Template 13) which is also to be signed by the teacher assessor and the Principal’s Nominee.  Further learning evidence may then be collected e.g. by verbal conferencing or a specially prepared Assessment Task, in order to clarify the situation and verify the grade. Each case is to be evaluated by the HOD/TIC and Principal’s Nominee according to the particular circumstances.  A second opinion of a colleague from outside the School may need to be obtained.  The Principal’s Nominee is to fully document the details of the process and the final decision in the Principal’s Nominee Logbook. In the case of serious on-going assessment judgement errors by the teacher assessor, then an amended Professional Action Plan / Log form is to be completed.
(l)
The full check marking verification and the internal moderation process must be completed before marked student work is handed back to students and before students are informed of their results.
(m)
The Department Moderation File is to be used to store evidence of the internal moderation process. See Section III (L) 2(b) Department Moderation File for details. Also see Quality Assurance Checklist (Template 14) for a detailed list of the documentation to be stored in the Department Moderation File, for all internally assessed Standards.

3.
Assessment Inter-Class Consistency 

(a)
Departments are required to put in place and implement procedures to ensure that there is consistency in assessment practice and consistency in the assessment of Standards across different classes within the School, within a year and from year to year.

(b)
A record must be kept of all relevant assessment discussions and decisions by staff and a copy stored with the particular Standard’s documentation in the Assessment Information File.

(c)
The methods used to ensure that there is inter-class consistency in both assessor decisions and final grade judgements could include:

· Group discussion of samples of student work which is used to refine the assessment schedule
· Department Meetings – ‘teaching conversations’ and discussion of the Standard, relevant Assessment Material and benchmark samples by teacher assessors at Department meeting, with good records kept and appropriately stored
· Cluster group meetings – a meeting discussion by the teacher assessors involved in assessing the relevant Standards, including teachers from other Schools
· Panel or team assessment of student work and discussion of grade boundary/ borderline examples of student work
· Common assessment tasks used across classes combined with appropriate marking methods such as:

-
Cross Assessment: teacher assessors marking a mix of student work from different classes

-
Strip Assessment: different teacher assessors marking different sections of student work
-
Co-ordinated check marking procedures: co-ordinated and consistent check marking of student work for various classes.

-
Marking rosters

· Discussion, peer tutoring / mentoring and teacher assessor observations of each other
· Reference to guinea pig papers, annotated benchmarks or previous moderated samples
4.
Assessment Benchmarking

(a) Benchmark samples of student work are to be used as a yardstick to grade new work and to establish, measure and confirm levels of student performance and achievement. The samples selected for benchmarking should be those that help establish clear reference points and grade boundaries and can be used to effectively evaluate and measure / grade  new student work.

(b) Annotated benchmark samples of student work, including work from previous years, can also to be used to maintain and refresh the Department professional memory. Benchmarking enhances staff understanding of the National Standard and helps guide teachers new to the Standard. It ensures consistency of marking from year to year and can be used to clearly exemplify the Standard to students. Assessment benchmarking is an important component of the moderation process and is to be used by all teacher assessors.
(c) Teacher assessors are required to retain and store benchmark samples of student work for future use and reference. The work should be annotated in a different coloured pen, e.g. green, with useful comments by teacher assessors or the HOD/TIC about relevant aspects of the assessment and marking process. Key aims of assessment benchmarking are to maintain Department professional memory and enhance staff understanding of the National Standard.
(d) Signed and dated written permission must be obtained from the student concerned to use samples of their work as benchmark samples and the student’s name and any other identification removed from the material.

(e) A bank of annotated benchmark samples of student work is to be stored in the Department Assessment Information File for each internally assessed Standard. The benchmark samples are to be continually updated and replaced with material when new versions of the Assessment Standard are registered and/or when more suitable material becomes available.

(C)
Maintaining Understanding of the National Standard
1.
External Professional Engagement
(a)
Professional engagement involves the maintaining of links, interaction, contact and involvement with other subject specialist teachers, colleagues and subject professionals from outside the School. Professional engagement enhances and maintains teacher assessor current understanding of the National Standard, is an important component of the moderation process and is to be used by all teacher assessors.

(b)
All teacher assessors are to maintain strong links and interaction with external subject professionals and the wider professional community. 
         This could include links with:

· Subject Associations / Conferences

· Teacher colleagues and subject specialists from other Schools.
· Subject advisors

· Other subject professionals 
· Attendance at assessment cluster group meetings

· Industry Training Organisations

(c) The HOD must ensure that teachers within their Department have strong links and engagement with suitably qualified and experienced subject professionals from outside the School and that teachers are not working in professional isolation. It is the responsibility of the HOD/TIC to ensure that worthwhile staff external engagement takes place.
(d) The HOD is to monitor the external engagement of teachers within the Department and record this information on the teacher External Professional Engagement Record Sheet (Template 21). These forms are to be available for inspection by the Principal’s Nominee.

(e) The external professional engagement of teacher assessors is to be discussed and reviewed at the Department Annual Self-Review of Assessment.  
(f) The external professional engagement of staff is to be reported and explained in the Department’s Annual Assessment Report given to the Principal’s Nominee.    
(g) The report will include a summary of the External Professional Engagement record forms. This will be discussed and reviewed at the HOD/TIC’s Annual Assessment Meeting with the Principal’s Nominee.

The Principal’s Nominee is to monitor and ensure that all teacher assessors are maintaining strong links and engagement with suitable, experienced and qualified subject specialists.
2.
Other Methods of Maintaining Understanding of the National Standard
(a) In addition to External Professional Engagement, teacher assessors are also   expected to use a range of other strategies/methods to maintain and develop their understanding of the National Standard and assessment practice, such as:
· Regular informal ‘teaching conversations’, discussion and interaction with colleagues within their own Department
· School-wide Assessment Documentation provided to staff

· Attendance and discussion at Department Meetings

· NZQA subject specific resources and subject specific web pages
· MOE subject resource information 

· Internal Moderation 

-
Feedback from Assessment Material Critiquer

-
Feedback from Check marker
-
Check marker Summary Sheet 

-
Verification Follow Up Report

· External Moderation 
-
External Moderation Feedback

-
External Moderation ‘Request for Clarification’ procedures

-
Subject Response to External Moderation Form

-
Teacher Self Review of External Moderation

-
Teacher Professional Action Plans / Logs

· NZQA Assessment Circulars 

· Monitoring, Evaluation, Review, Reporting and Continuous Improvement Processes (See Section V)

· Use of the Assessment Information File stored documentation / records

(b)
Staff are to be provided with all relevant NZQA Circulars and other NZQA information as it comes available.

(c)
Department meetings are to be used to improve staff understanding of the National Standard, the assessment and moderation procedures and assessment good practice. All new staff are to be provided with a NCEA Assessment  Induction. 
(d)
Staff are to be provided with the professional learning and development opportunities as required to maintain their knowledge of relevant National Standard, particularly teacher assessors in sole-teacher learning areas.
 (e)
Teacher assessors are to make use of the opportunities available during the internal and external moderation process to improve their knowledge and understanding of the National Standard.
SECTION V  INTERNAL MONITORING, EVALUATION, REVIEW, PLANNING AND REPORTING 
Requirement for Good Practice: 

Procedures are in place and implemented to ensure that there is effective internal monitoring, evaluation, review, planning for continuous improvement, and internal reporting of assessment and moderation management, within the School.
Contents: 
(A)
Internal Monitoring (of Assessment and Moderation Management)


1.
Monitoring of Assessment and Internal Moderation


2.
Monitoring of External Moderation


3.
Monitoring of Student Academic Progress


4.
Monitoring of Student Academic Achievement


5.
Monitoring of External Professional Engagement


6.
Monitoring of Consent to Assess Status and NZQA Changes


7.
Monitoring of External Providers


8.
Monitoring of Assessment Administration

(B)
Internal Evaluation

1.
Evaluation of Assessment and the Quality Assurance Process


(a)
Assessment Material

           
(b)    Assessment Process


(c)
Participation and Engagement of staff


(d)
External Moderation results


(e)
External Professional Engagement


(f)
NZQA MNA External Review Reports


2.
Evaluation of Students Assessment Results / Achievement
(C)
Internal Review (of Assessment and Moderation Management)

1.
On-going Review of Assessment 

2.
Department Annual Review of Assessment

3.
Teacher Review of Student Achievement / Learning Programmes

4.
Principal Nominee Assessment Meetings

5.
Independent Assessment Review

6.
Annual Review of NZQA Systems / Procedures
7.
Principal’s Nominee Annual Assessment Review

8.
Cyclic Assessment Reviews
(D)
Planning for Continuous Improvement

(E)
Internal Reporting
1.
Department Annual Assessment Report

2.
Principal’s Nominee Annual Assessment Report

3.
Independent Assessment Review Report (if applicable)

4.  
Department Annual Report to BOT

5.
Principal’s Nominee Annual Report to the BOT
(A)
Internal Monitoring (of Assessment and Moderation Management)
The purpose of Internal Monitoring of Assessment & Moderation Management is:
· to assist in the supervision, checking and tracking of progress and performance, and consistent implementation of assessment and moderation

· to provide valid evidence, information and data for the Evaluation, Review and Continuous Improvement of Assessment and Moderation Management

· to identify staff non-compliance or partial compliance within the School  including compliance with NZQA assessment and moderation requirements 

· early identification of quality assurance issues, including teacher assessor understanding of National Standard requiring additional guidance and/or professional development

· early identification of problems areas/ issues in student assessment, learning and/ or academic progress

Internal Monitoring of Assessment and Moderation Management is to comprise:

(1)
Monitoring of Assessment and Internal Moderation
(2)
Monitoring of External Moderation 

(3)
Monitoring of Student Academic Progress
(4)
Monitoring of Student Academic Achievement

(5)
Monitoring of External Professional Engagement

(6)
Monitoring of Consent to Assess Status and NZQA Changes

(7)
Monitoring of External Providers

(8)    Monitoring of Assessment Administration

1.
Monitoring of Assessment and Internal Moderation
The formal monitoring of internal moderation and the consistency, quality and effectiveness of the assessment process is to take the form of:
· Teacher assessors monitor the details of the specific Standards being assessed, including Standard version expiry and the Standard Exclusion list. The teacher assessor is to also monitor the overall effectiveness of the assessment. 
· Student Information. The HOD/TIC and the Principal’s Nominee are to monitor the Course and Assessment information given to students for all NZQF courses.
· Department Meeting discussion – to be recorded in Department Meeting Minutes.
· Assessment and Moderation Self Review Checklists.  The forms are to be completed (as required) by teacher assessors within Departments monitored and retained by the HOD/TIC and used as part of the Department Evaluation and Review of Assessment and Moderation. 
· Quality Assurance Checklist – these signed checklists, which are completed by teacher assessor (or the teacher responsible for the internal moderation of the Standard), for every internally assessed Standard and stored in the Department Moderation File, are able to be used by the HOD/TIC to monitor staff compliance and engagement in the moderation process.
· The Principal’s Nominee will proactively monitor the implementation of good practice and the compliance of staff and Departments with School’s assessment and moderation procedures, rules and requirements. The key aim of this monitoring is the early identification of any non-compliance (or partial compliance), poor practice and/or lack of understanding of the assessment and moderation process by staff. The PN will monitor and check staff and Department practice, compliance and engagement with the School’s assessment and moderation procedures and requirements by: 
(i)  Carrying-out regular Department informal ‘walk throughs’ and by  requesting and inspecting completed copies of relevant documentation, such as the Quality Assurance Checklists, at appropriate times during the year.
(ii) Carrying-out at least one formal Assessment Management Monitoring Visit to each Department during the year and completing an Assessment Management Audit Checklist/ Report (Template 25). A copy of the Checklist/ Report is to be given to the HOD/TIC and the Principal. The HOD/TIC is responsible for following up on any Action Items and Next Steps contained in the Report.  
· Department Retention and Storage of Assessment Information and Internal Moderation Documentation. The HOD/TIC is to monitor the maintenance and storage and availability to staff of assessment and moderation documentation. See Section III (L) on Assessment Information File and Department Moderation File.

2.
Monitoring of External Moderation

The Principal’s Nominee is responsible for monitoring external moderation, including the external moderation of ITO Standards.  The key components of External Moderation Monitoring are:

· Selection of Moderation Material
PN is to follow the Guidelines for the Random Selection of Student Work for External Moderation. See Appendix 2 and Section IV Post Assessment Moderation - External Moderation. Selection process is to be recorded on the External Moderation Confirmation of Random Selection Form.
· Moderation Reports
External Moderation Reports and External Moderation results, including the quality of Assessment Material and Subject Moderator-to-teacher Agreement Rates for student work, are to be closely monitored by the Principal’s Nominee and HOD/TIC. See Section IV (A) Post Assessment Moderation - External Moderation.
· External Moderation Follow Up

HOD/TIC’s are responsible for implementing and monitoring all the necessary follow up to External Moderation. The Department Meeting Minutes, Subject Response to External Moderation, and if necessary, the Teacher Self Review of External Moderation and Teacher Professional Action Plan / Log are to be used to record and monitor the process.  The Principal’s Nominee is to also use the Subject Response to External Moderation form to monitor each Department’s follow-up to any issues raised in the External Moderation Report.

3.
Monitoring of Student Academic Progress
The HOD/TIC (or a delegated teacher) is to monitor the overall student / class on-going academic achievement and the assessment results being submitted by teacher assessors. This monitoring will take place during Department Meetings, informal discussions with teacher assessors.
The HOD/TIC (or a designated teacher) will also formally monitor, track and record student achievement of Level 1 Literacy and Numeracy and University Entrance Literacy.

4.
Monitoring of Student Achievement

Final student academic achievement results for the year are to be monitored by Departments and evaluated for each subject at the beginning of the following year. The School’s NCEA / NZQF Qualifications Secondary School Statistics Reports obtained from NZQA are to be used for this monitoring process. (See (B) Evaluation (2) Student Assessment Results / Achievement below).

5.
Monitoring of External Professional Engagement

Teacher assessors are required to maintain links, contact and involvement with other subject professionals. HOD/TICs must ensure this takes place and are to monitor the process using the External Professional Engagement Record Form. These forms are also to be available for inspection by the Principal’s Nominee.

6.
Monitoring of Consent to Assess Status and NZQA Changes 

The HOD is to monitor and check the on-going Consent to Assess status of Standards offered within the Department, in particular new courses and Standards being offered for the first time. The Principal’s Nominee is to monitor the on-going additional requirements and changes to NZQF policies and procedures, made by NZQA during the year and planned for the following year. All NZQA Circulars, NZQA Updates, Sec Qual information and the NZQA Website is to be monitored by the Principal’s Nominee and HOD/TICs / staff advised of changes as required.

7.
Monitoring of External Providers

The External Providers being used within the School are to be monitored by the HOD/TIC of the Department concerned and the Principal’s Nominee. This is to include checking that current formal Memorandum of Understanding (MOUs) agreements are in place with all external providers and NZQA provider numbers have been supplied to the School.
8.
Monitoring of Assessment Administration


The HOD/TIC and Principal’s Nominee, are to monitor the accuracy and completion of teacher assessor submission of student entries into Standards and the reporting of results (including the reporting of Not Achieved grades) for recording onto the School’s central system.


The Principal’s Nominee is to monitor the recording of student entries and results on the School system and the reporting of this information to NZQA.

(B)
Internal Evaluation (of Assessment and Moderation Data / Information)
Evaluation involves the collection and analysing and interpretation of data, information and other evidence obtained from the monitoring process, and other sources. Evaluation should focus on outcomes and the key processes that contribute to those outcomes. The evaluation must be based on valid analysis and interpretation of the evidence i.e. qualitative and quantitative data and information. The information must be analysed honestly and transparently. Findings from Evaluation are to be used to carry out an Internal Review of assessment and moderation management. Departments are required to carry out the Evaluation of:
(1)
Assessment and the Assessment Quality Assurance Process

(2) Student Assessment Results / Achievement

1.
Assessment and the Assessment Quality Assurance Process 

This involves analysing the effectiveness of the assessment process and results of assessment and moderation, in particular:

(a)
Assessment Material

The quality of the Assessment Material used in the Department including the recent trends and patterns revealed by the School’s external moderation and the validity of Assessment Material are regarded as key components of quality assessment.
(b)
Assessment Process/Practice

Teacher assessors evaluate the effectiveness of the assessment process including their assessment strategies and assessment practice.
(c)
Compliance and Engagement of staff and Departments with the School’s assessment and moderation procedures and requirements, including the quality assurance process. The evaluation uses information from the Quality Assurance Checklist Forms, the Assessment Management Audit Checklist/ Report, the Assessment and Moderation Self Review Checklists staff feedback and Department Minutes.

(d)
External Moderation Results 


The external moderation results for each subject / teacher assessor are reviewed and analysed and ‘Subject Agreement Rates’ examined and compared with National results and comparative reference points.

(e)
External Professional Engagement


The external professional engagement of staff is to be analysed and compared with target and best practice for the subject. The External Professional Engagement Sheet records are to be used for this evaluation.
(f)
NZQA MNA External Review Reports


The NZQA External Review and Report recommendations and ‘Action items’ are to be analysed.
2.
Student Assessment Results / Achievement
(a) School-wide Analysis

The NZQA NCEA / NZQF Qualifications Secondary School Statistics Report are to be used as the basis for this evaluation. This is to include the analysis of the percentage of students achieving NCEA Levels 1, 2 and 3 (participation and roll based), percentages of students achieving ‘NCEA Endorsements’ and ‘Results by Subject and Standard’. See NZQA ‘Secondary School Statistics’ information for details.

Assessment outcomes information, including National qualification results, are to be analysed. The analysis is to be cross referenced to baseline and National benchmark data.  The achievement results in the individual subjects are to be analysed and compared with National averages. This should include an analysis and comparison of external and internal assessment results.
The following questions should also be asked as part of the evaluation:

· were these results expected for this group

· did the Standards match the ability of the student

· were the appropriate assessment methods used

· are there any obvious trends developing in the results

· do gender and ethnicity comparisons provide useful information

The analysis of student assessment results / achievement information is carried out with due consideration for the contextual circumstances of the School including location, decile and roll size.
(b)
Teacher / Subject Achievement Analysis


A Teacher / Subject Achievement Analysis is to be completed by every teacher assessor and are to focus on the following aspects of student achievement:
· the average number of credits achieved per student in all Standards at the relevant level and the trends over the past 3 years. This is to be based on participating candidates, i.e. student entered in one or more standards
· the number and percentages of students who Achieved / Not Achieved in Unit Standards and the trends over the past 3 years

· the number and percentages of students who achieved N,A,M,E in each Achievement Standard and the trends over the past 3 years
(C)
Internal Review (of Assessment and Moderation)
Internal Review of Assessment and Moderation involves using the information and evidence obtained from Evaluation and other sources to make evidence based judgements, form conclusions and make decisions; then identify opportunities and plan for continuous improvement.


The Internal Review process comprises:

(1)
On-going Review of Assessment and Moderation
(2)
Department Annual Review of Assessment

(3)
Teacher Review of Student Achievement / Learning Programmes

(4)
Principal’s Nominee Assessment Meeting

(5)
Independent Assessment Reviews

(6)
Annual Review of School NZQA Systems / Procedures

(7)
Principal’s Nominee Annual Assessment Review
(8)
Cyclic Assessment Reviews

1.
On-going Review of Assessment and Moderation

This involves the on-going Review of the effectiveness of the assessment process & practice and moderation by teacher assessors and Departments. Feedback from students and other teacher assessors is to be used to review, identify areas for future refinement and improve the assessment process. 

This Review is to be carried out by teacher assessors and at Department Meetings. If required, Departments and teacher assessors are to use the Assessment and Moderation Self Review Checklist (Template 26) to carry-out a self review of their assessment and moderation practice.    Changes and improvement to the assessment and moderation process are to be well recorded and documented.

2.
Department Annual Review of Assessment

Departments are to carry out a full Department Annual Review of Assessment management processes, procedures and implementation, as part of the Department Annual Review. A Department Assessment Report is then to be given to the Principal’s Nominee by each Department. The Department Annual Review of Assessment provides an opportunity for staff to be consulted on matters associated with assessment and moderation within the subject area. A key component of the Department Annual Review of Assessment is the findings from the Internal Evaluation.
The Department Annual Review of Assessment and Department Assessment Report will include consideration of:
· use of student assessment / achievement results (including the Subject Achievement Analysis) to improve student achievement, teaching and learning and programme development
· results achieved and effectiveness of the external providers used by the Department

· review of the Department’s Assessment Management objectives and action plan 
· compliance, engagement and completion of quality assurance process by teachers

· the Department’s most recent Assessment Management Audit Checklist/ Report including any Action Items and follow up 
· any recent Assessment and Moderation Self Review Checklists 

· quality of the assessment material used within the Department

· effectiveness and efficiency of the assessment and moderation policies, procedures and practice

· completion of actions / key tasks by teacher assessors – including administration requirements such as student entries into Assessment Standards and reporting of Not Achieved results

· evaluation of assessment and moderation outcomes and results including comparison between the subject external and internal assessment results data and external moderation subject agreement rates

· effectiveness of the Department’s recording, filing and storage of assessment and moderation information and documentation (including availability to staff)

· any trends, patterns or issues with the quality of internal assessment within the Department, that have become evident as a result of external moderation
· Consent to Assess status of Standards offered by the Department 

· any areas requiring further investigation, issues that need to be addressed and opportunities for improvement

· NZQA MNA Report issues and recommendations (if applicable)

· external professional engagement by teacher assessors with the wider professional community

· changes in NZQA systems / processes and requirements

· identification of staff professional learning requirements / opportunities

· plans for improvement and next steps
See Appendix 4 for a separate Department Annual Review of Assessment Sheet that can be distributed to Departments.

3.
Teacher Review of Student Achievement / Learning Programmes


The data from the Teacher / Subject Achievement Analysis (see Internal Evaluation 2b) is to be used by Teacher assessors to carry out a Review of Student Achievement (NCEA Results) and Learning Programmes.  The following Review structure and Review Questions are to be used:

(i)
Looking at the results data (What is so?)


Examine the student achievement data. Is the data accurate and valid? Are there any specific circumstances that may have impacted on the results for individual students? Are there any gaps in the data? Are any trends or patterns evident over the past 3 years?
(ii)
Making sense of the data (Why is it so?)


Comment on the results. What Standards are working well and why is this? What Standards are not working well and why? What may have hindered or helped these results? What did students have to say about these Standards or the Learning Programme as a whole in their feedback to the teacher assessor? Comment on what has been confirmed or highlighted from the evidence about student’s achievement in the learning programmes.

(iii)
Making Judgements (So what?)


What implications does the data and information have for teaching practice and programme implementation? Consider the success, difficulties, strengths and weaknesses of the existing learning programme. 
         Also consider what improvements are required in future teaching and learning programmes, such as improvement in programme design and delivery. The following factors also need to be taken into account:

-
how to address barriers to learning

-
how to meet the needs of students or groups of students at risk

-
strategies for engaging students in doing their best work
-
any other implications for teaching practice and learning

Given the above evaluation what are some Improvement Opportunities that exist for the specific programme.

(iv) Taking Action (Now what?)

Complete an Educational Improvement Plan by using the key Improvement Opportunities listed in (iii) above.
4.
Principal’s Nominee Assessment Meetings After receiving the Department Assessment Report and reference to the Department Assessment and Moderation Checklist, the Principal’s Nominee will meet with each Department HOD/TIC to discuss assessment and moderation management in the Department during the past year.
5.
An Independent Assessment Review of one or more Departments is to be carried out each year, if required and recommended by the Principal. The Independent Assessment Review Team will comprise a group of HOD/TICs  co-ordinated by the Principal’s Nominee. It will examine a set number of assessment activities, moderation documentation and student work from each Department to check for compliance and consistency. An Independent Assessment Review Report is to be produced. 
        The Principal, Senior Management and Principal’s Nominee will consider the report and, if necessary, recommend changes to assessment policies and procedures for the following year, to the HOD/TIC committee.


The Independent Assessment Review Report is to be future focused and concentrate on the next steps in the development and improvement of the School’s Assessment and Moderation systems, processes and practice.
6.
Annual Review of School NZQA Systems / Procedures

At the end of each year the Principal’s Nominee is to complete a review of all NZQA’s recent changes and proposed changes to NZQF requirements, systems and processes. Relevant Action Items in the most recent NZQA MNA External Review are also to be reviewed. 
         The required changes will be incorporated into the School’s NCEA Assessment Management Manual, Assessment Management Good Practice Guide and Assessment Management Procedures. The update of the NCEA Assessment Manual will be noted in the PN’s Annual Assessment Report. 

7.
Principal’s Nominee Annual Assessment Review After receiving the Department Assessment Reports, completing the Assessment Meetings with each HOD/TIC and analysing the NZQA External Review (if applicable), the Principal’s Nominee will complete a Principal’s Nominee Assessment Review and provide an Annual Assessment Report to the Principal. The effectiveness of the administration of assessment is to be included as part of the Review.
         If necessary the Principal’s Nominee will meet with the Principal and senior management to discuss the Report. The Principal’s Nominee will report back to the HOD/TIC committee on any matters arising for the Annual Review of Assessment and in conjunction with the HOD/TIC committee plan future improvement and development of assessment and moderation management within the School. The Principal’s Nominee Assessment Report will be future focused and concentrate on next steps.
8.
Cyclic Assessment Reviews Once every 3 years an Assessment Review Team is to carry out a Review of School-wide Assessment Policy and Procedures and the conclusions / recommendations included in the PN Assessment Report.

(D)
Planning for Continuous Improvement
1.
The School will strive for effective, sustainable, continuous improvement of its assessment and moderation management systems, assessment practice and the quality of assessment within the School. The outcomes of the assessment and moderation process and student achievement results are to be used to inform and guide the continuous improvement of assessor understanding of the National Standard, check marker performance, assessment design, the assessment processes, and the teaching and learning programmes. 
        The conclusions / results of Departments Annual Review of Assessment,  the PN’s Annual Assessment Review, the Independent Assessment Review and the Cyclic Assessment Review (if applicable) are to be used by the Principal’s Nominee and Departments to guide and inform future planning, including staff professional learning. 
         Departments are to use the Evaluation and Review process to plan, improve and develop teaching and learning programmes, inform curriculum review and make decisions about policy and resource use; also for professional reflection and to set new Department objectives and targets.
2.
The Principal’s Nominee is to use the information gained from the on-going monitoring of NZQA changes to NZQF rules and procedures and assessment and moderation requirements, to annually update the School’s NCEA Assessment Management Manual. The Principal’s Nominee will also make the necessary improvements and modifications to the Assessment Management Manual resulting from the Annual Assessment Review process.

3.
Department Annual Plans are to include at least two objectives which are directly related to the development and improvement of Assessment and Moderation Management within the Department. The plan must detail – specific actions required, who is responsible, the resources required and an appropriate timeline for implementation for each objective.

4.  Education Improvement Plan. Departments are to use the Education Improvement Plan (Template 23) to plan and implement the improvement strategies identified as part of the Internal Review Process.
(E)
Internal Reporting

Internal reporting of assessment and moderation management involves the reporting of the analysed evidence, interpretation judgements, conclusions and decisions made as part of the Evaluation and Review process. 
Internal Reporting  comprises:
1.
Department Annual Assessment Report
Staff are to be consulted as part of the Department Annual Review of Assessment (see (C) Review Department Annual Review of Assessment for details) and a Report given to the Principal’s Nominee by each Department.

2.
Principal’s Nominee Annual Assessment Report

After receiving each Department’s Annual Assessment Report, (and the Independent Assessment Report – if applicable) and meeting with each HOD/TIC individually, the Principal’s Nominee will provide a written report on Assessment and Moderation to the Principal. The Report is to include information on the follow up of concerns or Action items (if any) raised in the Department Assessment and Moderation Checklist and External Moderation Reports. The conclusions and recommendations of the 3 yearly cyclic assessment reviews will also be included in the PN’s Assessment Report. The Report is to be future focused and concentrate on next steps and used to plan for the continuous improvement of assessment and moderation in the School.

3.
Independent Assessment Review Report
If required and recommended by the Principal a team of HOD/TICs (Independent Assessment Review Team) will carry out a review of a sample of assessments (including student work and moderation documentation) from one or more Departments. 
The team will check for compliance and consistency. A report will be produced outlining the findings and any recommendations, including possible changes / improvements to assessment and moderation procedures for the following year. The Principal and the HOD/TIC team and BOT will receive a copy of the report.
4.
Department Annual Reports to BOT

The Department Report sets out the planning for continuous improvement resulting from the Review process, in particular the development of learning and teaching programmes.
5.
Principal’s Annual Report to BOT

This report will include a section on assessment and moderation management in the Annual Report to the Board.


