Sample Policy – St. John’s

Consistency Between Assessors
1. Purpose  of the procedure

The purpose of this procedure is to ensure that internal assessment meets the National Standard.  The objectives of the procedure is to

· ensure consistent and reliable assessment briefs and decisions through sampling

· maintain quality and standards within assessment practice

· identify the development needs of assessors

· identify trends and highlight problems

· track the assessment and verification process

· ensure assessors are using appropriate documentation

· ensure the verification and moderation cycle is adhered to

· disseminate awarding body information to assessors

· ensure awarding body guidance and codes of practice are adhered to

2. Scope/to whom it applies

This procedure applies to staff appointed by St. John’s Central College of Further Education and Training who assess learners and prepare assessment material.  

3. Procedure details
3.1. All assessment techniques must be consistent with the syllabus and the stated learning outcomes
3.2. The design of assessment techniques must take cognisance of the need of objectivity in scoring, validity and reliability
3.3. The timing and weighting of assessments must be in accordance with the course schedule 
3.4. Examination papers must be submitted to the office inline with college requirements 
3.5. Teachers must notify the Examinations section of any special examination  requirements or deviations from normal practice
3.6. Teachers must ensure that examination papers, model answers and marking schemes are securely retained
3.7. Learners must be informed well in advance of an examination of the structure of the paper
3.8. The Examination Cover Sheet (Form A4 Examination Cover Sheet) must detail the title of the course, the title of the module, the name of the teacher(s) and time allowed
3.9. The Examination Paper must include the following details:
· Instructions to Candidates
· Total Number of Questions
· Total Number of Questions to answer
· Mandatory Questions (if any)
· Number of Pages
· Any special conditions
3.10 Teachers must available throughout the examination
3.11 Teachers must obtain their examination scripts from the Examination Centre following the exam and sign the Examination Release Sheet

3.12 The teacher should in the first instance confirm that the scripts correspond with the attendance sheet

3.13 Every examination script should be marked anonymously as far as practicable

3.14 In marking the teacher should follow a consistent approach in keeping with the marking scheme

3.15 The marks allocated should be transferred to the relevant Individual Candidate Marking Sheet and the Module Results sheet for the relevant Awarding Body 

3.16 Teachers must make the assessment material available, as required, by the External examiners

3.17 Corrected assessment material must be retained until after the appeal date.  Any candidates who collects his/her prior to this date forfeits their right to appeal

3.18 Corrected assessment material should be made available to the relevant personnel for storage
3.19 Teachers should carry out their role in relation to appeals
4. Monitoring Process

This procedure is monitored on an on-going basis by the Examinations section who prepare an annual report for Senior Management

5. Associated documents

· Guidelines on Devising Written Examinations
· Examination Cover Sheet Template

· Assignment Brief Template








