
	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.1
	Co-ordinated Planning of Assessment

	Purpose:
	To describe how the assessments associated with a programme of study will be planned and integrated where possible and co-ordinated across a programme of study to ensure that Learners are given the opportunity to maximise the value of their assessments.


Staff involved:         Programme Co-ordinator, Assessors, FE Support Officer

	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	FETAC Assessors will all receive training in assessment including:

· preparing briefs and marking schemes

· preparing examinations, marking schemes and solutions
	FE Support Officer 

Programme Co-ordinator
	Notes and copy of Powerpoint slides 
Sample briefs and marking schemes

	Meetings will be held between all Assessors delivering on the same programme of study. The Programme Co-ordinator will facilitate the agreeing of when each assessment will take place over the course of a programme
	Assessors facilitated by the Programme Co-ordinator
	Agreed timetables for each programme of study detailing the date for each assessment deadline, the assessment technique to be used and the weighting of that assessment

	The agreed assessment timetables will be made available to all Learners and Assessors
	Programme Co-ordinator
	Copy of the timetable kept on file. Also copies of the timetable in the staff room and Learner common rooms, in addition to being distributed to all Learners and Assessors

	Meetings will be held between Assessors working on the same programme of study who are delivering modules that may accommodate the integration of delivery and assessment
	Assessors facilitated by the Programme Co-ordinator
	Drafts of assessment briefs.

Final and agreed integrated briefs produced by the Assessors, in consultation with the Learners, where appropriate

	** Under Quality Assuring Assessment, an assessment plan is a requirement of FETAC
	Assessors facilitated by the Programme Co-ordinator
	Assessment plan for each programme of study offered by the Centre


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Programme Co-ordinator.
	At the end of a programme of study.
	Consultation with and feedback from the Assessors and Learners.

Feedback from the External Examiner re: any difficulties or problems with the briefs used for the integrated assessments.


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.2
	Information to Learners

	Purpose:
	To describe how Learners will access information necessary for them to successfully participate in assessment and ensure that they are clear on their responsibilities and can successfully participate in the programme and the assessment of a programme.  


Staff involved:          Centre Co-ordinator, Programme Co-ordinator, Assessors, Learners
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	Information on assessment will form part of the induction information for Learners.  The following will be clearly outlined:  

· what responsibilities the Learner has throughout the assessment process. These responsibilities will include:

· handing up assessments by the agreed deadline

· guidelines for the minimum acceptable attendance in class

· the importance of confirming work is one’s own

· the importance of being present for examinations

· acceptable behaviour in examinations

· respect for the work of other Learners
· what are the repercussions to the Learner if these responsibilities are not met

· what are the roles and responsibilities of the Assessors in the assessment process

· under what circumstances, if any, can a Learner repeat an assessment

· the steps to be followed when a Learner is eligible to repeat

· what avenues are open to a Learner who wants to appeal his/her result

· what key dates are associated with appealing a result
· what special accommodations may be implemented for a Learner
· how/who can access special accommodations

· what work, submitted for assessment for certification will be returned to Learners
· how long will assessment material be held by the Centre after the appeals time has elapsed

· what action will be taken with work that is not collected by the agreed date, after the appeals period has elapsed
	Assessors
Programme Co-ordinator 

Learners
Centre Co-ordinator/ designate 
	A signed Centre/Learner agreement

Feedback from staff 

Copies of the Procedures B6.3, B6.4, B6.9



	· ** Under Quality Assuring Assessment, any consequences for the late submission of work will not interfere with the marks awarded to the Learner. Once the Learner’s evidence is accepted by the Tutor it must be marked and graded in accordance with the standard for the award. The marks and grade awarded will be determined solely on the basis of the evidence submitted

Assessors, in discussion with the Course/ Programme Co-ordinator can refuse to accept evidence from Learners after a deadline has passed, subject to compassionate considerations and extenuating circumstances though
	Centre Co-ordinator
Programme Co-ordinator

Assessors
	Note taken of work that is not accepted by the Assessors because of late submission

	· ** Under Quality Assuring Assessment, Learners who have been prevented from undertaking a specific assessment activity or who feel their performance is seriously impaired because of exceptional circumstances may apply to the Centre/ Programme Co-ordinator to defer the assessment and be allowed to complete the assessment activity on another occasion or to request an extension to a deadline.

Examples of circumstances that may be considered by the Centre/ Programme Co-ordinator are:
· A physical injury or emotional trauma

· A physical disability or disabling condition

· A recent bereavement of close family or friend

· Severe accident

· Domestic crisis

· Terminal illness of a close family member

· Other extenuating circumstances

The decision of the Centre/ Programme Co-ordinator should be communicated to the Learner as soon as is possible


	Centre Co-ordinator

Programme Co-ordinator

Learners
	Letter requesting compassionate consideration from the Provider
Minutes or notes from meetings held to discuss the matter

Decision communicated to the Learner




Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Programme Co-ordinator and Assessors.
	Ongoing review of the success of the agreement.
	Review of Evidence generated


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.3
	Security of Assessment Related Processes and Material

	Purpose:
	To describe how the security and integrity of assessment materials, assessment processes and Learner work are maintained throughout a programme of study.


Staff involved:         Centre Co-ordinator, Programme Co-ordinator, Assessors, Examination Supervisor, Learner
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	Copies of briefs and marking schemes will be kept by the Centre/ Programme Co-ordinator in a secure location and will be made available to the External Examiner when requested
	Assessor
Programme Co-ordinator
Centre Co-ordinator
	Copies of all briefs and marking schemes 

	Copies of examination papers, marking schemes and outline solutions will be kept by the Centre/ Programme Co-ordinator in a secure location and will be made available to the External Examiner when requested.
	Assessor 

Programme Co-ordinator
Centre Co-ordinator
	Copies of the examination paper, marking schemes and outline solutions

	Where an examination is used as the technique an attendance roll will be devised. All Learners will be required to sign the roll and a check will be carried out at the end of the examination to ensure the number of signatures on the roll matches the number of scripts handed up. The exam supervisor will then also sign the roll to confirm that everything is in order before giving it to the Programme Co-ordinator for safe keeping
Please Note: Examination papers must be sight unseen
	Exam supervisor

Programme Co-ordinator 
	Attendance roll

	When a Learner submits work,  receipt of same will be recorded by the Assessor 
	Assessors
	Record of acceptance of assessment material from the Learner

	Completed and submitted assessment work will be stored in a secure location (provided) throughout the assessment process, i.e. once submitted by the Learner, the marking of work, the completing of the Individual Candidate Marking Sheets, the submitting of the marks and grades through the WCES, the visit of the External Examiner and up until the final date for appealing a result has elapsed
	Assessors 
	Storage

	Dates during which a Learner can appeal a result will be highlighted to all Assessors and Learners (see B6.2). 

If a Learner insists on taking his/her assessment material out of the Centre before the appeals time has elapsed or modifies the work in any way, that Learner will sign a declaration attesting to the fact that s/he waives any right to an appeal.
	Programme Co-ordinator, Assessors 


	Copies of notices informing Learners of appeal dates

Copies of the signed declaration 

	Learners must attest to the fact that all assessment work presented is their own by signing a declaration. Learners must be informed that where text, graphs, images, research, or ideas from another published sources are used, these must be acknowledged and correctly referenced
	Assessors.
	Signed declarations 

	Written assignments, projects, examinations or collections or work submitted for assessment and certification will not normally be returned to Learners – Learners are advised to make copies before submission. 
 Practical work may be returned at an agreed date after the appeals period has elapsed
	Programme co-ordinator
Learners
	Receipts for return of work
Learner/ Centre Contract

Induction information for Learners

	** Under Quality Assuring Assessment, copies of briefs and marking schemes will be kept by the Centre/ Programme Co-ordinator in a secure location and will be made available to the Internal Verifier and External Authenticator
	Assessor

Programme Co-ordinator

Centre Co-ordinator
	Copies of all briefs and marking schemes 

	** Under Quality Assuring Assessment, copies of examination papers, marking schemes and outline solutions will be kept by the Centre / Programme Co-ordinator in a secure location and will be made available to the Internal Verifier and External Authenticator
	Assessor 

Programme Co-ordinator

Centre Co-ordinator
	Copies of the examination paper, marking schemes and outline solutions

	** Under Quality Assuring Assessment, completed and submitted assessment work will be stored in a secure location (provided) throughout the assessment process, i.e. once submitted by the Learner, the marking of work, the completing of the Individual Candidate Marking Sheets, the submitting of the marks and grades through the FETAC Web Candidate Entry System (WCES), the Internal Verification Process, the External Authentication Process, the Results Approval Process, the Appeals Process and the request for certification
	Assessors facilitated by the Centre/ Programme Co-ordinator
	

	** Under Quality Assuring Assessment, Learners must attest to the fact that all assessment work presented is their own. An Assessor may confirm that the assessment evidence is reliable and genuine by the following means:

· Questioning

· Authorship statement

· Personal log

· Personal statements

· Peer reports

· Independent testimony

For further information on these methods of confirming that Learner assessment work is reliable, please see section 3.2.4 of FETAC’s Quality Assuring Assessment, Guidelines for Providers, May 2007, pages 13 and 14
	Assessors
	Signed declarations by the Learner or a third party

Evidence of questioning the Learner

Peer Reports

Personal Log

Personal Statements from the Learner


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Programme Co-ordinator/ 
	On an ongoing basis
	Review of evidence generated


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.4
	Reasonable Accommodation

	Purpose:
	To cater for the needs of all Learners, regardless of age, disability, family status, gender, race, marital status, sexual orientation, religious beliefs or membership of the traveller community, as far as practicable.


Staff involved:  
Programme Co-ordinator and Assessors
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	A Learner who will need special accommodation(s) will be invited to meet with the Programme Co-ordinator to see how best to accommodate him/her in assessment.
	Programme Co-ordinator 
	Record of the meeting



	The Programme Co-ordinator will meet with the Assessor to identify the adaptation/ accommodation needed and to decide how best to implement this. 
Special accommodations will be implemented in a fair and impartial manner and will in no way advantage or disadvantage the Learner. Special Accommodations will only be provided where doing so will not compromise the integrity of the award.

The adaptations may include the following:

· Modified assignment briefs/ examination papers

· Scribes/ readers

· Use of sign language interpreters

· Practical assistants

· Rest periods

· Adaptive equipment/ software

· Use of assistive technology

· Extra time
	Programme Co-ordinator
Assessors


	Minutes/ notes from meeting
Agreed plan of action

	The Programme Co-ordinator will note all requests for Reasonable Accommodations so that over time a history of requests and outcomes will be recorded so that they can be referred to by staff to ensure consistency and fairness in dealing with all Learners
	Programme Co-ordinator
	Record of all requests for reasonable accommodation and the outcome


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Programme Co-ordinator 
	On an ongoing basis
	Review of evidence generated


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.5
	Consistency of Marking Between Assessors

	Purpose:
	To detail how Assessors will mark work in a fair and consistent fashion


Staff involved: 
Centre Co-ordinator, Programme Co-ordinator, Assessors, FETAC External Examiner, Internal Verifier, External Authenticator, Results Approval Panel
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	On appointment each new tutor will be facilitated to attend induction which will include details of assessment procedures
Guidelines will be given to the Assessors detailing how to devise assessment material, generate and apply outline solutions and marking schemes
	Experienced Assessor
	Proof of Attendance at seminars
Copies of the Assessment guidelines

	Issues relating to marking of material will be allocated time at staff meetings at appropriate times. 


	Assessors, the Programme Co-ordinator
	Minutes of meetings of Assessors


	After each External Examiner period, any discrepancies between the Assessor’s marking and the External Examiner’s moderating will be examined and highlighted within the Centre.  Appropriate action will be taken in response

	External Examiner

Centre Co-ordinator

Programme Co-ordinator
Assessor
	Centre Report form
Actions taken documented

	** Under Quality Assuring Assessment, monitoring of Learners’ portfolios of assessment will be the responsibility of the Internal Verifier and moderating will be the responsibility of the External Authenticator

 Any issues identified by either will be included in their respective reports and will be discussed by the Results Approval Panel and appropriate action agreed

 Any discrepancies highlighted, that are resulting in an inconsistency of marking between the Assessors, will be communicated by the Results Approval Panel to the Centre Co-ordinator
	Internal Verifier
External Authenticator

Results Approval Panel
Centre Co-ordinator
	Internal Verification Report
External Authentication Report

Results Approval Panel Report


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Centre Co-ordinator, Programme Co-ordinator 
	On an ongoing basis
	Review of evidence generated


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.6
	Assessment Performed by Third Parties

	Purpose:
	To detail how assessment carried out by third parties will be fair and consistent.


Staff involved:         Programme Co-ordinator
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	Copies of assessment guidelines will be made available to new Assessors, including contracted trainers, subject matter experts such as those delivering First Aid modules and employers
	Programme Co-ordinator
	Copies of the assessment guidelines.

	The timetable of in-service training for Assessors will be made available to Assessors external to the Provider
	Programme Co-ordinator
	Copy of timetable

	Assessors external to a location will be given the opportunity to highlight any issues to the Programme Co-ordinator and have access to the same supports and resources that other Assessors delivering on a programme will have
	Programme Co-ordinator
	Records of meetings 


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Programme Co-ordinator 
	On an ongoing basis
	Review of evidence generated


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.7
	Consistency of Marking with National Standards

	Purpose:
	To document how the Provider will ensure legitimate and consistent marking, in accordance with national standards.


Staff involved:     
Centre Co-ordinator, Programme Co-ordinator, External Examiners, North Tipperary VEC, External Authenticators, Results Approval Panel
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	On successful appointment each new tutor will be facilitated to attend induction which will include details of FETAC procedures
	North Tipperary VEC

Individual Centre
	Induction pack

Attendance records

	The External Examiner’s Centre Report will be available to all Assessors, on request
Further training will be provided for the Assessor where discrepancies are highlighted
	External Examiner
Centre Co-ordinator/ Programme Co-ordinator
	Centre Report 
Timetable for future support and training


	** Under Quality Assuring Assessment it is the External Authenticator’s role to moderate and confirm consistency of marking with national standards. Any inconsistencies highlighted in the External Authentication Report will be discussed by the Results Approval Panel and actions agreed
The findings of the External Authentication Report will be made available to all Assessors, on request

Further training will be provided for the Assessor where discrepancies are highlighted
	External Authenticators
Results Approval Panel
Centre Co-ordinator/ Programme Co-ordinator


	External Authentication Report
Results Approval Report

Timetable for future support and training


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Centre Co-ordinator
	After each examining period
	Review of evidence generated


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.8
	Feedback to Learners

	Purpose:
	To maximise Learners chances of success in a programme, feedback will be provided in an informative and timely fashion.


Staff involved:         Assessors, Results Approval Panel, Centre/ Programme Co-ordinator
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	Learners may seek feedback on assessment(s) throughout a programme of study

The feedback will be aimed at assisting Learners in the development of their ideas.  It may include comments, suggestions for improvements, identifying gaps in their work and will be informative in nature.  

Please note that the Learner results entered on the Provisional Results Sheets are subject to approval by FETAC and should not be given to Learners as final results
	Assessors 
	Staff verification

	** Under Quality Assuring Assessment, provisional results are subject to approval by the Results Approval Panel and should not be given to Learners until after the Results Approval Panel have met and signed off on them


	Results Approval Panel
	Statement of Results issued to Learners


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Centre/ Programme Co-ordinator
	On an ongoing basis
	Review this procedure at staff meetings and implement any recommendations made


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.9
	Learner Appeals

	Purpose:
	To detail how Learners may appeal any result that they deem to be unfair or inconsistent with the work they submitted for assessment. The appeal is made to FETAC, via the Provider.


Staff involved:         Programme Co-ordinator, Assessors, Centre Co-ordinator, Administrative staff

	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	Results will be issued to Learners within 10 working days of receipt of the results by the Centre
	Centre Co-ordinator, administrative staff
	Postage book

	Once results for Learners are issued to Centres by FETAC, a Learner can bring to the attention of the Programme Co-ordinator or an Assessor a result s/he considers to be unfair or incorrect. The Centre, on behalf of a Learner, will then appeal the result to FETAC
	The Programme Co-ordinator or Assessor
	Record on Learner’s file

Copy of Appeals Application Forms 

	Learners will be made aware that they can appeal a result on condition that their work has not been altered in any way since the original assessment (see B6.3)
	Centre/ Programme Co-ordinator 
	Centre/ Learner Agreement


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Centre Co-ordinator
	Annually 
	Review documentation


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.10
	Return of Certification Data

	Purpose:
	To detail how efforts will be taken to ensure that data submitted to FETAC for certification purposes will be checked for any errors or omissions and as far as possible the information will be accurate and reliable.


Staff involved:         Centre/ Programme Co-ordinator
	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	A list of Learners to be entered for assessment for each module will be obtained from the relevant Assessor
Learner details including Date of Birth, PPSN, First Name and Surname will be entered onto the FETAC WCES (Web Candidate Entry System)
Personal details and modules for each Learner will be printed, checked by the Learner and any inaccuracies highlighted before finally printing off the Provisional Results Sheet

	Centre/ Programme Co-ordinator
Assessor
	Provisional Results Sheet


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	Centre/ Programme Co-ordinator
	Whenever an issue is raised within the Centre or by FETAC.
	Review of method


	Provider Name:
	North Tipperary VEC

	Policy Area:
	B6
	Fair and Consistent Assessment of Learners


	Procedure:
	B6.11
	Corrective Action

	Purpose:
	To detail the steps that will be taken in the event that any error, omission or action impacting on the validity of the assessment process is identified.


Staff involved:         Centre Co-ordinator in consultation with relevant parties

	Methods used to carry out the procedure
	Who does it:
	Examples of evidence generated

	On identification of an issue that calls into question the integrity of the assessment process this issue will be fully investigated and the following steps implemented:-

· notify Centre Co-ordinator who will take necessary action 

· The Centre Co-ordinator will meet with appropriate party(s)

· s/he will allow the party(s) respond

· s/he will agree action

· s/he will document action

· s/he will notify FETAC if necessary
	Centre Co-ordinator in consultation with relevant parties
	Copies of notes detailing the issue and the action(s) taken


Monitoring

	Monitor
	Frequency
	Monitoring method(s)

	All staff involved in the planning, delivery and assessment of a programme.
	Throughout the programme.
	Review of evidence generated
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