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1.
Purpose of Assessment

General Principles of Assessment Policy:

To ensure

1. Internal assessment practices conform to the national requirements of NZQA.

2. Internal assessment is conducted in a fair, valid and consistent manner.

3. Procedures are consistent across all subjects and levels within the College.

2.
Methods of Consulting the Community Regarding Assessment

1.
A PTFA meeting on NCEA and assessment will be led by the DP (Curriculum)

2.
All students will be given a copy of the school policy (Appendix Two)

3.
All students will return a signed copy of an Authenticity Form.

4.
Dates and timelines for NCEA will be published in the school newsletter and put on the school website.

5.
An information session on NCEA will be led by the the DP (Curriculum) at the Senior Option Choice evening.
3.
Methods of ensuring Assessment Meets the NZQA Rules and Procedures 

The TIC/HOD/HOF is responsible of ensuring that the following internal and external moderation requirements are met.

Internal moderation and External moderation requirements involve having documented processes in place to ensure that the NZQA Rules and Procedures are met.

A    Accreditation

a. HOFs/HODs/TICs wanting to offer new Achievement Standards or Unit Standards need to check that Sacred Heart Girls’ College is accredited to offer the Standards.

b. HOFs/HODs/TICs wanting to gain accreditation for additional or alternative Achievement or Unit Standards must first submit their case to the Curriculum Committee prior to offering the Standard. Accreditation requirements for new Standards can take some time.

c. After approval has been gained they should then consult with the Principal’s Nominee as to the process and any charges involved. 

B    Assessment Design

HOFs/HODs/TICs must provide evidence of the following, in all assessment activities, by using the Internal Moderation Cover Sheet (Appendix One).

a. MOE curriculum statements and NZQA assessment rules and procedures have been adhered to. 

b. Assessment activities accurately assess the Achievement or Unit Standard and allow students to meet the criteria for all the available levels of Achievement (A, M, E for Achievement Standards and A for Unit Standards).

c. Assessment activities have been pre-moderated for their suitability to assess the standard prior to their use.

d. All assessment activities must  be peer reviewed prior to use after being:

· gained from TKI website and modified for SHGC 

· created by another experienced teaching professional 

· acquired by a reputable provider of assessment resources

e. Recommendations in previous external moderation and/or useage reports should be checked to ensure they have been followed in the activity about to be used.

f. All assessment activities must show:

· the registered standard number 

· the full standard title

· the credit value

· and version on the front of it. 

· conditions for the assessment should be identified. 

· the criteria of the standard.
g. When designing assessment tasks teachers should be mindful of minimising the opportunity for student misconduct by:

i. Having a signed authenticity statement by the student where work is completed outside the classroom 

ii. Assessing in controlled situations (in the classroom, or keep ongoing work at school so there is limited opportunity for outside assistance).

iii. Assessing the analysis of the data rather than the collection of it unless that is a specific part of the standard.

iv. Frequent questioning of and dialogue with students.

v. Setting milestones and check work at that point.

vi. Requiring that all draft and collected materials be handed in with the completed work.

h. Have an Assessment Schedule that gives specific evidence of learner responses for each of the achievement levels and clear judgement statements.

i.
Have documentation of teacher judgements to ensure consistency of marking between classes being assessed for the same standard and that marking is at the national standard. 

· This may involve a sample of scripts being checkmarked within the school or by a teacher from another school.

· It may involve discussion about decisions at a meeting or by a panel.

· Cross marking with one marker for particular questions with a sample checked by another colleague.

C    Assessment Opportunities
Assessment methods that can be used to gather authentic evidence include tests, observations, running records, checklists, journals, workbooks and portfolios, conferencing, performances, seminars and presentations.

An assessment can be supplemented by using other authentic evidence including:

· Conferencing where minimal new evidence is required

· Assessing specific elements or criteria when the students have not initially met these

· Requiring students to re-draft and re-present section s of work

· Offering parallel assessment opportunities

D    Assessment Marking

a.
Have practices in place to ensure that marking is at the national standard.

· Participate in national discussion about the standard, eg. attending professional development clusters or subject association meetings, completing standards review documents when they become available.

· Maintaining informal links with subject colleagues in other schools.

· Keeping up to date by attending in-service courses.

· Benchmarking current student work with that of previous years. Keeping annotated student work from previous years can provide useful benchmarks to ensure consistency from year to year and provides a ready source of material for external moderation. 

· Making reference to nationally developed materials such as on the web, commercial or other sources, but realising they still need to be validated prior to use.

· Holding in a secure place both the activity and the schedule, but these must be easily available to those teachers who need them.

b.
Have systems to ensure grade records are securely retained in at least two places other than on the assessed work itself. One must be on the central database and another in hardcopy in individual teacher records. In all matters concerning student grades the Privacy Act must be complied with. Student grades should remain confidential between the College and the student, and may only otherwise be divulged to NZQA.

c.
Have systems in place which ensure use of student work as exemplars complies with the Privacy Act such as having students sign to say their work may be used in such a manner.

E    External Moderation

External Moderation involves meeting the NZQA deadline for sending 

assessment material to be moderated.  Material to be sent for external moderation includes:

· the External Moderation Cover Sheet.

· the assessment activity (and resource material if any)

· the Assessment schedule

· the required number of samples of marked student work (8 for Achievement Standards and 4 for Unit Standards).  This work is selected by a random sample as determined by the Principal’s Nominee.
d. Teachers can elect to send in further work where they want guidance on how the work should be assessed. 

e. If the required standard has not been assessed in the current year, work from the previous year will need to be sent for moderation so it is important that work has been stored and is available. (It would be sent with the assessment activity and schedule for that year, in addition to the activity and schedule ready for use in the current year if it has been altered at all, particularly as standards are constantly reviewed.)

f. Systems to ensure the retention of suitable exemplars of work until the end of the moderation round of the following year must be implemented.  All assessment work must be retained until the following year and not released to students after assessment. 

g. the Principal’s Nominee must be advised of the location of stored work.

h. After external moderation the TIC /HOD must complete the SHGC  template outlining their response to the external moderation and attach their modified activity and schedule in preparation for its post-moderation use and submit it to the Principal’s Nominee.

F    Systems to ensure records entered in the database are accurate. 

Prior to SHGC submitting grades to NZQA students should be asked to sign to verify their grades held on the database.

4.
Methods of Informing the Community of Assessment Requirements, Rules and Procedures

Students will be made aware of the overall assessment requirements at the beginning of their course. 

a. Students will be asked to sign to show they have a summary of the school assessment policy including a generic authenticity statement. (See Appendix 2 – Student Information on NQF)

b. The assessment programme in the course outline (See Template – Appendix 3) will identify:

i. the Standards that will be used to assess the course using their registration numbers and version numbers (eg. 90157 v5). 

ii. expected timing of assessments and deadlines for assignments

iii. whether standards are internally or externally assessed 

iv. if there are further opportunities for assessment.

c. Reference should be made to how to go about an appeal should it be necessary. 

d. The Assessment Specifications for externally assessed standards for that subject when they are finalised for that year, about May. They are available at: www.nzqa.govt.nz/ncea/assessment/specifications/index.htm
e. Any changes made to the assessment programme must be signalled in advance to students in writing. 

Note: As a general guideline it would be prudent not to conduct a first assessment prior to Term 1 Week 4 (to allow for beginning of the year disruptions and to allow for late arrivals into the class). 

5.
Breaches of the Rules and Procedures

Breaches of the Rules and Procedures include:

· Plagarism

· Impersonation

· False declarations of authenticity

· Using notes in test, assessment or exam situations

· All forms of collusion

· Breaching assessment conditions

f. At the start of the year each student and a parent/guardian is to sign a pro forma document related to the authenticity of work and acceptance of the importance of assessment conditions. If it can be show beyond reasonable doubt that work is not authentic then the student will have no credits awarded for that piece of work.

g. Each piece of work also requires a statement of authenticity if it is done outside the classroom supervision.

h. An appropriate amount of class time should be allocated to internally assessed work, with the work being done under the supervision of the teacher.

i. Providing reasonable class time for an assessment task reduces the likelihood of problems with authenticity. Working in class means that students do not have the same opportunity to, copy the work of a sibling, or to delay starting and hence be tempted to copy the work of another student in order to have something to hand in. It also means that students who do not have access to suitable study facilities at home are not disadvantaged.

j. When assessment tasks are designed consideration must be given to minimising the opportunity for misconduct. The risk of problems can be reduced if departments take care in the design of assessment tasks and the procedures associated with them, and ensure that students are well informed of the requirements of the tasks and the procedures.  

k. For items of work which are produced over an extended period (say, longer than two weeks), students should keep any plans, drafts, worksheets or logbooks used in the preparation of the work.  Teachers should monitor the development of the work by sighting these from time to time.

l. When submitting work for assessment, students should acknowledge all resources used.  This includes texts and source material, (including web based sources) in the bibliography and the name and status of any person who provided assistance, together with the type of, and extent of, assistance received.

h
Any copied work should be in quotation marks while ideas or information taken from other sources must be directly acknowledged.

i
Copied work will earn no credit for either the copier or the one whose work is copied.  

j
Breaches of the rules will be communicated to both the student and the caregiver and there may be no credits awarded. (See Appendix 5- Breaches of the rules pro forma)
6.
Special Assessment Conditions
a.
Students with special learning needs will require special assessment conditions. These special assessment conditions will be co-ordinated and overseen by the Special Needs Co-ordinator.  Documentation should show professional assessment of these students two years prior to them being eligible for special assessment conditions for NZQA.

b.
The Special Needs Co-ordinator is responsible for keeping an up to date file of students should this information be required.

c.
The Special Needs Co-ordinator will identify students:

· On enrolment

· By referral

d.
Applications must be made on line for Special Assessment Conditions by July 31 each year by the Principal’s Nominee using information from the Special Needs Co-ordinator.

e.
With NZQA approved special assessment conditions will be provided to eligible students.  This assistance will be what is deemed appropriate in each individual case and where possible should occur in the learning situation as well as for internal and external assessment.
f. 
Special assessment conditions are not available for New Zealand Scholarship.

7.
Missed Assessment Opportunities

NZQA has outlined the following principles: “Teachers make assessment decisions based on the evidence that students produce. This means that the assessment conditions and assessment activities may vary. However, the judgements in relation to the criteria in the standard will be the same.”

a.
Missed assessment opportunities can be as a result of:

· Medical grounds

· Family bereavement or similar events
The following are not legitimate reasons for missing assessment opportunities:

· Being on a school trip

· Being away from school for any other reasons than those above

b.
Evidence of medical grounds or family bereavement must be given to the Principal’s Nominee.

c.
The teacher, in consultation with the HOF, will decide which of the following possible strategies is most appropriate.

· Reschedule the assessment at a later time

· Use another assessment event to assess the student

· Use accumulated standard-specific evidence to award a grade

· Award no credits.

d.
Missed assessment opportunities will be advised by the teacher to the caregiver in writing.

e.
If a student is unable to sit an external exam, or their performance was significantly impaired, and the student meets the NZQA criteria, a compassionate consideration may be possible. Forms and criteria are on the NZQA website.
8.
Late Work
Work submitted after the due date is to be accepted by the teacher but the student should be advised that it may not be able to be marked by teacher unless it is manageable and practicable.

9.
Transferring Students 

a.
Students from another school in New Zealand are not required to repeat any assessment successfully completed at the previous school. They will be expected to provide evidence of such attainment and contact will be made with the previous school for verification if necessary.

b.
Students from overseas must meet all nationally prescribed requirements along with internal school prescription requirements. This may include catch-up assessments where appropriate.

10.
Appeals of the Assessment Process

When grades are received by students, there should be a seven day period during which students can discuss the work with the teacher. Grades will be considered provisional during this period and only be regarded as final after sign off has occurred.

Appeals can occur for:

· Decisions about assessment situations

· Applications for extensions

· Breaches of Rules 

· Authenticity

· Further assessment opportunities

If a student decides to appeal, she should 

· discuss the matter with her subject teacher 

· if unresolved, appeal in writing using the appeal pro forma (See Appendix 4) to the HOF. 

· a copy of the resolution should be passed to the PN.

· if still unresolved, the student or her parent/guardian should refer the appeal in writing to the Principal’s Nominee.

· an independent evaluator may be used where appropriate

11. 
Role of Principal and Principal’s Nominee

a
The Principal’s Nominee will annually survey a range of students in all subject areas to ensure compliance with school policy and procedures.

b
In all matters relating to assessment, the Principal reserves the right to make the final decision on any matter of policy or practice in the interests of natural justice. 

