Sample Policy – St. John’s

Co-Ordinated Planning Procedure
1. Purpose of the Procedure

The purpose of this procedure is to ensure that the assessment of students is planned, coordinated and delivered in such a way as to be consistent, fair and transparent and satisfies the requirements of Awarding Bodies.  It covers all assessment of students on full time courses with the following exceptions:

· External Assessments set by Awarding Bodies

· Where the procedures of Awarding Bodies vary from this procedure, Awarding Body Procedures must be followed
2. Scope/to whom it applies

This procedure applies to teachers of St. John’s Central College of Further Education and Training in relation to planning and scheduling of student assessment

Subject Teachers are responsible for:

· Developing an assessment plan for the module in advance of delivery which covers all the learning outcomes in the unit and uses an appropriate range of assessment techniques

· Ensuring that every assessment covered by this procedure has an assignment brief which follows a standard format (Form A2 Assignment Brief)

· Assessment outcomes are recorded

Course Co-Ordinators are responsible for:

· Producing a course assessment schedule in collaboration with the subject teachers in advance of the course being delivered

· Briefing students on assessment during the induction process

3. Procedure Details

3.1 The course co-ordinator and subject teachers develop (in consultation with other members of the teams) an assessment schedule for the course which covers:

a) All learning outcomes of each unit

b) An appropriate range of assessment techniques

c) Weightings for each assessment contributing to the overall grade for each module (where applicable)

d) Provisional “Date Set” time and “Hand-in” time for each assessment to ensure that individual student workloads are balanced and fair, and that opportunities for integrating  assessment across a number of modules is maximised.  Individual learning outcomes may be covered by more than one assessment

3.2 Once agreement has been reached on the assessment plan:

a)  The Course Co-Ordinator displays the Schedule prominently in the Course room and ensures that during student induction programme, students are fully briefed on the assessment of their course

b) Assignment Briefs will be produced for all assessment covered by this procedure.  Subject teachers will make these briefs available for the external examiner

3.3 Assignment Briefs will be issued to students at the time indicted in the Assessment Schedule.  In exceptional cases, and with discussion with the Course Tutor, assignment briefs may be issued earlier, for example before a holiday start

3.4 For written assessments, students will be instructed to hand completed assignments directly to the subject teacher.  The teacher will acknowledge receipt by entering the actual hand in date” on the appropriate form

3.5 Students will be briefed by the relevant subject teacher on this procedure. 

3.6 The grading criteria for each assessment must be clearly laid out on the assignment brief/instructions and must match the generic grading criteria for the module laid down by the awarding bodies

3.7 Assessments will be marked by the teacher delivering the relevant module.

3.8 Where an individual student has requested Accreditation of Prior Experience/Learning, this should be carried out using the College Procedure for APL.  

3.9 Grades for individual assessments will be recorded on a mark sheet with a copy of the sheet attached to the candidate evidence

3.10 Where students submit work late, the penalties laid down in the appropriate guidelines will apply

3.11 Assignment progress and grades should be a regular feature of course team meetings to ensure that other teachers are aware of any support which may be needed

3.12 Where an individual student wishes to appeal against a grade or mark awarded, the teaching staff member will explain the process to the student

3.13 Subject teachers will provide grades when requested

3.14 Records of assessment will be kept in Course Files 

4. Monitoring Process

This procedure is monitored on an on-going basis by the Examination Section who produce an annual report for senior management.

5. Associated Documents

Student Assessment Schedule
Assignment Brief

Accreditation of Prior Learning Procedure

Appeals Procedure 

Reasonable Accommodation Procedure


