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1. Policy statement

This policy seeks to provide clear and consistent guidance for addressing all assessment and examination procedures which may occur within the college

· Assessment 
· Examinations and Resits

· Malpractice in Assessment and Examinations 

· Appeals for Assessment Decisions or Examination 

· Internal Verification and Moderation

2. Scope

This Policy applies to all learners and staff at Coulsdon Sixth Form College.

3. Definitions used in this Policy

4. Legislation

N/A

5. Policy Approval History

Final Approval by: Executive on recommendation from the Vice Principal: Curriculum and the Curriculum Directors Team

Amendments Authorized by: as above
6. Policy Content

Assessment provides opportunity for an accurate measure of attainment at a specific point in the learning process. It may occur prior to the start of a learning programme, course or element of study (initial diagnostic assessment), during the process of learning itself (formative assessment) or at the end (summative assessment). 

All assessment is required to be appropriate for the qualification aim and must be timely. It will be an accurate, fair and reliable assessment process and may include both formal and informal assessment methods. All formal assessment methods are required to meet both internal and external quality requirements as discussed in this policy. Informal assessment methods may be varied, at times overt assessment and sometimes discrete. 

While summative assessment provides the key outcome for a period of study and serves to map achievement and success throughout our lives, and initial diagnostic assessment determines appropriateness for the next step on our learner’s journey, it is formative assessment which provides the opportunity for assessment while learning: as, through, by and for the learning process. The term ‘assessment for learning’ embraces this concept.

Central to the concept of assessment for learning is feedback. Feedback will be given by learners to each other or to themselves as well as the more traditional teacher to learner feedback. Clear actions for future improvement will be generated for feedback to be successful and the significance of self-reflection will not be underestimated. Feedback must be given to learners in a timely way and while some elements of formal assessment may fall outside of this time scale it is expected that assessment feedback will be shared within two weeks of the work being submitted. Feedback may take many forms including written, verbal and electronic and will usually require follow up by the learner to enable deeper learning to take place.

All learners regardless of course level will be required to complete at least three formal assessments each half term for each course. These will be measured using the grading terminology appropriate to the qualification aim and should be placed in a context of the target grade, prior on-course attainment and targets set. Teachers, course teams and directors measure learner performance and will act to address signs of underperformance.  

The College will endeavour to ensure that assessment is fit for purpose, proportionate and uses a range of appropriate and creative assessment methods
Malpractice (and Plagiarism) in Assessment 
1. Scope

The following guidance and procedures apply to all learners enrolled on courses leading to qualifications where part of or the entire award is assessed internally (i.e. by a member of College staff). All courses follow an internal verification schedule as laid out in the Internal Verification Policy and this document should be read alongside the Assessment Malpractice Policy.

2. Definitions used in this Policy

Assessment malpractice can take many forms. One of the most common is plagiarism. Plagiarism occurs when a person uses other people’s thoughts or writing and presents them as his or her own, that is without clearly acknowledging the source of the information.  It is dishonest and as such constitutes fraudulent behaviour. It can take several forms, including:

· directly copying another person’s work, for example from the internet, a book, another learner’s assignment; the work may include text, statistics, figures, photographs, pictures, diagrams etc

· paraphrasing another person’s work

· cutting and pasting together sections of the work of others into a new whole

· receiving material help from other people while producing an assignment or sub-contracting the work to others

· submitting the same piece of work for two different purposes

If a learner lends another learner his or her work and the work is subsequently copied, the lender will be deemed to have contributed to the assessment malpractice. This may be true even if the copying is completed without the lender’s permission or knowledge.

Other forms of assessment malpractice include any action which could be used to gain unfair advantage characterised by falling outside the instructions of the assessor, supervisor, invigilator etc. Examples could include use of mobile technologies where these are not permitted, impersonation or misuse of assessment/ examination materials. While this policy focuses on learner assessment malpractice it is important to note that any actions by staff at the centre which undermine the integrity of assessment would constitute a serious breach of professional conduct and as such, would be addressed in compliance with staffing misconduct procedures
3. Legislation

N/A 
4. Policy Content
Teachers are expected to make learners aware of this policy early in their course. Plagiarism is a serious breach of discipline and learners are responsible for familiarising themselves with this policy. All learners should understand what constitutes plagiarism and how to use current referencing systems and the use of bibliographies. This will be done as part of induction and must be included in course handbooks. This policy will be referred to in the learner handbook and made available on the intranet. 

To avoid plagiarism learners should:

· quote the source when using others’ work

· place any word-for-word, literal quotation in quotation marks

· acknowledge specific help received while producing an assignment

· quote the source even when the originator’s words have been paraphrased rather than directly copied

· not allow other learners to borrow their work
All assignments are required to include a submission page which learners will be required to sign on completion of assessed work. The page will serve as an authenticity statement and state that the submission is the learner’s own work and that they have an understanding of the consequences of submitting plagiarised work.  This should be signed and dated by the learner. 
If learners are in any doubt about what is acceptable or not they should consult their tutor who will provide impartial advice and guidance on ensuring fair assessment practice

In the event of an action occurring which the assessor suspects could constitute assessment malpractice they must undertake an investigation. This policy makes a distinction between class work/ homework/ drafting stages and assignment submissions. Learners need to understand that when submitting work for final submission it should be accompanied by a submission page including a signed authenticity statement. Assessors must ensure that the submission page accompanies or work deemed to be for final assessment. 

If assessment malpractice is suspected in class work/ homework/ drafting stages the assessor, who would most usually be the teacher, is required to investigate and resolve the issue with the learner. Further explanations regarding the nature and severity of assessment malpractice must be provided by the assessor to ensure that the learner does not repeat the action. The learner will have a chance to redo the assignment if internal time scales permit within a tight but manageable deadline set by the assessor. Depending on the severity of malpractice some learners will not be able to achieve the maximum mark demonstrating the penalties associated with plagiarism. It is recognised however that this would have no impact on the final grade outcome. The tutor should be informed of the assessment malpractice and a note of the incident will be placed on the Personalised Learning Plan by the assessor. 
If assessment malpractice is suspected in a final submission, a thorough investigation must take place.  If the first assessor suspects a learner of assessment malpractice in a final submission, the learner should be informed of this at the earliest opportunity in writing. 

Part B-Procedures

Procedure One: where the learner agrees with the allegation
· the first assessor should provide guidance regarding what further action is required of him/her in accordance with the qualification guidelines and also regarding the penalties or sanctions which may be applied by such assessment malpractice. 
· the first assessor should provide the relevant Director of Curriculum with a copy of the assessed work and any relating correspondence. If the first assessor is also the Director, the allegation of assessment malpractice should be referred up to the Vice Principal: Curriculum. 
· the Director will consider whether or not the integrity of the assessment has been jeopardised. 
· in serious cases of assessment malpractice the Director will need to make a recommendation to the Vice Principal: Curriculum to notify the relevant awarding body of the assessment malpractice. 
· in less serious cases of assessment malpractice the Director will make a decision to penalise the learner e.g. by not submitting the relevant work and not allowing a re-submission and therefore compromising the assessment outcome or in some cases by submitting an earlier draft version which they deem to be produced with authenticity. (Note: It is likely that the college will purchase plagiarism software in the future eg Turnitin which will allow serious and minor cases to be more easily identified through authenticity percentage measures)
· the decision of the Director is final and will be communicated in writing to the learner, his/her parents/guardians, the first assessor, relevant team manager and tutor. A copy of all paperwork will be passed to the Examinations Officer for entry into the Examinations Malpractice Log. 
Procedure Two: where the learner does not agree with the allegation
· the first assessor should refer the work to the internal verifier or internal moderator for re-assessment within five working days.  
· the first assessor and internal verifier should aim to arrive at a consensus on the assessment malpractice allegation. If they agree that the learner appears to have been involved in an act of assessment malpractice then the first assessor should convey this decision to the learner 

· This must be in writing setting out the allegation of assessment malpractice. This report and letter should be given or sent within five working days of the decision of the first assessor and internal verifier.  A copy should be sent to parents.
· if the learner accepts this decision, then the first assessor should provide guidance to the learner on what further action is required of him/her in accordance with the qualification guidelines as process (a) above 
· if the learner still disagrees with the allegation, then he/she has the right to appeal in writing to the Vice Principal: Curriculum within 5 working days of receipt of the letter and must set out clearly the basis of the appeal with supporting evidence. Advice on completing the appeal can be obtained from a Personal Tutor. 

· the Vice Principal: Curriculum will convene a review meeting within 10 working days of receipt of the appeal. The meeting should include the learner, their parents, the first assessor and the internal verifier. The review meeting will consider the evidence presented and either reject the appeal or require the first assessor to accept the work as authentically that of the learner. The learner may take a friend to the meeting.

· if the learner does not accept the decision of the review meeting, the Vice Principal: Curriculum will present the evidence to the Principal. The decision of the Principal will be final.

Malpractice in Examinations 
The College will ensure that students are made fully aware of the examination requirements through the Tutorial Programme prior to any public examinations, notices located in every exam location as well as instructions at the beginning of every examination.

Recording incidents and follow up procedure
In the case of suspected malpractice the invigilator should follow the JCQ guidelines: 
· Instructions for conducting examinations (1 September 2010 to 31 August 2011/Malpractice)

· Suspected malpractice in examinations and assessments: Policies and procedures (1 September 2010 to 31 August 2011)

The key points that need to be completed by the invigilator and Exams Officer:
· The invigilator must inform the Exams Officer as soon as possible, or in their absence the line manager of the Exams Officer.

· The invigilator(s) must write, sign and date a brief report. This must be recorded in the Malpractice Log. This should strictly refer to the facts of the incident and include the time, date, location, nature of the incident and the student(s) names. 

· The invigilator(s) or Exams Officer must ask the alleged perpetrator(s) to write a report of their actions. This should be returned to the Exam’s Officer within 24 hours of the incident, or at the discretion of the Exam’s Officer where this is not practical. This should be signed and dated and added to the Malpractice Log.

· At no point should the invigilator or the Exams Officer offer an opinion or prejudge any decision that may be made by an examination board. They should remain impartial, collect the facts and refer the student to the exam regulations. For the collection and the dispatch of forms/reports/evidence to the examination board, see JCQ documents mentioned above. Note these actions in the Malpractice Log.

· The Exams Officer must alert the Vice Principal: Curriculum within 24 hours of the incident being reported
· The Exams Officer must send a letter to the student and their parent or guardian explaining incident and potential consequences within 24 hours of the incident being reported
· The Malpractice Log will be located in the exams office during term time. The Malpractice Log will be transferred to the office of the Principal’s PA for the summer recess. This is to aid with any correspondence in relation to exam board decisions and possible appeals that may follow. All correspondence and actions that need to be taken must be recorded and dated in the log. 

· Decisions made by the board must be passed on to the student in writing within seven days in the form of a letter from the college with copies of all exam correspondence from the exam board. This correspondence should include the exam’s appeals process.
· The Exams Officer will prepare a report following January and Summer Exam series for the Executive It will highlighting cases of malpractice and any further concerns together with recommendations

Examination and Re-sit entries
Students are entitled to be entered for examinations for subjects and programmes which have been agreed and appear on their individual learning agreement unless they have subsequently been withdrawn using the College’s Change to Programme proforma
The aim of the College is to ensure that students achieve the highest grades of which they are capable.  In order to fulfil this aim, the College will provide

· examination opportunities at appropriate times 
· use mocks effectively to assess and prepare students

· personalised advice and guidance
Every learner is unique and will be advised to discuss their options with relevant Subject Teachers as well as their Tutor and indeed their Parents/Guardians.

It is important to recognize that whilst re-sitting exams gives opportunities for students to improve (particularly where they have under-performed according to their academic potential indicated by their GCSE grades), there are potential risks attached: namely disruption to lessons whilst exams are taken, interruption to the learning in other subjects and some students can experience counterproductive pressure and stress.  
Every student is entitled to undertake a re-sit if they choose and pay the appropriate fee.  Those students who fail an individual unit will, in most cases, be encouraged very strongly to re-sit this unit.
Students are required to pay for resits.  The exceptions are students taking GCSE or Functional Skills Maths and English where the first re-sit is free as long as they attended the first sitting.
The Exams Team will ensure that students and staff are made aware of the deadlines for re-sit applications and the relevant charges.  This information will be available on Moodle/Website and in the Student Handbook.

The Finance Department will ensure staffing is in place to process applications speedily to meet the deadlines set so as not to financially disadvantage any learner.

Students must complete a Re-sit Form available via Examinations or Student Services Office or via Moodle by the published deadline.

Prior to submitting a re-sit form students will be advised by the relevant Subject Teacher and their Tutor that re-sitting is not risk free, re-sit exams may disrupt lessons.  Revision for re-sits may interrupt the learning in current units and in other subjects and they may face counterproductive pressure and stress.

The Parents/Guardians of students who have failed a unit but refuse to re-sit will be contacted by the relevant Subject Teacher/Team Manager through the PLP on Moodle or letter to advise them of the need for a re-sit.  This will be done within the published re-sit deadlines.

Appeals against Assessment Decision 
1. If a student disagrees with an assessment of their assignment or coursework they should discuss it with the assessor within 5 working days of the receipt of the grade.

2. The assessor should explain the assessment referring clearly to the exam board assessment criteria.

3. If the student still disagrees with their assessment they should express this, preferably in writing, to the Team Manager for that subject or programme within a further 5 working days of the discussion with the assessor.  The letter should explain the details of the complaint and the specific reasons for the appeal.  

4. The Team Manager should then review the assessment within another 5 working days. This may be reviewed in consultation with an Internal Verifier or Internal Moderator.
5. This will lead to confirmation of the assessment decision or an adjustment.  The Team Manager’s decision will be communicated in writing to the assessor, the student and their parent/guardian within a week and a copy of the decision and the letter of appeal will be placed in the student’s file in Student Services and the Examinations Department informed.

6. If the original assessor is the Team Manager, the student should appeal in writing instead to the Director of Quality Improvement.  

7. If the student is still unhappy with the response from the Team Manager he/she may make a further appeal to the Director of Quality Improvement.  This final appeal must be made in writing within 5 working days of the receipt of the Team Manager’s decision.  This letter must outline the exact reasons for this third appeal.  The Director of Quality Improvement will make a written response to the appeal student, plus parent/guardian within a week and informs appropriate assessor.  The decision of the Director of Quality Improvement is final.  The Examinations Department and appropriate Director of Curriculum will be informed.

8. The Examinations Department will inform the Awarding Body of any change in internally assessed marks following a successful appeal.

Appeals against Examination results
1. Students have the right to appeal against an examination grade if there is a significant difference between the expected performance (evidenced by earlier teacher predictions and ALIS valued added data) and the results achieved or where the UMS score is very close to the grade boundary.

2. Students must make a request in person to the Examinations Department using the ‘request for re-mark forms’ available from Moodle.  (a) Priority remark (must be returned within a week), (b) Standard remark (must be returned within 4 weeks).  Relevant specific deadlines will be posted on Moodle.
3. The Examination Department will log all such requests.

4. On receipt of the re-mark form, students will be advised by the Examinations Department to seek advice from appropriate teachers and will be warned that re-marks can lead to grades being lowered as well as raised or confirmed.

5. Students may request to see a script to decide whether a re-marking is advised.  This requires a priority photocopy of the script as the original cannot be returned as its security is compromised and it can not subsequently be re-marked.  This is a service available for GCSE, (some) GCE and AEA Examination scripts.

6. If a student is appealing an examination grade and fears the outcome will affect their university place, a priority remark must be requested as outlined in point 2 above.

7. Scripts can be requested (using ‘request for script’ form available via Moodle) without the need for a re-mark but are subject to Awarding Body fees.

Internal Verification and Moderation 
1. Policy Statement 

Internal Verification (IV) and internal moderation is the process of monitoring assessment practice in order to ensure that assessment decisions meet national standards.  It provides a continuous check on the consistency, quality and fairness of marking, grading and overall assessment of student’s work.   

The aims of the policy are: 

· To ensure that students are given appropriate, fair and challenging assessment     opportunities which meet the requirements of the qualification and unit.

· To ensure that all students are fairly, accurately and regularly assessed in a consistent manner.

· To meet and exceed the requirements by QCA, the awarding bodies, and our own commitment to students.

· To ensure that valid assessment decisions are reached for all our students and   that external requirements are fully met.

· To support teaching staff in their assessment activities by affording them the opportunity to receive constructive comments on the assessment decisions reached.  

2. Scope

This policy applies to staff teaching on courses that have coursework units or teacher- designed and teacher- managed assessment. Any task, activity, essay or project that contributes to the students’ final achievement in a vocational area, academic subject or key skill will fall within the scope of this policy.

3. Definitions

For the purpose of this policy, the term internal verification also means internal moderation.

For the purposes of this policy, the term IV encompasses all forms of activity that check and validate assessment. It may be implemented through the systems of verification/moderation as required or laid down by examining or awarding bodies; or it may occur through shared observation of student activities, second marking of students’ work, or team grading / assessment of students’ work.  

The term IV also includes the internal verification of assignment briefs and guidelines for any other tasks, activities, essays or projects that are designed by teachers for the purpose of student assessment 

4. Legislation

N/A

5. Policy Approval History

Approved by

Approved on 

6. Policy Content 

Every programme with work that is internally assessed and which contributes to the final assessment outcome of a student must carry out internal verification. All internal verification must be carried out by appropriately qualified staff.  

Where more than one teacher assesses the work of a group/cohort, there has to be internal standardisation of assessment. This must be recorded on appropriate Awarding Body and College documentation.

By the 1st of September, Team Managers or Teachers in charge must have identified members of staff in their team who will verify the assessment design and assessment decisions for particular units in the programme. 

Since IV must be carried out continuously throughout the year, each Lead IV, Team Manager or teacher in charge should identify when IV by individual IVs will take place. Any times when vocational teams need to meet together to IV should only take place in agreement with the Director of Curriculum and minimise disruption to teaching. 
Lead IV, Team Manager or teacher in charge may wish to identify one or two in the year as opportunities for teams to carry out a standardisation activity. Again, this should minimise disruption to teaching and be with the agreement of the Director.
Assignment brief and other assessment design must be internally verified and agreed at least two weeks before the issue date to students. 

Internal verification of assessment decisions must be carried out before these decisions are communicated to students. 
It is the responsibility of the Team Manager/Teacher in charge to ensure that IV takes place according to the schedule.

All IV evidence must be recorded on appropriate College documentation, which takes into account the requirements of awarding bodies and the College Quality System. Evidence that IV has taken place must be available by the end of every term for monitoring by Director of Curriculum, the Quality Manager and external moderator/verifier. Records of IV must be kept in a secure accessible and secure location, which is notified to the Director of Curriculum.

7. Links

This policy links with BTEC Handbook and IV and assessment documentation (The Handbook provides details for the conduct of IV)

Malpractice by centre staff
This list is not exhaustive and other instances of malpractice may be considered by this

centre at its discretion:

· Improper assistance to candidates.

· Inventing or changing marks for internally assessed work (coursework or portfolio evidence) where there is insufficient evidence of the candidates’ achievement to

· justify the marks given or assessment decisions made.

· Failure to keep candidate coursework/portfolios of evidence secure.

· Fraudulent claims for certificates.

· Inappropriate retention of certificates.

· Assisting learners in the production of work for assessment, where the support has the potential to influence the outcomes of assessment, for example where the assistance involves centre staff producing work for the learner.

· Producing falsified witness statements, for example for evidence the learner has

· not generated.

· Allowing evidence, which is known by the staff member not to be the learner’s own, to be included in a learner’s assignment/task/portfolio/coursework.

· Facilitating and allowing impersonation.

· Misusing the conditions for special learner requirements, for example where learners are permitted support, such as an amanuensis, this is permissible up to the point where the support has the potential to influence the outcome of the

· assessment.

· Falsifying records/certificates, for example by alteration, substitution, or by fraud.

· Fraudulent certificate claims, that is claiming for a certificate prior to the learner completing all the requirements of assessment.
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