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Recording and Storing Achievement Data is an Integral Part of the Teaching and Learning Process
The recording and storing of achievement data is an integral component of the Cycle of Teaching and Learning at Rosehill College:

Cycle of Teaching and Learning
Achievement Objectives are selected

(
Specific Learning Outcomes are developed

(
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, Formative Assessment 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 on a N, A, M, E scale for senior students

and on a D, B, P, A scale at curriculum levels for junior students
(
Achievement is reported to

Individual Students/Parents and

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

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

(
The Course is Reviewed in the light of the Assessment Results
Purposes of these Guidelines
The implementation of the following guidelines and procedures will enable us:

· To input achievement data electronically into a central, school-wide data-base on KAMAR that can be used to generate reports for individual students and their parents/caregivers.

· To use this central data-base on KAMAR to generate other statistical reports on the progress and achievement of groups of students against particular achievement objectives both to report to the BOT/school community and to monitor and evaluate student progress and achievement over time.

· To ensure that all student achievement data is stored in a central school-wide database from which entries and internal results for national qualifications can be forwarded by electronic file directly to NZQA for the purposes of awarding national qualifications.
General Guidelines

· There will be a school-wide database for the recording and storing of achievement data.

· Summative achievement data for all students and all courses at Rosehill College will be recorded and stored on this central, school-wide database. 

Procedures for Setting up Markbooks for the Recording of Achievement Data on KAMAR
1. It is the responsibility of Heads of Department to provide the Deputy Principal responsible for Assessment with the short and long titles for each Achievement Objective assessed in each subject and to ensure that the KAMAR Administrator has recorded them accurately in the Markbook section of KAMAR.  (see proforma for HOD completion on page 4)
· Since the long titles will be used to report to individual students and their caregivers/parents as well as the Board of Trustees/school community, they should be easily understood. This may mean that the wording of an Achievement Objective assessed in a junior course must be simplified and likewise a Standard title assessed in a senior course. 

For example, the title of History Standard 1.6 reads:

Describe the identity of people(s) in a New Zealand historical setting

It could be simplified to read:

Describe New Zealanders’ Identity

2. It is the responsibility of Heads of Department to provide the Deputy Principal responsible for Assessment with the standard numbers, titles, versions and levels assessed in each subject and to ensure that the KAMAR Administrator has recorded them accurately in the Markbook section of KAMAR.  (see proforma for HOD completion on page 4)
3. Achievement data from formal formative assessments may be recorded and stored in Set F of the Markbook section on KAMAR for tracking progress. In such cases, Heads of Department must ensure that the titles required by the department are supplied to the KAMAR Administrator and entered accurately. 

4. It is the responsibility of Heads of Department to specify in the Assessment and Quality Assurance Scheme for a course the procedures department members are to follow for the recording and storing of achievement data at the department level in the Markbook section KAMAR.

Subject Markbook and NCEA Details 20__
Subject and Year Level:  …………………….

1.  Standards – used for entering students for qualifications and sending final results

	Level
	Number
	Version
	Full Official Title
	Credit Value

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.  Achievement Objectives – used for recording and reporting student achievement

	Code
	Title for Reports – Term 2
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2.  Achievement Objectives – used for recording and reporting student achievement to parents/caregivers


	Code
	Title for Reports – Term 4

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3.  Attitudes – used on all reports

	1  Attitude

	2  Punctuality

	3  Homework (optional for junior PE only)

	4  Equipment 

	5. Periods Absent


Recording Achievement Data on KAMAR 
1. The grades used to record and report student achievement will be common throughout the college.
2. In the Senior School, a student’s achievement will generally be indicated by the use of grades:  N A M E.  
· In the ‘School Columns’, these refer to the following school reporting descriptors:

E = achieving excellence at the course level
M = achieving merit at the course level
A = achieving at the course level
N = not yet achieving at the course level

V = standard not assessed

F = absent
· In the ‘Legal Columns’ these refer to the following NCEA descriptors:
E = achieved with excellence 
M = achieved with merit 
A = achieved 
N = not yet achieved
3. In the Junior School, a student’s achievement will generally be indicated by the use of grades:  D B P A, in conjunction with the curriculum level at which the class or student is working 
· In the ‘School Columns’, these refer to the following school reporting descriptors:

A = achieving an advanced level within the curriculum level 

P = achieving a proficient level within the curriculum level 

B = achieving at a basic level within the curriculum level

D = developing at the curriculum level
N = not yet achieving at the curriculum level

V = standard not assessed

F = absent

4. The input of achievement data into KAMAR:

· can be done directly by teachers and/or the KAMAR administrator. 
· should be updated as soon as grades have been moderated and confirmed by the HOD.  It is the responsibility of the Head of Department to ensure this is done.

· must be updated in accordance with NZQA deadlines, issued in Term 1.

· will be done for courses offered under another provider’s accreditation and for correspondence school courses and HODs must ensure students verify these records(see over).

Backup of Achievement Data on KAMAR


Achievement data on KAMAR will be backed up each evening by the computer technicians and held on separate tapes. These are renewed on a weekly basis.
Checking and Verifying the Accuracy of Achievement Data Recorded in the ‘Legal Columns’ on KAMAR for the purpose of National Qualifications
There is a common procedure to be followed by all departments to ensure the accuracy of recorded results for national qualifications. The Privacy Act (1993) contains the following principles which have a bearing on these procedures:

-
Individuals should have access to information about themselves.

-
The accuracy of personal achievement information should be checked before use. 

· Students studying courses leading to national qualifications will maintain their own record of their summative assessment results, on a form provided by the department.

· Teachers will ensure that students have the opportunity to check the accuracy of their results after each summative assessment activity is marked and returned.
· Once the results of a summative assessment that contributes towards a national qualification have been entered electronically in the ‘Legal Columns’ on KAMAR, it should be checked for accuracy by the subject teacher, who must also ensure that any required amendments are accurate too.
· Once the results of a summative assessment that contributes towards a national qualification have been entered electronically in the ‘Legal Columns’ on KAMAR and checked by the subject teacher, each student will sign a printout provided by the HOD to verify the accuracy of the recorded result. 

· The signed printouts of the recorded results will be stored in departments until the end of the appeal period of a national qualification cycle – or by the end of Term 1 of the following year.

Review of the Recording and Storage of Achievement Data Guidelines and Procedures
It is the responsibility of the Board of Studies, to review the Guidelines for Recording and Storing Achievement Data on an annual basis and to make recommendations to the Principal. 
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