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PURPOSE/SCOPE:
To ensure that all internal assessment is conducted in a consistent manner, is fair and allows individuals to demonstrate their competence to the best of their abilities.

RESPONSIBILITY:
For the planning and carrying out of internal assessment lies with the assessor either as an individual or as a member of a programme team. 


For awarding merit lies with the assessor in consultation with the Internal Verification Group.


For awarding each level of a graded unit lies with the Internal Verification Group.


For advising students of the Appeals process lies with the Section Leader.


For advising candidates of the availability of alternative assessment arrangements lies with the assessor.


For ensuring that all lecturing staff are provided with the opportunity to undertake assessor / verifier training lies with the Staff Development Officer.

DEFINITIONS:
Assessment:

The process of collecting and interpreting evidence of candidate performance.


Assessor

Any person who assesses individuals against specified standards. 

Appeal

The process which enables a student to lodge a formal appeal against any assessment decision.

Unit / Subject Specification:

A document, which explains:
· knowledge and skills to be taught

· what candidate has to achieve

· standard to which candidate has to perform

· evidence required for assessment

· requirements for the award of pass / merit (if applicable)

· requirements for the grading of an award

Life of Unit / Programme:


This is normally the period between the specified start and finish dates.


Programme Team:


This is composed of all lecturers on the programme.


Alternative Assessment Arrangements:


These are alternatives to the assessment arrangements detailed in the published specification for the qualification.

APPENDICES:
Forms


Internal Assessment Feedback Form (C-IAFF)

Internal Assessment Alternative Arrangement Authorisation (C-IAAAA)

External Assessment Alternative Arrangement Authorisation (C-EAAAA)

Internal Assessment Plagiarism Guideline (C-IAPG)
RELATED

INFORMATION:
SQA Guide to Assessment

SQA Introduction to Assessment Arrangements

City and Guilds Providing City and Guilds Qualifications.


Procedure 2:1:1
-
Student Discipline
Procedure 2:2:3
-
Admissions and Guidance for Students with Additional Support Needs


Procedure 3:1:1
-
Academic Appeals: Outcomes / Units.

Procedure 3:1:2
-
Academic Appeals: Refusal of Progression

Procedure 3:3:4
-
Internal Verification


Procedure 3:3:5
-
External Verification

Originated


Approved




Date
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1.0 GENERAL

1.1
At the start of each unit / programme, the assessor will provide candidates with:

1.1.1 A summary of assessment methods as they relate to the specific unit / programme.

1.1.2 A written explanation that clearly defines what is required to achieve a PASS.

1.1.3 A written explanation that clearly defines what is required to achieve a MERIT in a unit where applicable.

1.1.4 A written explanation that clearly defines what is required to achieve EACH LEVEL of a GRADED UNIT where applicable.

1.1.5 Candidates in Supported Learning will have assessment methods explained according to their individual learning needs.

1.2 As far as possible all assessment and reassessment will be scheduled and carried out within the life of the unit / programme.

1.3 The assessor will normally give at least one week’s notice of any summative assessment.

1.4 Assessment can be given on demand where appropriate.

1.5 For ongoing assessment candidates will be made fully aware that their work contributes towards summative assessment.

1.6 Assessment that tests knowledge and understanding or other cognitive skills will be assessed with the aid of a marking scheme or checklist, which has been previously agreed as part of the Internal Verification process or has been produced by an external accrediting agency.

1.7 Assessment that tests practical skills will be assessed with the aid of a checklist, which has been previously agreed as part of the Internal Verification procedure or produced by an external accrediting agency.

2.0 ALTERNATIVE ASSESSMENT ARRANGEMENTS

2.1
GENERAL

2.1.1
These are intended for candidates who can achieve the national standards but cannot do so by the published assessment arrangements. Reasons for this include a physical disability, a sensory impairment, a learning difficulty or a temporary problem at the time of assessment.

2.1.2 Alternative assessment arrangements must not compromise the credibility of the award. They must:

i) Measure the specified activity against the published standards (be valid)

ii) Give consistent results (be reliable)

iii) Operate within available resources, facilities and time (be practicable)

2.2
IDENTIFYING A NEED

2.2.1 Wherever possible, a candidates likely difficulties in demonstrating attainment by the published arrangements, should be identified before embarking on the unit / programme.
2.2.2 A need could be identified during:

i) Pre entry discussions

ii) On the application form

iii) During the admissions interview

2.2.3 In many cases the difficulties will become apparent only during the course of study.

2.2.4 A need could be identified by:

i) The candidate

ii) The guidance tutor

iii) The subject lecturer

iv) Learning support staff

2.2.5
When a need has been identified, input from the Student Support Unit should be requested, except for candidates in Supported Learning whose needs are identified and authenticated by Faculty Staff

2.3
AUTHENTICATING A NEED

2.3.1 Authenticating a previously identified need involves reviewing previous records to ensure currency and relevance.

2.3.2 Authenticating a new need involves taking an informed second opinion of the candidate’s difficulties and assessment needs. This relates to:

i) Specific learning difficulties

ii) Determining the impact of physical and sensory impairments

iii) Determining the impact of a temporary problem

2.3.3 Authentication is important to:

i) Ensure that any decision regarding additional resources for alternative assessment arrangements is justified

ii) Provide essential information and / or evidence to the awarding body

2.4
WORKING OUT HOW TO MEET A NEED

2.4.1 It is necessary for the Faculty to determine clearly whether:

i) The candidates needs can be met

ii) Alternative arrangements will be required

iii) Discussion with the awarding body will be required

2.5 AUTHORISING A REQUEST FOR ALTERNATIVE ASSESSMENT ARRANGEMENTS

2.5.1 All alternative assessment arrangements must be authorised. This is done using the form Internal Assessment Alternative Arrangement Authorisation.

2.5.2 When a need for alternative assessment arrangements has been identified, the assessor must confirm with the Student Support Unit that the need has been authenticated prior to the alternative arrangements being authorised.

2.5.3 If a need has not been previously authenticated then the candidate must be advised to make an appointment with the Student Support Unit to undertake this process.

2.5.4 When a need has been confirmed by the Student Support Unit, the alternative assessment arrangements should be notified to the assessor and the Quality Development Unit.

2.6
AUTHORISING A REQUEST FOR ALTERNATIVE FORMS OF ASSESSMENT

2.6.1
If the candidate is able to achieve the outcomes, but is unable to do so in the standard way, there is often scope to propose alternative forms of assessment, which will also produce the evidence required. This must be done in consultation with the Quality Development Unit and the appropriate awarding body.

2.7 ALTERNATIVE ASSESSMENT ARRANGEMENTS IN EXTERNAL EXAMINATIONS

2.7.1 A request MUST be submitted by the Faculty to the Student Support Unit for all alternative arrangements in External Examinations. This is done using the form External Assessment Alternative Arrangement Authorisation.

3.0
CONDUCT OF ASSESSMENT

3.1 All assessment will be conducted in a professional manner and strictly in accordance with awarding body requirements.

3.2 Any decision on the conduct / content of an assessment will be made either in accordance with the Unit / Subject Specification or as part of the Internal Verification process and should be clearly marked on the instrument of assessment.

3.3 Accommodation used will be appropriate to the method of assessment.

3.4 Assessors must ensure that an appropriate level of supervision is maintained in all circumstances.

3.5 Care will be taken to prevent misconduct or irregularities during assessment and to ensure that any material presented is the candidate’s own work. The identity of any candidate must be confirmed when the candidate is unknown to the assessor.

3.6 Where any candidate is considered to have breached the relevant regulations then this will lead to disqualification of that attempt and will be reported to the relevant Guidance Tutor who will in turn evoke Procedure 2:1:1 Student Discipline.
4.0 ASSESSMENT MARKING

4.1
Standardisation of assessment decisions must be carried out in accordance with Procedure 3:3:4 Internal Verification.

5.0
OUTCOME OF ASSESSMENT

5.1 The result of any assessment will be one of the following:

i) The candidate achieves the assessment

ii) The candidate achieves the assessment at MERIT (where applicable)

iii) The candidate achieves the assessment at Grade A, B or C (where applicable)

iv) The candidate does not achieve the assessment

5.2 Any decision to award MERIT or a GRADE will be based clearly on the considered judgement of the appropriate Verification group, using criteria established by the awarding body.

5.3 Failure to submit assessment evidence by the required date will be considered as a failed attempt at the assessment. The only exception to this will be:

i) Where the candidate is unwell and provides a doctors certificate / letter as evidence

ii) By agreement with the assessor (permission will only be granted for exceptional personal circumstances)

5.4 The assessor will inform the candidate of the result of assessment as soon as possible, normally within ten College days. An Internal Assessment Feedback Form may be used for this.

5.5 If the result of the assessment is NOT ACHIEVED, the assessor will inform the candidate in writing precisely why the assessment has not been achieved and what further action is required for remediation. An Internal Assessment Feedback Form may be used for this.

6.0
RE-ASSESSMENT

6.1 Any candidate who does not achieve an assessment will be given the opportunity to re-take the assessment.

6.2 All candidates will in normal circumstances be provided with up to two attempts at each assessment.

6.3 Where it is deemed to be appropriate a Programme Assessment Board may permit a third attempt at assessment. This will be recorded on the student’s guidance file.

6.4 Where any specific unit / programme specifies a maximum number of attempts then this will be strictly adhered to.

6.5 In exceptional circumstances the finish date of the unit / programme may be extended by a maximum of two months at the discretion of the appropriate Section Leader.

6.6 For assessment which tests knowledge and understanding or other cognitive skills, candidates will be required to undertake different instruments of assessment during each attempt as follows:

i) Each assessment instrument will be of the same standard

ii) Where it is necessary to repeat questions, these should be re-sequenced or reworded

6.7 Practical assessment can normally be repeated without alteration.

6.8 An assessment will normally be retaken in its entirety. In some circumstances it is permissible to reconsider specific sections and re-present that part, to be incorporated into the whole assessment. Decisions regarding the resubmission of whole or part assessments will be made as part of Procedure 3:3:4 Internal Verification and should be clearly marked on the instrument of assessment.

6.9 There is no limit to the number of times a candidate can re-enrol, normally at his / her own expense, for the entire unit / programme.

7.0 PROGRAMME ASSESSMENT BOARDS

7.1
These will be established by all Faculties (except by prior agreement with the Quality Development Unit) to examine the progress of:

i) All students following a full time programme

ii) All part time students entered for a group award

7.2 MEMBERSHIP

7.2.1
This will comprise a minimum of:

· Section Leader

· Programme Co-ordinator

· Guidance Tutor

· Assessors

7.3 MEETINGS

7.3.1 Meetings should be convened by the end of the appropriate teaching block.

7.4 REMIT

The Programme Assessment Board will:

7.4.1 Consider alternatives available to students who are quite clearly not going to successfully complete their programme.

7.4.2 Make decisions on third assessment attempts.

7.4.3 Identify students who are to be given extra time to complete work that requires remediation or is outstanding and agree a final submission date for this work.

7.4.4 Compile lists of students who have successfully completed their group award or programme.

7.4.5 Provide Programme Assessment Board decisions to:

· Faculty Administrators

· Marketing Unit

· Individual Students

8.0 DISPUTES

8.1 Any candidate who wishes to dispute the decision of an assessor in relation to achievement, merit or grade will raise the matter directly with the assessor.

8.2 If after discussion the candidate is still unhappy with the decision, the assessor will refer the matter to the Section Leader.

8.3 The Section Leader will pass the assessment material to the Internal Verifier who will ask an appropriately qualified assessor to reassess the candidates work.

8.4 If both assessors agree on the assessment decision then the candidate will be notified.

8.5 If there is a disagreement on the assessment decision, then the Verification Group will adjudicate.

8.6 If the candidate is still unhappy with the decision then he / she will be invited by the Section Leader to submit a formal academic appeal in accordance with Procedure 3:1:1 Academic Appeals: Outcomes / Units.
9.0 MONITORING OF THE PROCEDURE

9.1
All aspects of this procedure will be subject to audit by the Quality Development Unit.

Page 9 of 9

[image: image1.jpg]