
	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
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