
	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


1
Version 3       November 2009


