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In line with the school’s mission statement the aims of this policy are to

Bebington High Sports College
Assessment Policy

Mission

empower everyone to have high expectations and encourage high level

performance, are to-encourage-and-guide-our-pupils, striving-always-for

enabling them to achieve their potential as lifelong learned citizens.

2

Aims

This policy and associated procedures for implementation outlines the
school’s strategy to ensure the highest quality in assessment. The policy
recognises the importance of assessment, identifies responsibilities of staff at
all levels and incorporates procedures in implementing assessment.

The purpose of assessment is:

To identify the positive achievements of each student and the areas of
their work that needs to be improved. It involves both formative and
summative assessment. Formative assessment is aimed at recognising
the positive achievements of each student and identifying the areas of
their work that need to be improved . Summative assessment, which
takes place at least once a term, enables the tutor and student to know
how the quality of a student’s work relates to the standards of external
awarding bodies and help students to set their targets.

To further identify learning and additional support needs so that
appropriate help and guidance can be provided. Assessment can also
identify which students would benefit from more challenging work.

To enable the tutor and student to know how the quality of a student’s
work relates to the standards of external awarding bodies.

To inform the process by which students targets are set for attainment.
To allow tutors to evaluate students’ understanding and progress and
decide whether the way courses are taught and managed needs
refinement or modification.

In particular we aim:

To help students understand how they will be assessed and how their
overall progress will be monitored and to encourage them to evaluate
their own performance in order to achieve their personal targets.

To provide a framework which both allows students to take
responsibility for their own work and at the same time underlines the
importance of meeting deadlines and fulfilling commitments.

To ensure that central records are kept of the standard to which each
student is working each term, and to enable this to be compared to a
guideline grade for each student based on previous achievement.

To ensure that assessment, internal verification and moderation
procedures and practice follow regulatory body requirements.
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e To do our best to ensure that students’ work is free from plagiarism and
that bad practice is avoided.

e To ensure that those with a legitimate interest, such as parents, are
informed clearly and regularly of students’ progress.

e To support tutors and teams by making available appropriate staff
development and resources, and by encouraging shared good practice
across curriculum areas.

e To obtain feedback from students to check how the policy is working as
part of the quality assurance system.
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3

Feedback and Marking

In order to meet the aims of the assessment policy it is essential that
assessments take place to provide quality feedback to pupils and information
to teachers. These assessments may be in many forms:

Written comments from a teacher

Written comments from the pupil

Written comments from another pupil

Discussion between teacher and pupil

Discussion between pupils

Exposition from the teacher to a group or class of pupils

(see also the assessment policy)

Teachers should follow these guidelines when providing marks or feedback to
pupils:

Attainment feedback — teachers should feedback attainment to pupils with
reference to each |nd|V|duaI pupil’s target Ievel Herthosesess et

subjectfor-the-end-of the-year-or key-stage-and-thatit-is-this-agamstwhich
judgements-are-being-made}-Teachers should then use their professional

judgement to determine whether a piece of work is in line with this target
and use one of these marks in circles to indicate this to the pupil:

1) this work indicates that the pupil will exceed their target

(=) this work indicates that the pupil will meet their target

(1) this work |nd|cates that the pupll will fail to meet their target

Attainment grades — the above statement indicates that in the vast majority
of cases no individual piece of work should receive a NC level or
examination related grade, after all very few pieces of work would actually
cover all of the assessment criteria at any one level. Large scale pieces of
work such as mock exams or coursework would be exceptions to these and
reference could be made to explicit grade levels, however reference should
still be made to targets and the indication the result gives to meeting that
target. Specificattainment-levels-will be-reported-to-pupils-and-parents-at
the-times-of reporting-and-onceperterm-T0 enable pupil progress to be
tracked by teachers, heads-of departmentssubject co-ordinators and years,

| Assessment PolicyDraft-assessmentpolicy—Juan-2004Jan-06 -6-



one of the above symbols will be collected electronically and recorded
centrally once per term. Additionally one grade/level will be similarly
collected once per year.

e Target Minimum Grades: TMGs are used to inform and monitor pupilsas <« [Formatted: Bullets and Numbering

they progress through externally accredited courses. Assessed work forms
a major part of a teacher’s judgement of progress towards Target Minimum
Grades. The use of the arrow system described above supports this

process.

¢ Challengefaspirational grades for pupils on externally accredited courses:
teachers refer reqularly to aspirationalchallenge grades above the TMG,
which they feel their students are capable of achieving. These are
expressed in a commentary, with more long-term, developmental targets,
for example “with wider reading and closer detailed analysis, you are

”

capable of achieving....”.

sTests — where an exercise consists of pupils answering a series of equally
weighted questions (e.g. a spelling test) then teachers may use their
discretion to put a mark out of the total (e.g. 7/10). They should though
remember that all feedback should be related to clear assessment criteria
and that such a mark clearly does not. Also research shows that pupils will
be far more concerned with getting 7/10 than the implications of this. It
would therefore be advisable to add a comment relating to the assessment
criteria for the test and/or ensure that follow up corrections take place.

. « [Formatted: Bullets and Numbering
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¢ Effort — no grading should be made of effort on pupils” work as this will
distract them from the key focus of learning. Teachers may, however, wish
to make their own records of pupil effort in their mark book. Teachers
wishing to praise good effort should use the rewards system or verbal
praise._Where poor effort is detrimental to a pupil’s learning teachers may
comment upon this.
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¢ Where presentation does not conform to school policy and is detrimental to
the quality of the work then a teacher may selectively make comment upon
this. Teachers should ensure, though, that the overall aim of their
comments is focussed on learning.

¢ All marking and feedback should be against clearly defined assessment
objectives that will have been shared with pupils.

¢ Comments to pupils should try to follow a three point framework (PIN) —

Praise of good points within work. This should be related to the assessment
criteria (e.g. paragraph 2 is good as it shows you have empathised with the
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character, rather than good) or to previous suggestions for improvements or
next steps.

Improvements that could be made to the current piece of work. These
should be fairly immediate and relate to criteria that pupils have already tried
to meet, indicating how small improvements in aspects of the work might
improve the overall quality. Clearly teachers need to consider how pupils can
be given the time to make the improvements suggested. These may be
though of as short term targets.

Next steps to be taken in the longer term. This may be where a pupil has
met a set of objectives and a teacher indicates some new objectives for the
pupil to consider in the future in similar pieces of work. These may be thought
of as medium to longer term targets.

Within the latter two sections the number of comments should be kept small
(maybe 2/3) as pupils are unlikely to be able to assimilate large numbers of
suggestions.

¢ Comments to pupils on Improvements and Next steps should be clearly
focused, related to assessment criteria and indicate how to make the
progress indicated. They should wherever possible be SMART (specific,
measurable, achievable, realistic, time limited).

«\Where pupils meet targets that have been previously set these should be “
praised and noted.

¢ In reviewing a pupil’s written work a teacher may determine that further
scrutiny would not provide any suitable feedback (PIN) to the pupil against
the assessment objectives for the work. This might be because discussion
or feedback on the work has already taken place. In such an instance the
teacher should acknowledge the work with a single tick.

¢ Where written comments are given to a pupil, the teacher should ensure
that time is given for the comment to be read and acted upon.

¢ A teacher’s record of assessment data should consist minimally of the
attainment marks (1¥ etc) given to pieces of work. They may, for their
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own or departmental purposes, find it useful to record levels or grades for
specific pieces of work (bearing in mind comments above). Additionally it
should be recognised that most of the assessments will now lie in the
possession of the pupils and teachers may seek systems that enable them
to have easier access to some of the key comments and assessments
made.

4 Roles of key personnel

Teachers will:

° Keep a record of the academic targets of their students

° Record sufficient data of their assessment of each student to enable
them to write reports and provide feedback on a student’s progress.

° Share assessment criteria with students.

o Ensure time is given to allow students to reflect and respond to feedback+« —( Formatted: Bullets and Numbering

given.

° Mark students’ work in accordance with the policy, in particular using
targets for improvement and measuring progress against academic
targets.

. Inform heads-of departmentsubject co-ordinators / parents when they
have cause for concern about the progress of a student.

o Follow the guidelines in this policy.

HeadsofdepartmentSubject co-ordinators will:
. Ensure that members of their department adhere to the policy by
periodically sampling the marking of teachers.

o Provide schemes of work that clearly identify key assessment « [ Formatted: Bullets and Numbering

opportunities.

° Through the teachers in their department monitor the progress of
students in each year as a whole and work towards meeting
departmental academic targets.

° Support teachers -and students in their department when students are
underachieving.

Leadership team will:

° Monitor the adherence of teachers to the policy by periodically sampling
the marking of students’ work from all departments.

. Through heads-ofdepartmentsubject co-ordinators monitor the
academic progress of cohorts and work towards meeting whole school
academic targets.

5 Assessment Practices

Coursework/Portfolio work Issues: Deadlines and standards moderation
Clarity on when coursework deadlines fall in the year and the importance of
meeting them benefits all members of the school. For the purpose of this

policy, coursework is defined as any piece of work which contributes to the
final mark or grade of a course undertaken at the school.
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All students must meet coursework deadlines set and published by the school.
A calendar of coursework deadlines for the year will be published by the end
of September.

For long projects and individual studies, interim deadlines must be built in to
help students structure their work and to provide the necessary guidance and
supervision. Failure to meet these interim deadlines may be treated in the
same way as a failure to meet final deadlines.

In all subjects where there is more than one tutor assessing work internal
standardisation must take place involving all involved with that unit. The work
of all assessors across the mark range needs to be sampled. There should
be an indication on the work sampled that standards moderation has taken
place.

Teams must exchange work and discuss standards during the marking
process as well as at the end both to support assessors and aid consistency.
Internally moderated coursework marks will be provided to students
(otherwise students are not sure how well they have performed or whether it is
worth doing another assignment where that option exists), however students
need to be reminded that all marks are subject to external moderation.

6 Internal Verification Procedures

Internal Verification of BTEC and other vocational programmes
Internal verification will normally be co-ordinated by the subject co-ordinator
for the course. Familiarity with the content, structure and assessment
requirements of the vocational course is essential.

The internal verifier for the course will support assessors by offering guidance
and advice on a regular basis and facilitate ongoing staff development and
training for assessors.

Subject teams must meet once each term to standardise marking and time
needs to be set aside for this. The deadline dates for submission, assessment
and internal verification must be included in the scheme of work.

Internal verifiers must

e establish procedures to develop a common interpretation of standards
between assessors;

e sample evidence of assessment decisions made by all assessors to
monitor and ensure consistency in the interpretation and application of
standards within the team.

e establish record-keeping systems and documentation used for
assessment and internal verification;

e co-ordinate, review and agree assessment decisions with the
assessors and external verifier.
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Where an assessor is also the internal verifier, their work must be internally
verified by a different member of staff.

The school’'s BTEC Quality Nominee will ensure that internal verification has
taken place as part of the school’s quality assurance programme.

7 Academic misconduct and plagiarism

It is the responsibility of teams to explain to students what constitutes
plagiarism in their courses and the seriousness of the issue. Tutors should be
on the look out for plagiarism and guard against it. Students need to know
that this will be done.

Students need to develop the habit of acknowledging sources through
footnotes and bibliographies, lists of sources and acknowledgement of
assistance.

Awarding bodies regulations on academic misconduct and plagiarism will be
followed. All coursework must be authenticated as original by the student and
the tutor. The school cannot authenticate work it does not believe to be
original.

If a tutor suspects plagiarism or academic misconduct has taken place it must
be acted upon. The subject co-ordinator should be informed who in turn may
wish to consult the exam secretary or deputy head curriculum before
confronting the student.

If plagiarism or academic misconduct is discovered prior to the date for final
entry, the subject co-ordinator should resolve the matter internally and, in
consultation with the exam secretary and deputy head curriculum, decide
whether or not to submit work for that unit.

Where work leans too heavily on a source but stops short of plagiarism this
should be reflected in the mark awarded and the comments made on the
work.

If plagiarism is detected early enough it may be possible to submit a
replacement assignment, but none of the work which contributed to the
misconduct must be submitted.

If plagiarism is discovered at a late stage and the work of a student cannot be
authenticated then no mark should be given for that work and no work will be
submitted for that unit or part of a unit. Where possible a meeting with the
student should take place and the student will be informed of the appeals
procedure. A letter will go to the student and to their parents with a copy
placed in their file.

Refer also to the Internet usage policy that is signed by all students.

8 Internal Assessment Appeals Process
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This process applies to GCSE and GCE coursework, and to internally
assessed components of other externally certificated courses (BTEC, DiDA
etc.)

Students are to be made aware of the policy in conjunction with information on
courses and coursework deadlines, and reminded when coursework
authenticity is verified.

Examination candidates with concerns about procedures used in internally
assessing their work should firstly raise their concerns with the teacher
concerned, or the appropriate course co-ordinator. If this does not resolve the
issue the following procedure should be followed:

The candidate should see the Examinations Officer who will make a record of
the concerns raised and will refer these on. This should be carried out as early
in the exam cycle as possible, and no later than one week before the final
written exam in the subject concerned. (where applicable)

The appeal will be brought to the attention of the Headteacher, who will
arrange for a senior member of staff and another member of staff not involved
in the assessment of the work to conduct an enquiry. The teacher involved in
the assessment will be informed of this and asked for their observations in
writing. The candidate will be informed in writing of the outcome of this
enquiry.

If the candidate is unhappy with this written response they will be given the
opportunity of a personal hearing with the staff who have conducted the
enquiry. The candidate may be supported in the presentation of their case by
a parent or friend.

A written record of all appeals will be kept in the Examinations Office. This will
include a record of the outcome, including the reasons for the outcome. A
copy will be sent to the candidate.

The school will inform the relevant Examination Board of the outcome of any
appeal which has implications for the issue of results.

The form for the appeals process is appended to this policy.
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Bebington High Sports College

Internal Assessment Appeals

Student Name:
Form:

Subject:
Level:

Concerns raised:

Signatures: (exams officer)

(student)

Date:

Comment on the concerns:

Result of the appeal:

Appeal conducted by:

Sgned: Date:
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