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Assessment is an Integral Part of the Teaching and Learning Process
Assessment is an integral part of the Cycle of Teaching and Learning at Rosehill College:

Achievement Objectives are selected

(
Summative Assessment Event(s) are identified

(
Assessment Criteria are identified,

which can be translated to a N, A, M, E scale for senior students

and to a D, B, P, A scale at curriculum levels for junior students
(
Evidence of Expected Standards is identified,

generally by Exemplars

(
Units of Work are planned

(
The cycle of Teaching, Assessment of Learning and

Feedback occurs and strategies to assist those

at risk of not achieving are implemented

(
Summative Assessment Event(s) are held

(
Data is gathered and analysed against

the Assessment Criteria and

Assessment Judgements are made

(
Results are recorded on a N, A, M, E scale for senior students
and to a D, B, P, A scale at curriculum levels for junior students

(
Achievement is reported to

Individual Students/Parents and

the School Community using a N, A, M, E scale for senior students

and to a D, B, P, A scale at curriculum levels for junior students

(
The Course is Reviewed in the light of the Assessment Results
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Purposes of Assessment

As the Cycle of Teaching and Learning reveals, assessment has a number of purposes, depending on the type of information sought and how the information is to be used.

Diagnostic Assessment
Diagnostic assessment is used to establish strengths and areas to be developed in order to plan teaching and learning activities that meet the needs of students. 

It often takes the form of a pre-test.

Assessment of Learning
The integral part Assessment of Learning plays in the Cycle of Teaching and Learning at Rosehill College is explained diagrammatically on Page 2. 

· It is used to assist in the enhancement of an individual student’s learning 

· It is used to track progress. 

· It helps to prepare students for summative assessments.

· Through the use of formative assessment, classroom teachers will identify students either not achieving or at risk of not achieving and apply a range of targeted teaching and learning strategies that address their needs. 

Strengthening the Assessment of Learning Process

Based on the findings of Black and William in Inside the Black Box: Raising Standards through Classroom Assessment  (1998) the four main ways in which the Assessment of Learning process will be strengthened at Rosehill College are:

1. By encouraging active student (individual and peer) involvement in the assessment of their achievement.

2. By increasing the use and quality of the feedback provided to students at the time of learning.

3. By greater teacher awareness of the degree to which student self-esteem and motivation can be enhanced in the Assessment of Learning process.

4. By increasing the flexibility in the planning of teaching activities in order to adjust to the learning needs of students as they are revealed.
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Summative Assessment

Summative assessment is used to evaluate a student’s final performance against particular achievement objective(s), in order to: 

· report the student’s achievement to the individual and their parents/ caregivers

· report on the achievement of groups of students to the school community

· determine prizewinners

· award qualifications

· review the effectiveness of teaching programmes
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‘Progress’ is the development of specified knowledge, skills and attitudes over a defined period of time.






Fair, Valid, Reliable, Sufficient and Transparent Assessment

The principles of fairness, validity, sufficiency, reliability and transparency will underpin all assessment at Rosehill College. 

A fair assessment:

· assesses students on material they have been taught

· has no hidden bias, such as assuming experiences that are not universal

A valid assessment: 

· measures what it is supposed to measure 

· is most commonly compromised by requiring skills that are secondary to the subject matter  

A reliable assessment should provide a similar result if the:

· same aspects are assessed at another time

· same aspects are assessed in another way

· assessment is marked by another person

There is sufficient assessment when: 

· the quality and quantity of evidence demanded by the assessment enables the abilities of a student or group of students to be established

Assessment is transparent when:

· an assessment schedule is established before assessment is undertaken

· the assessment criteria are reflected in the task instructions

· the assessment criteria, form and purpose of an assessment task are known to students and teachers in advance of the assessment being conducted
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Assessment and Quality Assurance Scheme 

HODs are responsible for ensuring that an Assessment and Quality Assurance Scheme is published for each course. 

It will be given to all teachers associated with the course before the course begins each year. 

It will state:

· The achievement objectives and specific learning outcomes to be assessed

· The content and skills to be assessed

· The form of each summative assessment 

· The timing and duration of each summative assessment

· The conditions of each summative assessment

· The procedure(s) to ensure the authenticity of student evidence for each summative assessment

· The process for the moderation of assessment judgements for each summative assessment

· The process for the recording of assessment judgements
· Whether or not there is to be a further assessment opportunity (applicable to courses assessed by achievement and/or unit standards)
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Proforma for Rosehill College Assessment and Quality Assurance Scheme                        


Page 1 of 2 

Course: __________________________________________    Year Level: ____________
HOD/TIC _________________________     Date: ______________     

	Forms of Assessment


	Achievement Objectives

and Specific Learning Outcomes


	Content and Skill Areas

 
	Timing and Duration


	Conditions
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Proforma Rosehill College Assessment and Quality Assurance Scheme     




Page 2 of 2 

Course:_________________________________
Year Level: _______________
HOD/TIC ___________________
Date: ____________________

	Procedures to Ensure the Authenticity of Student Evidence
	Process for the Moderation of Assessment Judgements
	Process for the Recording of 

Assessment Judgements
	 Further assessment opportunities

	
	 
	
	


s:\department folders\school-wide curriculum, assessment and reporting\proforma assessment and Quality Assurance scheme.doc
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Student Course Assessment Statement 

HODs are responsible for ensuring that all students receive a Student Course Assessment Statement at the start of each course. 

It will state:

· the course title and year level

· the HOD (and the teacher in charge of the course, where applicable)

· the form of each summative assessment task 

· the topic to be assessed

· the approximate timing and duration of each summative assessment task

Where applicable:

· the qualification(s) attainable

· the Standards to be assessed (including the standard number and version number)  whether they are internally or externally assessed and their credit value
· the 8 credit literacy and 8 credit numeracy requirement for NCEA Level 1 (Mathematics and English course statements only)

· whether or not there will be a further assessment opportunity for each internally assessed Standard 

· the prerequisite achievement needed, in order to advance to the next level
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Rosehill College Assessment Statement 

1. At the start of each year, the Deputy Principal responsible for Assessment will provide all potential candidates for a national qualification and their parents/caregivers with a Rosehill College Senior Assessment Statement outlining the school-wide guidelines and procedures relating to summative assessments. 

It will include:

· The procedures to be followed when a student is unable to complete an internal assessment because of an absence 

· The procedures for late work 

· Breaches of conduct
· The appeal procedures

· In addition, there will be a statement about the effect that non-completion or late work may have on eligibility to enter for the national qualification

2. At the start of each year, the Deputy Principal responsible for Assessment will provide all junior students and their parents/caregivers with a Rosehill College Junior Assessment Statement outlining school-wide guidelines and procedures relating to summative assessments. 

It will include:

· The procedures to be followed when a student is unable to complete an assessment because of an absence 

· The procedures for late work 

· The appeal procedures

11
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ROSEHILL COLLEGE SENIOR ASSESSMENT STATEMENT 

Students must follow these procedures for internal assessments that count towards a qualification.

Absence Procedures 

1. Absence from an internal summative assessment, which is outside the control of the student, such as illness, bereavement, an emergency or an important event, the date for which cannot be changed and in which the student has an important role, must be explained to the school before the day of the assessment event or due date. The student is to collect a pink Approved Absence From Internal Assessment slip from the Student Office. The student is to take this slip to the teachers concerned before the absence. Activities such as going for a driver’s licence, an appointment with the dentist or on holiday are considered within a student’s control and hence do not qualify the student for a pink slip for any internal assessment missed.
2. If the illness or emergency occurs on the day of the absence, the parent/caregiver should phone the Head of House on the day of the assessment. On the day the student returns to school, they must collect a pink slip from the Student Office and take it to the teacher whose assessment has been missed. The teacher will then make arrangements, if practicable, for the student to complete the assessment.

3. The student must take the pink slip with supporting written evidence/confirmation of the reason for absence to the Head of House for verification. In the case of illness, this means a medical certificate. If the reason for the absence does not meet the approved criteria, then the credits for the assessment will not be awarded, and the HOH notifies the teacher and HOD.

4. If the student does not present the pink slip to the teachers concerned, either before the assessment event or at the first class after the student’s return, there will be no further assessment opportunities for the missed assessment. Upon receiving notification of verification and approval of the absence from the Head of House, via an official pink form and entry in the ‘Approved Absences’ electronic folder on T drive, the classroom teacher concerned will, if feasible, provide another internal assessment opportunity either in the student’s own time or, in cases where another opportunity is planned, in class time. 

     Since student evidence is required to make a judgement about performance in an achievement standard or unit standard, the student must complete a task that assesses the standard expressed in the achievement or unit standard in order to attain that award. Hence, no teacher is able to give assessed grades based on different work. 

Late Work Procedures 

1. A student seeking an extension beyond the deadline specified on the assessment task must do so prior to the deadline.
2. This extension must be sought from the subject teacher in writing.

3. Generally, an extension will only be granted when the reason for lateness is beyond the control of the student.

4. Work for achievement standards and unit standards, which is handed in after the deadline specified on the assessment task without permission, will not be eligible for assessment.

Breaches of Conduct

a. failure to follow instructions 
b. influencing/assisting/hindering students or disrupting the assessment 
c. dishonest practice by a student - a student or any other person who may have assisted the student
i. attempt to dishonestly or fraudulently access information or materials not permitted in the assessment,

ii. access information or materials or other help from another person

iii. altered assessment materials prior to seeking a review or reconsideration

iv. any other practice that might result in an advantage to the student
d. performance based authenticity - a student is reported to have submitted material for assessment that is not their own, or is not verified as their own, whether dishonestly, fraudulently or unwittingly 

e. impersonation - a person is reported to have impersonated or dishonestly claimed to be a student entered for a qualification. 
Appeal Procedures

1. A classroom teacher will give students the opportunity to check the marking of an assessment when it is handed back.

2. Either party may refer a dispute about the marking of an assessment to the teacher in charge of the course and/or the HOD within 7 school days.

3. Either party may refer an unresolved dispute about the marking of an assessment to senior management, who will make the final decision.

Work Completion Procedures 

Throughout the year, students are expected to:

· Complete all set work.

· Maintain full attendance. 
The college reserves the right not to enter a student in particular achievement standard(s) or unit standard(s) if they fail to fulfil these requirements.
13
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ROSEHILL COLLEGE JUNIOR ASSESSMENT STATEMENT 

Students in Years 9 & 10 must follow these procedures for all summative assessments.

Absence Procedures 

1. Absence which is beyond the control of the student must be explained in a note from the parent or guardian to the teacher concerned either on or before the day of an assessment event or due date. In extreme circumstances this may not be possible, in which case, this must happen the day the student returns to school.

2. Such an absence will be either an illness or bereavement. Absence for activities such as going for a driver’s licence, an appointment with the dentist or on holiday are considered within a student’s control

Late Work Procedures 

5. A student seeking an extension beyond the deadline specified on the assessment task must do so prior to the deadline.

6. This extension must be sought from the subject teacher in writing.

7. Generally, an extension will only be granted when the reason for lateness is beyond the control of the student.

8. Work that is handed in after the deadline specified on the assessment task without permission, will not be eligible for assessment.
Appeal Procedures

4. A classroom teacher will give students the opportunity to check the marking of an assessment when it is handed back.

5. Either party may refer a dispute about the marking of an assessment to the teacher in charge of the course and/or the HOD within 7 school days.

6. Either party may refer an unresolved dispute about the marking of an assessment to senior management, who will make the final decision.
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Assessment Tasks and Marking Schedules

For assessments to be fair, valid, reliable, sufficient and transparent, it is the responsibility of each HOD to ensure that:

· There is a transparent link between the achievement objective(s) specified in the scheme and the summative assessment task

· Each summative assessment task is at an appropriate national standard for a senior course or at an appropriate curriculum level for the class for a junior course

· The task instructions are clear

· The requirements of the task provide sufficient evidence to be able to assess a student’s performance against the specific learning outcomes specified for the task

· The time allowance for the task is appropriate

· The assessment criteria are developed before the assessment takes place

· The links between the task instructions and the assessment criteria are transparent
· The assessment criteria are sufficiently transparent to ensure consistent, reliable judgements
Retention and Storage of Assessment Tasks and Marking Schedules

It is the responsibility of the HOD to ensure that all assessment material relating to each achievement objective in the junior school and standard assessed in the senior school, including the task, marking schedule and exemplars of student work, is retained in the department in a manner that enables it to be easily located by staff in subsequent years.

Samples of student work, selected as per the random sampling guidelines of NZQA, must be retained for external moderation of internally assessed standards.
15
Quality Assurance
Internal Quality Assurance
1. It is the responsibility of each HOD to ensure that a process of pre-task and post-task moderation is carried out for all summative internal assessment tasks/marking schedules to ensure fairness, validity, reliability, sufficiency and transparency. 

Records of discussions about the pre-task and post-task moderation of summative assessments, including decisions reached, must be kept in a department in a manner that enables them to be easily located and referred to by staff in subsequent years.

Appropriate procedures could involve:

· critiquing of the assessment by other teachers in the department to ensure that the task is at an appropriate standard, the instructions are clear, the items have been taught and the assessment criteria are transparent

· critiquing of the assessment by other teachers in other departments and/or outside the school 

· trialling the assessment with another group

· critiquing of the assessment by the Rosehill College Quality Assurance Group.  This process is detailed in the Guidelines for the Assessment and Quality Assurance Review Group.

2. It is the responsibility of each HOD to ensure that a process of moderation of assessment judgements for all summative internal assessments is carried out to ensure fairness, consistency, validity and reliability. 

Records of discussions about the moderation of assessment judgements, including decisions reached, must be kept in a department in a manner that enables them to be easily located and referred to by staff in subsequent years.

Appropriate procedures could include:

· use of agreed and annotated benchmarks of student evidence (see 3. next page)

· strip marking

· common marking

· use of a common marking schedule

· check marking of a sample of assessed work

· combinations of these

16
3. It is the responsibility of each HOD to ensure that agreed benchmarks of student evidence are kept in the department and are annotated to explain decisions about standards, in order to facilitate quality assessment judgements. This includes material that has been nationally moderated. 

Such item banks will be developed and maintained for:

· Courses in the senior school

On either side of all grade boundaries for all standards assessed

· Courses in the junior school

To indicate performance at Developing, Basic, Proficient and Advanced for Curriculum Levels 3, 4, 5 and 6 for each Achievement Objective.

4. No final grades for internal assessments will be released to students until an assessment and quality assurance cycle is complete, as indicated by the HOD or TIC.

External Moderation

There will be an external check of all internal assessments carried out by Rosehill College for NCEA, in order to ensure national standards are being applied. This involves a partnership between the college and NZQA. The process is:

· Each year up NZQA will select standards to be externally moderated
· For each Achievement Standard chosen, eight samples, and for each Unit Standard, 4 samples, of marked student work and related assessment materials will be checked 

· There will be one submission date for all material from the college

· External subject specialist moderators will check that the assessment is at the national standard and NZQA will provide feedback to departments and senior management about the quality of the assessment material

· HODs must ensure that all changes required and/or recommended by the external moderators are addressed and  must retain all external moderator’s reports for future reference by staff in the department 

· It is the responsibility of the Rosehill College Quality Assurance Group to check that any required changes identified in the external review have been addressed, in order to improve the quality of the assessment for the next use of the assessment

· The Principal’s Nominee for the college is responsible for the administration of external moderation requirements.
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Retention of Student Work

1.
Student work cannot be returned until internal quality assurance cycle is complete, as indicated by the HOD or TIC.

2. Departments must hold student evidence for NQF internal assessments until notification by NZQA of requirements for external moderation.  After that, work that is not required may be returned to students.

3. In situations where a group of students will do the ‘same’ internal assessment as a previous group, departments must employ procedures that ensure the authenticity of student work, such as the use of a different context.
Gathering Further Evidence: Further Assessment Opportunities
Refer http://www.nzqa.govt.nz/publications/circulars/secqual/docs/2009/further-assessment-consult.doc for NZQA draft guidelines on Further Assessment Opportunities.  These will be incorporated for 2010.
· Individual departments will specify on their Student Course Assessment Statement the standards that will and will not have a further assessment opportunity.

· Students may have one further assessment opportunity for an achievement standard as long as that is feasible, manageable and does not compromise the learning process.
· Students may be provided with multiple further assessment opportunities for a unit standard, as long as that is feasible, manageable and does not compromise the learning process.
· Further assessment opportunities may be of the following forms:

· students complete a completely new task for a standard they have previously attempted. 

· teacher-student conferencing to clarify minor errors
· further written evidence to correct or to provide clarification
· documented observation of  the standard being met

· a naturally occurring opportunity as part of the remainder of the course
· If, as a result of an informed, holistic professional judgement, which takes into account both the assessment schedule and the achievement standard, it is decided that a minor blemish is preventing the student from achieving a higher grade. This judgement must be confirmed as a result of the moderation process
· Students will receive their original submissions after marking, which will indicate the parts that do not meet the standard. Errors may be indicated but not corrected. Students will be given a reasonable opportunity to revise the knowledge required to meet the standard before the further assessment opportunity occurs.
· Following a further assessment opportunity, a student can achieve the full range of available grades. This means that as a result of a further assessment opportunity, a student may improve upon a grade they have previously achieved.
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Absence 

From an Internal Assessment

The annual Rosehill College Assessment Statement will inform all senior students of the procedures to be followed when someone is unable to complete an internal summative assessment because of an absence which is out their control. These procedures are:

1. Absence from an internal summative assessment, which is outside the control of the student, such as illness, bereavement, an emergency or an important event, the date for which cannot be changed and in which the student has an important role, must be explained to the school before the day of the assessment event or due date. The student is to collect a pink Approved Absence From Internal Assessment slip from the Student Office. The student is to take this slip to the teachers concerned before the absence. Activities such as going for a driver’s licence, an appointment with the dentist or on holiday are considered within a student’s control and hence do not qualify the student for a pink slip for any internal assessment missed.
2. If the illness or emergency occurs on the day of the absence, the parent/caregiver should phone the Head of House on the day of the assessment. On the day the student returns to school, they must collect a pink slip from the Student Office and take it to the teacher whose assessment has been missed. The teacher will then make arrangements, if practicable, for the student to complete the assessment.

3. The student must take the pink slip with supporting written evidence/confirmation of the reason for absence to the Head of House for verification. In the case of illness, this means a medical certificate. If the reason for the absence does not meet the approved criteria, then the credits for the assessment will not be awarded, and the HOH notifies the teacher and HOD.

4. If the student does not present the pink slip to the teachers concerned, either before the assessment event or at the first class after the student’s return, there will be no further assessment opportunities for the missed assessment. Upon receiving notification of verification and approval of the absence from the Head of House, via an official pink form and entry in the ‘Approved Absences’ electronic folder on T drive, the classroom teacher concerned will, if feasible, provide another internal assessment opportunity either in the student’s own time or, in cases where another opportunity is planned, in class time. 

     Since student evidence is required to make a judgement about performance in an achievement standard or unit standard, the student must complete a task that assesses the standard expressed in the achievement or unit standard in order to attain that award. Hence, no teacher is able to give assessed grades based on different work. 

From an External Assessment

· In order to be able to respond to applications for compassionate consideration, all teachers of NCEA courses will maintain complete records of student achievement in both formative and summative assessments, in terms of the requirements of each Achievement Standard or Unit Standard.

· These records will be kept in departments until the end of Term 1 of the following year.
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Late Work

The following guidelines will be published in the Rosehill College Assessment Statement to senior students at the start of each year:

1. A student seeking an extension beyond the deadline specified on the assessment task must do so prior to the deadline.

2. This extension should be sought in writing. 

3. The extension will be sought from the subject teacher who will consult with the HOD.

4. In the interests of consistency and fairness to all students, generally an extension will only be granted when the reason for lateness is out of the control of the student.

5. Work for a standard that is handed in after the deadline specified on the assessment task without permission, will not be eligible for assessment.

Authenticating Student Evidence

It is the responsibility of each HOD to ensure that, for each summative assessment that contributes towards a qualification, procedures are specified to enable teachers to verify the authenticity of student evidence. 

Such procedures will be appropriate to the particular task. 

These procedures could involve: 

· vigilant teacher supervision of an ‘ in class’ assessment 

· conducting an assessment in test-type conditions – desks apart, no talking, no reference to books or notes

· supervised stages/milestones in an assessment – various stages may be assessed along the way

· teacher-student conferencing

· changing the context of an assessment from one year to the next

· retaining student work so that it cannot be copied

· collecting in notes taken and handing them out again for writing up
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Breaches of Conduct
The school will investigate any allegation that a student or any other person has been guilty of any dishonest practice or any other breach of conduct including but not limited to:
a. failure to follow instructions 
b. influencing/assisting/hindering students or disrupting the assessment 
c. dishonest practice by a student - a student or any other person who may have assisted the student
i. attempt to dishonestly or fraudulently access information or materials not permitted in the assessment,

ii. access information or materials or other help from another person

iii. altered assessment materials prior to seeking a review or reconsideration

iv. any other practice that might result in an advantage to the student
d. performance based authenticity - a student is reported to have submitted material for assessment that is not their own, or is not verified as their own, whether dishonestly, fraudulently or unwittingly 

e. impersonation - a person is reported to have impersonated or dishonestly claimed to be a student entered for a qualification. These procedures apply to the alleged impersonator, to the student who has allegedly been impersonated, and to any other person who may have assisted or concealed the impersonation
1. Suspicions of breaches of conduct in summative assessments will be referred to the HOD concerned for investigation.                                                                                                                            
2. If proven, the student breaching the conduct will receive no credit for that assessment. 

3. If it is shown that another student took part in the breach of conduct, then that student will receive the same penalty.  

4. The Head of House will notify parents/caregivers of the incident and the penalty.

5. Appeals relating to breaches of conduct are to be made to the Deputy Principal responsible for school-wide Assessment, who will make the final decision.

Appeals

All senior students will be informed of the procedures for making an appeal about the marking of an assessment in the Rosehill College Assessment Statement issued at the beginning of the year. 

These procedures are:

1. The classroom teacher will give students the opportunity to check the marking of an assessment.

2. Either party may refer a dispute about the marking of an assessment to the teacher in charge of the course and/or the HOD within 7 school days.

3. Either party may refer an unresolved dispute about the marking of an assessment to the Deputy Principal responsible for school-wide Assessment, who will make the final decision.
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Students may also appeal a ruling in the case of an absence or a breach of conduct, by making application to the Deputy Principal responsible for school-wide Assessment.
Common Assessments and Examinations

Common Assessments
· In cases of common assessments of up to one period in length, the assessment events for each class should occur on the same day, whenever possible. 

· Where necessary, it is the responsibility of the HOD to ensure: 

-
the security of the papers 

-
that there are clear instructions for the issuing and return of the papers. 

Examinations
· The term ‘examinations’ refers to a time period in the school calendar that is set aside for students to sit common assessments that take more than one period. 

These common assessments may include:

· summative assessments of internally-assessed standards for the purposes of awarding a qualification and reporting to students and parents/caregivers

· school-based summative assessments of student performance in achievement standards that are externally assessed for the purpose of reporting to students and parents/caregivers

· summative assessments of junior student performance against achievement objectives for the purpose of reporting to students and parents/caregivers

· For senior students, the examination period will occur towards the middle of Term 2 and at the end of Term 3. The dates will be published on the annual calendar of events.

· The examination timetable and arrangements for the security of papers during school-wide examination periods is the responsibility of the person responsible for examinations. 

Entries for Qualifications

· The college reserves the right not to enter a student for particular achievement and/or unit standards if the student fails to complete work set in class or to maintain full attendance, apart from explained absences.
· The administration and forwarding of entries for qualifications is the responsibility of the Principal’s Nominee and is carried out in accordance with NZQA requirements. This includes entries for Correspondence School students and students doing a course at school under the accreditation of another provider.
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Compassionate Consideration

· The administration and forwarding of applications for compassionate consideration is the responsibility of the Principal’s Nominee and is carried out in accordance with NZQA requirements.
Providing Special Assessment Conditions

Identifying Students likely to need Special Assessment Conditions

· Students likely to need Special Assessment Conditions should be identified by the HOD Learner Support as early as possible upon entry to Rosehill College through the following methods:

Parental notification

Contributing schools

School records

Teacher referral

Determining Eligibility for Special Assessment Conditions

· It is the responsibility of the HOD Learner Support to ensure that investigative testing is carried out for each identified student by either an independent educational psychologist or another qualified person / body. They will provide a written report to indicate that after a full assessment of the student, there is evidence of a learning difficulty or a medical need for the provision of specific Special Assessment Conditions. 

· Such evidence is to be provided annually, except in cases where the expert assesses that the student has a permanent condition.

· The HOD Learner Support will provide a letter explaining these requirements to the families of all identified students.





                   
Making Staff Aware of Students Requiring Special Assessment Conditions

· The names of students who are eligible for Special Assessment Conditions will be placed in a special read-only folder on ‘T’ drive, which can be accessed by all staff by the HOD Learner Support.

· In addition, the HOD Learner Support will notify all teachers of eligible students in writing at the start of a course.
Providing Special Assessment Conditions

· Special Assessment Conditions will be provided for eligible students for all internal and external summative assessments.

· It is the responsibility of the HOD Learner Support to ensure these conditions are provided for. 
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· Teachers of eligible students are to complete the relevant purple form provided in the staff pigeonholes when applying on behalf of a student for special conditions for an internal summative assessment.

· This form is to be given to the HOD Learner Support at least 7 days in advance of the summative assessment.

· Teachers will be notified that this is approved and organised by the HOD Learner Support who will return of a completed tear off slip on the purple form.

· In the case of external summative assessments towards national qualifications, eligible students will be required by the Deputy Principal responsible for Assessment/Principal’s Nominee to fill in an application form stating the subjects, dates and times when special assessment conditions are required. 

· The eligibility of the student for Special Assessment Conditions and the accuracy of the information provided will be verified by the Deputy Principal responsible for Assessment/Principal’s Nominee by checking each student’s examination timetable and through discussion with and sighting of the expert evidence provided by the student to the HOD Learner Support. 

· It is the responsibility of the Deputy Principal responsible for Assessment/Principal’s Nominee to complete the Special Assessment Conditions applications on line in the Provider’s section of the NZQA website by the specified due date.

· Reader / writer assistance will be provided by Teacher Aides, who will be trained to perform the role by the HOD Learner Support. 

· It will be possible for eligible students to practise with reader / writer assistance in Assessment of Learning situations. The HOD Learner Support is responsible for ensuring this is provided.
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Reader/Writer Request Form

NOTE:  Learner Support will try to accommodate your request.  There are times when we cannot be available at the time/date you have requested.  If this should occur then an alternate date may need to be set for the student to complete the assessment.  You will be contacted.

Student’s Name:  _____________________          Year Level:  _____

Course _______________

Assessment date: ______________

Requested by:  __________ (Teacher’s initials)

Please tick only one option:

(  Reader only
(  Writer Only
(  Reader and Writer

	What is the assessment covering?  (Write a very brief note)




Reader/Writer assigned:  ____________________

Separate accommodations have been booked in __________.

(------------------------------------------------------------------------------

(This portion to be returned to the Teacher when Reader/Writer has been arranged)

Student’s Name:  _____________________          Year Level:  _______

Course _______________
Date of assessment:  ________________

Reader/Writer assigned:  ____________________

Student is to report to ____________ with the assessment and other necessary equipment.
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Procedures for Parental Notification about Assessments

Types of Letters
There are five types of letters which staff can use:
Type 1
This letter informs parents that a student has failed to complete the work for a final NCEA internal assessment and has been awarded Not Achieved.
Type 2
This letter informs parents that a student has failed to complete the work for the first opportunity to achieve an NCEA internal assessment grade and that an improved effort is needed to ensure that the work for the next assessment opportunity is done.
Type 3
This letter advises parents of both juniors and seniors of concerns about the quality and quantity of a student’s work and the likely consequences on final grades if there is no improvement in effort and commitment.

Type 4
This letter advises parents of both juniors and seniors of concerns about the quality of a student’s work and the likely consequences on final grades if there is no improvement in effort and commitment.

Type 5
This letter in forms parents that a student either failed to attempt an examination or provided poor quality answers through lack of effort.
Process for Staff Use
1. Fill in details on the form relating to the type of letter to be sent to parents.
2. Hand the completed form to your Head of Department.
3. The Head of Department is to hand the form on to the Student Office Manager.
4. Student Office Manager will generate the letter on KAMAR, ensure the details are recorded under the student in the Pastoral section, send the letter out and pass the slip on to the relevant HOH.
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Parental Notification about Assessments
Type 1 Letter - informs parents that a student has failed to complete the work for a final NCEA internal assessment and has been awarded Not Achieved.
Process for Staff - Fill in the details below then hand this form to your HOD, who will pass it on to the Student Office Manager.
Student’s Christian and Surname:
Unit or Achievement Standard Number, Title, Level, Credit Value:
Task:
Subject & Year Level:                                                                          Teacher code:

Signed HOD:





Signed Student Office Manager:
Parental Notification about Assessments
Type 2 Letter - informs parents that a student has failed to complete the work for the first opportunity to achieve an NCEA internal assessment grade and that an improved effort is needed to ensure that the work for the next assessment opportunity is done.
Process for Staff - Fill in the details below then hand this form to your HOD, who will pass it on to Student Office Manager.
Student’s Christian and Surname:
Unit or Achievement Standard Number, Title, Level, Credit Value:
Task:
Subject & Year Level:                                                                         Teacher code:
Signed HOD:





Signed Student Office Manager:
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Parental Notification about Assessments
Type 3 Letter - advises parents of both juniors and seniors of concerns about the quality and quantity of a student’s work and the likely consequences on final grades if there is no improvement in effort and commitment.
Process for Staff - Fill in the details below then hand this form to your HOD, who will pass it on to Student Office Manager.
Student’s Christian and Surname:
Subject & Year Level:                                                                           Teacher code:
List of Overdue Work:
Signed HOD:





Signed Student Office Manager:

Parental Notification about Assessments
Type 4  Letter - advises parents of both juniors and seniors of concerns about the quality of a student’s work and the likely consequences on final grades if there is no improvement in effort and commitment.
Process for Staff - Fill in the details below then hand this form to your HOD, who will pass it on to Student Office Manager.
Student’s Christian and Surname:

Subject & Year Level:   

Date:                                                                        Teacher code:

Signed HOD:





Signed Student Office Manager:
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Parental Notification about Exam Assessments
Type 5  Letter - informs parents that a student either failed to attempt an examination or provided poor quality answers through lack of effort.
Process for Staff - Fill in the details below then hand this form to your HOD, who will pass it on to Student Office Manager.
Student’s Christian and Surname:

Subject & Year Level:   

Date:                                                                        Teacher code:

Signed HOD:





Signed Student Office Manager:
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TYPE 1 Letter

Dear Parent/Caregiver,

The purpose of this letter is to inform you that _____________________ has failed to complete the following internal assessment work by the specified due date.

Unit/Achievement standard: ________________________________________________________________________________________________________________________________________________

Task: ___________________________________________________________________

As a result, the student has been awarded a final grade of “Not Achieved” for the assessment.

This standard is an important component of the NCEA qualification in the subject of 

_____________________.  Hence, this student’s failure to complete this work is of serious concern.  However, since the course is made up of other unit/achievement standards, it is still possible for the student to achieve some success, as long as there is an immediate change in attitude and effort.

Please contact me at the college if you would like to discuss this matter further.

Yours sincerely

Head of Department





Subject Teacher
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TYPE 2 Letter

Dear Parent/Caregiver,

The purpose of this letter is to inform you that ____________________ has not achieved the following internal assessment work.

Standard: __________________________________________________________________________________________________________________________________________

Task: ___________________________________________________________________

There is another opportunity for the student to be assessed for this standard and s/he should heed the feedback given and seek further advice if necessary.

Please contact me at the college if you would like to discuss this matter further.

Yours sincerely

Head of Department
Subject Teacher
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TYPE 3 Letter

Dear Parent/Caregiver,

The purpose of this letter is to advise you of our concerns about the work of:

______________________ in ______________________.

This student is not submitting an appropriate quality and/or quantity of work.

The following work is overdue and must be submitted urgently:

________________________________________________________________________________________________________________________________________________________________________________________________________________________

If this student does not immediately improve their effort and commitment, the consequences for their performance in final assessments is likely to be serious.

For senior students this means that success in NCEA assessments is at risk.

As a parent, there are a number of positive actions you can take:

· Supervise the student so that all overdue work is completed immediately.

· Check daily what homework is due and that it is attempted.

· Keep a calendar on display to show the deadlines for assignments and dates for tests and exams.

· Review the student’s commitments so that sufficient time is available and used for study.

· Check with the Head of House, the Head of Department, or the subject teacher about the nature of work required or any concerns that arise.

Please don’t hesitate to contact me if you wish to discuss any aspects of this information.

Yours sincerely,

Head of Department



        Subject Teacher
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TYPE 4 Letter

Dear Parent/Caregiver,

The purpose of this letter is to advise you of our concerns about the work of:

______________________ in ______________________.

This student is not submitting an appropriate quality of work.


If this student does not immediately improve their effort and commitment, the consequences for their performance in final assessments is likely to be serious.

For senior students this means that success in NCEA assessments is at risk.

As a parent, there are a number of positive actions you can take:

· Supervise the student so that all overdue work is completed immediately.

· Check daily what homework is due and that it is attempted.

· Keep a calendar on display to show the deadlines for assignments and dates for tests and exams.

· Review the student’s commitments so that sufficient time is available and used for study.

· Check with the Head of House, the Head of Department, or the subject teacher about the nature of work required or any concerns that arise.

Please don’t hesitate to contact me if you wish to discuss any aspects of this information.

Yours sincerely,

Head of Department



Subject Teacher
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TYPE 5 Letter

Dear Parent/Caregiver,

In the recent school examinations for _________________________________, ________________________________________ in Tutor Group _________ either did not attempt the questions or provided very poor quality answers.

Since no effort had been made to prepare appropriately for this examination, we wish to advise you of our serious concerns about ________________'s attitude and effort.

The College reserves the right to enter students for the external examinations and also to withdraw students from particular subjects through our NZQA database.  If ___________________ wishes to sit the external examination for this subject at the end of the year, there will need to be a significant and immediate improvement in attitude and effort.

We have discussed this with _________________ and we would appreciate if you could too.

Please contact either the Head of House or Head of Department at the college if you would like to discuss the matter further.

Yours sincerely,

 Subject Teacher




Head of Department
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Assessment and Quality Assurance Review

Review of Assessment and Quality Assurance Practice

· It is the responsibility of HODs to ensure that all departments review their assessment and quality assurance schemes and procedures annually. Changes will be implemented as practicable, usually from the start of the following year.

· Each year, the Rosehill College Quality Assurance Group will conduct an internal review of the assessment and quality assurance practice of half of the departments in the college. The objectives, functions and responsibilities of this group are detailed in accompanying guidelines.

Review of the Assessment and Quality Assurance Guidelines

· It is the responsibility of the Board of Studies to review the Assessment and Quality Assurance Guidelines on an annual basis and to make recommendations to the principal. This review must address any issues or shortcomings identified in the Managing National Assessment Systems Report on Rosehill College which is carried out by NZQA.
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USING ASSESSMENT OF LEARNING TO IMPROVE LEARNING AND TRACK STUDENT PROGRESS 











The Pre-Teaching and Learning Phase





The criteria that describe the expected standard(s) for the learning outcome(s) for the next unit(s) of work are identified. These learning outcomes relate to knowledge, skills and/or attitudes.








Diagnostic assessment is carried out to establish the students’ status in terms of the criteria.

















The Culmination of the Teaching and Learning Phase





The student’s status at the end of the teaching and learning phase is measured by the summative assessment(s). The criteria that were identified in the pre-teaching and learning phase are applied.





The results of the student’s achievement in this summative assessment(s) are recorded in terms of departmental requirements for recording achievement against curriculum levels.  





The Teaching, Learning, Assessment of Learning and Feedback Phase





In the unit(s) of work, the knowledge, skills and attitudes are taught and developed. 





Sufficient and, where appropriate, a variety of Assessment of Learning activities are provided for students to practice and demonstrate their acquisition. These may be formal or informal events. 








Teachers use the information gathered to identify any areas needing special attention and to monitor each. student’s progress towards the expected standards for the learning outcomes for the unit(s) of work.








Specific feedback is provided to each student on their progress towards the expected standard(s) and the next steps to be taken. 











The department scheme specifies how this information is used to identify students either at risk of not achieving or not achieving and teaching and learning strategies that can be implemented to address particular needs.





‘Simply weighing the pig doesn’t make it heavier’
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