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1. Scope and purpose   
  

Assessment is the process of monitoring students’ progress against the awarding 
organisation criteria to ensure that all students’ work meets the national standards. It 
provides a continuous check on the quality of work produced by a student.    

   
The College is committed to:     

• Ensuring that all students are fairly, accurately and regularly assessed in a 
consistent manner.  

• Meeting and exceeding the requirements placed upon us by the awarding 
organisations;   

• Ensuring that valid assessment decisions are reached for all our students and 
that external requirements are met fully;   

• Ensuring internal quality monitoring supports academic staff in their assessment 
activities by affording them the opportunity to receive constructive feedback on 
the assessment decisions reached.   

    
For the purpose of this policy, the term assessment encompasses all forms of activity 
that checks and validates the students’ work, including external assessment.  It may be 
implemented through the systems as required or laid down by examining or awarding 
organisations; or it may occur through observation of student activities, marking written 
work, assignments or any other form of evidence presented by a student.     

   
Any task, activity, assignment or project that contributes to the students’ final 
achievement in a qualification will fall within the scope of this policy.     

   
This assessment policy relates to Further Education (FE). A separate policy exists for 
higher education courses delivered at the College.  

   
2. General principles   

  
Every programme with work that is assessed and which contributes to the final 
assessment outcome of a student is subject to effective and valid assessment 
procedures.  All assessment must be carried out by suitably qualified/experienced staff 
acceptable to the College and the awarding organisations.     

   
All students must have their progress regularly reviewed by the tutor/assessor and 
appropriate verbal and written feedback given.  Assessment must take into account, all 
types of evidence as laid down by the awarding organisation/scheme requirements.     

   
Each programme must have identified members of staff who will assess or mark the 
students’ work for that particular programme.  Where trainee assessors or internal 
verifiers undertake assessments, all of their assessment decisions must be verified by a 
qualified assessor or internal verifier (IV) and countersigned.     

   
Assessment must be carried out continuously throughout the year or as dictated by 
awarding organisation guidance.  In addition to this, each programme will identify 
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appropriate periods of time when internal verification/moderation takes place.  These 
times will be included in a course calendar, which should be kept in the course file.     

   
Any evidence that is produced must meet the requirements of the awarding 
organisations and the College Quality Cycle.  The evidence must be recorded on 
appropriate documentation, which takes into account the requirements of awarding 
organisations and the College Quality Cycle.     

   
Assessments must be internally verified before they are issued to students in addition to 
the quality assurance checks made after the assignments have been marked.    Internal 
verification/moderation must take place before assessment decisions are finalised and 
notified to students and certification claimed.  When required, assessors must attend 
standards meetings and engage in continuous professional development as required by 
the College and awarding organisation.     

   
3. Online Assessment     
   

This policy also covers student completion and/or submission of work, in the context of 
online assessment, conducted through digital platforms such as Microsoft Teams and 
OneNote.  
   
Online submission is defined as work that is completed or submitted electronically via 
digital platforms.  
 
It is the responsibility of each respective Study Programme Lead or Course Leader to 
define the type of file that they consider acceptable in the submission instructions 
presented to students.  
 
most electronic file types can be accepted, it is the responsibility of the student to submit in 
the format specified in the submission instructions. This will ensure that the submission can 
be read and assessed.   
  
If the submission consists of multiple documents, each upload attempt must contain the 
complete coursework submission. It is the student’s responsibility to ensure that all parts 
of the assessment are resubmitted.  
  
Students are responsible for the quality of work submitted and it is their responsibility to 
check and resolve any corruption in transit or uploading.   
  
If a student submits an electronic file for assessment that fails to comply with the 
published instructions, and the work cannot be assessed as a result, then it may be 
considered failure to submit or late submission.    

   
4. Inclusion - Fair Access to Assessment   

  
All students are entitled to open, fair and unbiased assessment opportunities which do 
not discriminate against any protected characteristics. Care will also be taken for 
students whose first language is not English.     



  

4  
  

   
An individual student’s disability and medical needs, including relevant appointments and 
participation in religious festivals, will be taken into consideration when agreeing 
assessment timescales and methods where possible.   

     
5. Reasonable Adjustment    

  
A reasonable adjustment is an arrangement that can be put in place by the college based 
on the guidance of the awarding organisation prior to an assessment taking place. This is 
to help students with a long-term disability such as dyslexia, or who are temporarily 
impaired, such as a student who has broken their arm or is pregnant, so they are not 
disadvantaged.      

   
All reasonable adjustments will follow the guidance set out by the awarding 
organisations’ policies and/or procedures. These must be followed to ensure that any 
arrangement made falls within the awarding organisations requirements.     

   
All documents relating to reasonable adjustment must be saved and stored securely. The 
awarding organisation must be given access to any information or documents regarding 
reasonable adjustment and special considerations, when requested.   

   
6. Special Consideration   

  
Special consideration is a process which considers the student’s circumstances, for 
example, a temporary illness or injury, or some other event outside of the student’s 
control, at or shortly before the time of assessment, which has or is likely to have had an 
effect on the student’s ability to take the assessment.     

   
All special considerations will follow the guidance set out by the awarding organisations’ 
policies and/or procedures. These must be followed to ensure that any arrangement 
made falls within the awarding organisations requirements.     

   
All documents relating to special considerations must be saved and stored securely. The 
awarding organisation must be given access to any information or documents regarding 
reasonable adjustment and special considerations, when requested.    
 

7. Access Arrangements 
   

The College recognises that access arrangements are an important mechanism to ensure 
all students have a fair opportunity to demonstrate their ability, knowledge and skills during 
formal assessments. The college adheres strictly to the arrangements set out by The Joint 
Qualifications Council (JCQ) in their official regulations and guidance documents and works 
hard to ensure all students are able to obtain approval for additional support where needed.  

However, the college is only able to make such arrangements and seek approval from 
JCQ where it is made aware of access arrangements needs with sufficient notice to 
allow the approval process to be followed completely. The College will publish 
information including the referral and self-referral process, referral and documentation 
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deadlines and other relevant information on its website by the start of the Autumn term 
each year and to all relevant students during the induction period 

 

8. Assessment Malpractice   
  
Malpractice consists of those acts, or attempted acts, which undermine the integrity and 
validity of assessment, the certification of qualifications and/or which damage the 
authority of those responsible for conducting the assessment and certification process.   
The College does not tolerate actions (or attempted actions) of malpractice by students 
or staff.        
The College may impose penalties and/or sanctions on students or staff where incidents 
(or attempted incidents) of malpractice have been proven.  Awarding Organisations 
reserve the right, in suspected cases of malpractice, to withhold the issuing of 
results/certificates while an investigation is in progress. Depending on the outcome of the 
investigation results/certificates may be released or withheld.   

   
The College will be vigilant regarding assessment malpractice and where malpractice 
occurs it will be dealt with in an open and fair manner.    
  
This policy aims to:    

   
• Clarify and explain malpractice in the context of assessment and certification for 

all qualifications;  
• Identify potential instances of malpractice which may be committed by students 

and staff;  
• Describe best practice in avoidance of malpractice (Appendix 2);  
• Describe how the College will deal with malpractice, or attempted acts of 

malpractice (appendix 3);  
• Identify possible penalties, sanctions and appeals.  
   
9. Student Malpractice   
   

Attempting to or actually carrying out any malpractice activity is not permitted by the 
College. The following are examples of malpractice by students; this list is not exhaustive 
and other instances of malpractice may be considered at the discretion of the College.   

   
• Plagiarism by copying and passing off, as the student’s own, the whole or part(s) 

of another person’s work with or without the originator’s permission and without 
appropriately acknowledging the source, including the use of AI.  

• Collusion by working collaboratively with other students to jointly produce work 
that is submitted as individual student work. Students should not be discouraged 
from group work, as this is an essential key skill for many sectors and subject 
areas, but the use of minutes, allocating tasks, agreeing outcomes, etc.. are an 
essential part of group work and this must be made clear to the students.    

• Impersonation by pretending to be someone else in order to produce the work for 
another.    
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• Fabrication of results and/or evidence.    
• Failing to abide by the instructions or advice of an assessor, a supervisor, an 

invigilator, or awarding organisation conditions in relation to the 
assessment/examination/test rules, regulations and security.    

• Misuse of assessment/examination material.    
• Introduction and/or use of unauthorised material contra to the requirements of 

supervised assessment/examination/test conditions.    
• Obtaining, receiving, exchanging or passing on information which could be 

assessment/examination/test related (or the attempt to) by means of talking or 
written papers/notes during supervised assessment/examination/test conditions.    

• Behaving in such a way as to undermine the integrity of the 
assessment/examination/test.    

• The alteration of any results document, including certificates.  
• Cheating to gain an unfair advantage.    

  
10. College staff malpractice    

  
The following are examples of malpractice by college staff. Any suggested malpractice by 
members of centre staff will be dealt with using relevant HR policies.  The list is not 
exhaustive and other instances of malpractice may be considered by the College or an 
awarding organisation:    

• Failing to keep an approved marking and/or assessment scheme secure.  
• Alteration of any approved marking and/or assessment scheme.  
• Alteration of approved assessment and grading criteria.  
• Assisting students in the production of work for assessment, where the support 

has the potential to influence the outcomes of assessment, for example where 
the assistance involves centre staff producing work for the student.  

• Producing falsified witness statements, for example for evidence the student has 
not generated.  

• Allowing evidence, which is known by the staff member not to be the student’s 
own, to be included in a student’s assignment/task/portfolio/coursework.  

• Facilitating and allowing impersonation.  
• Misusing the conditions for special student requirements, for example where 

students are permitted support, such as an amanuensis, this is permissible up to 
the point where the support has the potential to influence the outcome of the 
assessment.  

• Failing to keep student electronic files secure.  
• Falsifying records/certificates, for example by alteration, substitution, or by fraud.  
• Fraudulent certificate claims, i.e., claiming for a certificate prior to the student 

completing all the requirements of assessment;  
• Failing to keep assessment/examination/test papers secure prior to the 

assessment/examination/test;  
• Obtaining unauthorised access to assessment/examination/test material prior to 

an assessment/examination/test.    
 



  

7  
  

11. Maladministration   
  
Maladministration consists of any activity, neglect, default or other practice that results in 
the non-compliance with awarding organisation requirements and regulations.      

   
Maladministration events may also constitute malpractice, depending on the 
circumstances and evidence brought to bear during an investigation. For example, 
multiple occurrences of maladministration could constitute malpractice.     

   
The following are examples of maladministration by college staff. Any suggested 
maladministration by a member of college staff will be dealt with using relevant HR 
policies. The list is not exhaustive and other instances of maladministration may be 
considered by the College or an awarding organisation.     
  

• Failure to adhere to learner registration and certification procedures.     
• Mistakes arising from inattention and/or inaccurate information.     
• Claiming certification for incorrect units.     
• Claiming certification for incorrect grades.     
• Failure to maintain appropriate records.    
• Poor communication.     
• Inadvertently giving misleading or inadequate information. 
• Unreasonable delays in responding to requests from awarding organisations. 
   

12. Use of Artificial Intelligence in Assessment  
 

The College recognises the growing impact of Artificial Intelligence (AI) on education and is 
committed to ensuring that the use of AI in assessments aligns with our commitment to 
uphold the integrity of assessment practices.  

Students must submit work that reflects their own knowledge and skills.  The use of AI tools 
must comply with awarding organisation guidance and any inappropriate or unauthorised 
use of AI will be treated as malpractice. Where AI tools are permitted, students must clearly 
disclose how they have been used to ensure transparency and enable assessors to 
evaluate the authenticity and integrity of the work. 

The College will support staff and students to develop their digital literacy and understand 
how to responsibly use AI tools to enhance their learning. Guidance will be provided to 
students to distinguish between appropriate and inappropriate uses of AI in assessments. 
Staff will be supported and trained to understand the implications of AI in assessment to 
ensure the integrity of assessments are upheld. 

 
13. Dealing with Malpractice   

  
The Vice Principal of Curriculum (Young People) and Quality or an appropriate nominee 
will supervise investigations resulting from allegations of malpractice. Investigations into 
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alleged malpractice against this Vice Principal will normally be conducted by the 
Principal, or an appointed nominee.    

   
The College’s Staff Performance Management and Disciplinary policies will be used 
where malpractice is identified. During the investigation period, the College may:   

• Refuse student registrations/entries;  
• Withhold the release of results/certificate;  
• Withhold test/examination papers if the security of a test/examination is 

considered at risk pending the outcome of the investigation.    
  
If malpractice is discovered, or has been reported directly by a third party, the college will 
conduct an investigation in a way commensurate with the nature of the malpractice 
allegation.    

   
Any malpractice, or attempted acts of malpractice, which have influenced the 
assessment outcomes, will be reported by the centre to the relevant Awarding  
Organisation. The college will observe the procedures for reporting malpractice incidents 
as outlined by the relevant awarding organisation.  Depending on the outcome of any 
investigation, certificates may be recalled and declared invalid.   

   
The alleged incident will be reported to the relevant awarding organisation following due 
process.   Where the college discovers or suspects anyone of malpractice, the individual 
will be made fully aware (preferably in writing) at the earliest opportunity of the nature of 
the alleged malpractice and of the possible consequences; should malpractice be 
proven.    

  
Where the College alleges that an individual may have been involved in act of 
malpractice, the individual will be given the opportunity to respond (preferably in writing) 
to the allegations made. The college will also inform such individuals of the avenues for 
appealing should a judgment be made against them.    

   
Awarding organisations reserve the right to access any documents held by the centre in 
relation to alleged malpractice. Also, the awarding organisation may report to the 
regulatory authorities in certain cases (e.g., where members of staff are found to have 
committed malpractice) and include details of the action taken by the Head of 
Centre/Principal/CEO and/or the Governing Body. It may be necessary during this 
process to notify the funding authorities and for the awarding organisation to share 
information with other awarding organisations. In some cases of malpractice police may 
have to be informed.    
  

14. Penalties, sanctions and appeals   
  
An awarding organisation will take action to protect the integrity of its qualification in the 
future. This action may include:    

• Refusing to accept assessment/examination entries from a centre in cases where 
malpractice is established;  
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• Reserving the right to withdraw programme approval from centres where 
malpractice has been identified; •  Reserving the right to refuse to issue or to 
withdraw certificates.    

  
The appeals process described in the College’s Performance Management and 
Disciplinary policies will apply.     

   
Awarding organisations have established procedures for centres that are considering 
appeals against penalties and sanctions arising from malpractice. Appeals against a 
decision made by an awarding organisation will normally be accepted only from 
Principals/CEO (on behalf of students and/or members of staff) and from individual 
members of centre staff (in respect of a decision taken against them personally).   
  

15. Assessment Appeals   
  
All students at Abingdon and Witney College enrolled to courses leading to a 
recognised award or qualification, and their parents, employers and sponsors, are 
entitled to assessment procedures which are open, fair, and non-discriminatory.   
  
All complaints, including concerns, disagreements or misunderstanding relating to the 
assessment process will be treated seriously and professionally.   
  
The College will facilitate access to relevant and necessary information and 
documents and will demonstrate due regard to matters of privacy, confidentiality and 
the reasonable interests of all concerned.  Where disclosure is necessary to progress 
the complaint, the complainant will be informed in advance.   
  
Every effort will be made to resolve such issues to the satisfaction and agreement of 
all parties.   
  
The administration of assessment for a given award or qualification is the 
responsibility of the specified course leader/tutor. The course leader/tutor is 
responsible to a specified Curriculum Manager.   
  
Appendix 3 provides further detail on the stages of the Appeal Process for classroom 
based students.  Work Based Learning students follow a slightly amended procedure 
which is included in every learner portfolio.   
 

16. Conflict of Interest - Assessment  
 
The College recognises that there may some instances where a conflict of interest in the 
assessment of a student’s work may be present. A conflict of interest is identified as , but 
not limited to, the assessment of a colleague, family member or close friend. To manage the 
conflict of interest in relation to assessment, staff must follow the  Conflict of Interest 
Guidelines This outline what constitutes a conflict of interest, how this should be disclosed 
and how it will be managed by the College.  
 

https://awcollege.sharepoint.com/:b:/r/sites/CollegeInformation/Shared%20Documents/Policies%20and%20Procedures/Conflict%20of%20Interest%20Guidelines.pdf?csf=1&web=1&e=OFg6r8
https://awcollege.sharepoint.com/:b:/r/sites/CollegeInformation/Shared%20Documents/Policies%20and%20Procedures/Conflict%20of%20Interest%20Guidelines.pdf?csf=1&web=1&e=OFg6r8
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17. Monitoring & Evaluation     
  
The Head of Faculty or Curriculum Manager are responsible for ensuring that faculty 
assessment processes meet the requirements of this policy and relevant awarding 
organisations.  Where appropriate, external verification reports will provide evidence of 
monitoring and evaluation.  
  
Evidence that both assessment and IV/moderation had taken place must be available for 
monitoring by faculty managers/lead verifier upon request.  Internal monitoring of 
assessment activity will be carried out via internal verifier/moderator/lead verifier and 
overseen by faculty managers.  Key roles and responsibilities for setting and validating 
assignments and assessments are outlined in appendix 4.   
 
 

18. Retention and Storage of Assessments 
 

The College is committed to ensuring the proper retention and secure storage of 
learner assessments in line with awarding organisation requirements and GDPR. This 
applies to all assessments undertaken by learners enrolled by the college that lead to 
the certification of a qualification. It covers the retention and storage of both digital and 
physical formal assessments and assessment records such as assessment feedback, 
grade tracking and IV/IQA records. 

All assessments and assessment record must be retained for a minimum of 3 years 
from the date of certification or longer if required by the awarding organisation. 

All digital assessments and assessment records must be stored securely in line with 
the Abingdon and Witney College IT policy. Any physical assessments and 
assessment records must be stored securely on the College premises.    

  
19. Recognition of Prior Learning (RPL)  

  
Recognition of prior learning (RPL) is a method of assessment that enables learners to 
avoid duplication of learning and assessment for the purposes of awarding credit. This 
policy applies to all learners across all funding streams and all qualification types. The 
RPL process focuses on prior learning and achievement which may count as evidence 
towards:  

• Part of a unit/modules;  
• Whole units/modules;  
• A full qualification.  

  
RPL does not allow accreditation of any externally assessed units or modules. There are 
normally 2 methods by which RPL may be invoked by a student:  

• The student has some existing qualification(s) or unit(s) which may be mapped 
against the unit(s) in the qualification being undertaken;  
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• The student has some relevant and recent work experience which may be 
mapped against the qualification specifications.  

  
When providing RPL evidence for any qualification, the grading assessment criteria in 
the specification must be adhered to and the student’s performance must be judged 
against the criteria in the assessment grading grid. The requirements of each grading 
criterion must be met in full.  For instance, if the grading criterion requires the 
demonstration of independences, the RPL evidence for this must demonstrate 
independence.  
  
It is possible that an entire qualification could be claimed through RPL, however this is 
not the norm. As a qualification with externally assessed components cannot be 
accredited in its entirety using RPL, it would be unusual for a student to completely 
match every aspect of the qualification’s assessment requirements.  

  
20. Restrictions on RPL  

  
Parts of some qualifications, such as some outcomes/competences on health and safety 
or licence to practise will not permit RPL but will require traditional assessment.  
  
Any part of a qualification that requires external assessment cannot be part of the RPL 
Process.   
  
Under some circumstances there may be a limit to the proportion of a qualification that 
can be achieved by either credit transfer or RPL. Full details of these requirements will 
be identified in the rules of combination for any qualifications offered by the relevant 
Awarding Organisation.  
  

21. Costs for RPL  
  
The College reserves the right to charge a fee for any RPL services in addition to any 
another fees and costs for the course.  

  
Process of supporting a student to make an RPL claim  
  
This process follows the QCA six stage procedures for RPL as set out in Claiming credit 
– Guidance on the recognition of prior learning within the Qualifications and Credit 
Framework (QCA 2008).  

     
Stage 1: General information advice and guidance about claiming credit  
  
Students will need to know about:  

• The process of claiming credit through RPL;  
• The sources of professional support and guidance available;  
• The administrative processes for RPL application;  
• Timelines, appeals processes and any fees and/or subsidies available.  
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It is recommended that there is an RPL section in the Course Handbook or available on 
Moodle on the relevant course pages.  

  
Stage 2: Pre-assessment- gathering evidence and giving information  
  
Once the student decides to claim credit through RPL, they must play an active role in 
the process as s/he must produce evidence and map it to the learning outcomes and 
assessment criteria of all units they wish to claim. Additionally, apprentices may also 
require the support of their employer or other organisation (e.g., if they have worked as 
an unpaid volunteer) in order to be able to confirm achievement of assessment criteria 
for which there is no tangible evidence, e.g., practical tasks.  

  
Stage 3: Assessment/documentation of evidence  
  
Assessors/SPLs/CLs/teachers/managers will follow a structured process for gathering 
and reviewing the evidence and making judgement about the student’s prior learning and 
experience in relation to unit standards.  They will use the same process for reaching an 
assessment decision as they would for any other student.  The assessment process 
must be subject to the same quality assurance as any other assessment.  It must be 
valid and reliable to ensure the integrity of units and qualifications.   
  
The evidence produced for RPL must be current. Normally this would have been attained 
within the last five years. This currency period may vary according to the awarding body 
or HE institution. It is important that the guidelines of the awarding organisation are 
followed.   

  
Stage 4: Feedback  
  
After assessment, the person carrying out the RPL assessment will give feedback and 
confirm whether or not they will recommend that credits/units/modules be awarded.  At 
this point the assessor will give support and guidance on the options available including 
further learning and development (particularly in cases where the recommendation is not 
to award credit).  
  
If a form is needed to record the outcomes from RPL, an exemplar form is attached as 
Appendix A.   
  
Stage 5: Awarding Credit  
  
This process is the same as for other forms of assessment.  The award of credit through 
RPL will not be distinguished from any other credits awarded.  
  
Stage 6: Appeal  
If students wish to appeal against a decision made about their claim for credit, they will 
follow the standard College appeals procedure.  
  
References  
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Ofqual Regulatory arrangements for the Regulation Qualifications Framework (2015)  
  
Guidance on the recognition of prior learning within the RQF (2015)  
    



 

 

  
Appendix 1: FORM FOR REGISTRATION OF EXEMPTIONS/ EQUIVALENTS/ RPL      

Student 
Name:  

   Student ID.:     

Programme  
Title:  

  Qualification Code  Awarding Body/ HE  
Institution  

   

     

SECTION A:           EXEMPTIONS/EQUIVALENTS    

     

Title of Unit/ Module  Achieved  
   

Year  
Achieved  

Grade 
Achieved (If 
relevant)  

Title of Unit/ Module  
Equivalent in Programme  

Code of Unit/ 
Module Equivalent 
in Programme  

Copy of  
certificate in file*  

            
            
            
            
     

SECTION B:            RPL    

     

Unit/ Module Title    Unit Code  No. of credits  
   

Outcome/ Grade  
(if relevant) 
Awarded   

Initials of CM Date  
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Appendix 2: Application for Appeal Against Internal Assessment Decision   
   
The completed form must be returned to:   
   
Vice Principal Curriculum and Quality   
Abingdon and Witney College   
Abingdon Campus   
Wootton Road   
Abingdon   
OX14 1GG   
  
Course title: ______________________________________________________________   
  
Name of the person who is appealing: __________________________________________  
  
Address: _________________________________________________________________  
  
________________________________________________________________________  
  
Postcode: ________________________________________________________________  
  
Nature of appeal [complaint]: _________________________________________________ 
[Please attach to this form the grounds for your appeal]   
  
In your own words, explain the reason for the appeal: [use additional pages if necessary]  
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Course tutor/assessor: ____________________________________  
  
The Appeals Panel will meet within 3 weeks of the receipt of this form.  You are entitled to 
bring with you a friend who will act as an observer.  
  
Name of friend/observer: ____________________________________________________     
  
Qualification: 
_____________________________________________________________  
  
I am able / unable to attend an Appeals Hearing on [please state]: ____________________  
  
Date of posting: ___________________________________________________________  
   
Please keep a copy of this form   
  
Revised and updated March 2025   
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Appendix 3: Avoiding malpractice – Best practice   
  

• Use of the induction period and the student handbook to inform students of the 
College’s stance on malpractice and the penalties for attempted and actual incidents 
of malpractice.  

• Showing students the appropriate formats to record cited texts and other materials 
or information sources including websites. Students will not be discouraged from 
conducting research - indeed evidence of relevant research often contributes to the 
achievement of higher grades. Submitted work must show evidence that the student 
has interpreted and synthesised appropriate information and has acknowledged any 
sources used.    

• Requiring students to declare that their work, submitted for assessment, is their own.  
An appropriate declaration must be signed and dated by the student or submitted 
electronically through a digital platform.  Assessors are responsible for checking the 
validity of the student’s work.    

• Using supervised sessions during which evidence for assignments/tasks/coursework 
is produced by the student.   

• Updating assessment assignment briefs on a regular basis.    
• Assessing work for a single assignment/task in a single session for the complete 

cohort of students.  
• Using oral questions with students to ascertain their understanding of the concepts, 

application, etc within their work.  
• Getting to know students and their individual styles and abilities, etc.  
• Ensuring access controls are installed to prevent students from accessing and using 

other people’s work when using networked computers.  
   
Appendix 4: Four Stages of the Appeal Process   
   
Stage 1- Informal   
   
Complaint referred to and resolved by the assessor.   
   
Any issue relating to assessment should, in the first instance, be brought to the attention of 
the relevant assessor or course leader/tutor/SPL who will seek to resolve it to the 
satisfaction and agreement of all concerned, within three weeks of notification.  The issue 
must be reported as soon as practicable and within three weeks of the issue arising.  Where 
the complainant fails to invoke Stage 1 within time then access to subsequent stages is 
barred.   
   
Stage 2 – Informal   
   
Complaint referred to and resolved by the faculty management team.   
   
If the issue cannot be resolved at Stage 1, or if the complainant feels that it is inappropriate 
to consult the assessor or course leader/SPL, an appropriate faculty manager may be 
invited to investigate the issue and resolve it.  The faculty manager must be notified as soon 
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as practicable and within three weeks of the issue arising. Where the faculty manager 
resolves  
the issue he/she will report, in writing, to all relevant parties within three weeks of 
notification.  Where the complainant fails to invoke Stage 2 within time then access to 
subsequent stages is barred.   
   
Stage 3 – Formal – internal   
   
Complaint referred to and resolved by the College Appeals Panel.   
   
If the issue cannot be resolved at Stage 1 or 2 then the College’s formal appeals procedures 
[outlined below] may be invoked.   This stage is only available where Stages 1 and/or 2 have 
failed to resolve the issue to the satisfaction of all concerned. The request for Stage 3 must 
be made as soon as practicable and within three weeks of the conclusion of Stage 1 or 2.   
   
Stage 4 – Formal – external   
   
Complaint referred to the relevant Awarding Organisation.   
   
If the issue cannot be resolved at Stage 3 then the appeals procedure of the relevant 
Awarding Organisation will be invoked.   
   
College Procedure for an Appeal against an Assessment Decision   
   
Stage 3 may be invoked where an issue concerning assessment could not be resolved by 
any of Stages 1 or 2 above. The issue must relate to one, or more, of the following:   

1. Relevant assessment criteria have been met but not acknowledged, or,   
2. Assessment procedures, including examinations, were not conducted fairly, or,  3. 

The student's performance was adversely affected by legitimate factors where 
there is independent medical or other evidence to support the claim, or,   

4. The student was unjustifiably excluded from an examination or an assessment 
opportunity.   

   
To invoke Stage 3, the complainant must complete the form attached as Appendix 1.   
   
An appeals panel will be formed, chaired by the Vice Principal Curriculum and Quality, 
and include two faculty managers not concerned with this dispute and/or the Head of 
Quality.  
   
The complainant may be accompanied by a companion at the hearing who will solely act as 
an observer and will not participate.   
   
The panel will seek to resolve the dispute by agreement with all relevant parties.   
   
Where the panel fails to resolve the appeal, to the satisfaction of all concerned, it will be 
referred to the relevant Awarding Organisation.   
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When properly constituted the panel may:   

• Strike out complaints which the panel believes to be vexatious, frivolous or an 
abuse of process. Such decisions to be communicated to the parties in writing.   

• Exercise discretion so as not to strike out complaints or appeals solely because of 
minor procedural deficiencies.   

• Make such enquiries as are reasonable to resolve the issue.  Confirm the original 
assessment judgement.   

• Consult with competent examiners or vocational experts.   
• Make recommendations to the Senior Management Team.   

  

    
Appendix 5: Roles and Responsibilities for Setting and Validating Assignments and 
Assessments  
  
  
  

The Assessor /  
Programme Team   

IQA / Lead IV   Faculty management 
team   

Planning 
Period   

Plans the assessment 
schedule and assignments 
using approved awarding  
body paperwork and 
adhering strictly to 
guidelines.  To include 
internal and external 
assessment.   

Approves 
assessment schedule 
and ensures IV 
sample plan in place.   

Oversees assessment 
planning process 
across faculty.  Agrees 
assessment roles and 
responsibilities across 
all programme teams.   

   Attend internal 
standardisation meetings   

Lead internal 
standardisation 
meetings   

Oversees internal 
standardisation 
process across faculty.   

   Book onto relevant 
awarding body  
standardisation 
training and update 
meetings.   

      

   Participate in relevant IV 
training for your course 
and programmes and/or 
Lead IV accreditation.   

   Ensure appropriate and 
trained Lead IVs   
are in place for all 
courses and 
programmes across 
faculty.   

   Registers students with 
exams department for 
onward registration with 
awarding bodies   

   Ensures all students 
registered with 
appropriate 
awarding bodies   
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External 
assessment  

Ensures students are 
registered with Exams 
Department for appropriate 
external assessments in  

 accordance with awarding  
body regulations.  Exams 
to register students with 
awarding bodies.   

   Ensures that all 
students registered 
with awarding bodies  
for external 
assessments.   

   Records external 
assessment grades when 
received on Markbook or  
Approved tracking system.   

      

Assignment 
Approval   

Prepares assignment or 
tasks to meet required 
learning outcomes. 
Submits for IQA/Lead IV 
approval at least 10 days 
prior to distribution date.   

      

 

  
Improvements made to 
assignment brief and 
passed to IV for approval   

Approves assignment  
for distribution to 
students.   

   

   

IVs/moderates assignment 
brief for other assessors 
using awarding body 
documentation.    
Assignment and copy of IV 
form with constructive 
comments and any actions 
for improvements returned 
to assessor – copy 
retained on file.   

Coordinates internal  
verification of 
assignment briefs 
across assessors and   
other internal verifiers 
for the programme   

Ensures turnaround 
times adhered to and 
that all assignment 
briefs have been IVd 
prior to distribution to 
students.   

Formative  
Assessment  

Routinely assesses work  
before the final 
assessment to provide 
constructive feedback to 
student on how work and 
processes can be 
improved.   

   Monitor that effective 
formative feedback is 
provided to students 
and samples to monitor 
and improve the 
quality.   

Summative  
Assessment  

Assesses work using 
awarding body or centre 
approved assessment and 
feedback sheets providing 
improvement actions for 
students.   
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Recommends extension of 
deadlines in exceptional 
circumstances and in 
accordance with awarding 
body regulations.   

Approves any 
legitimate extension of 
deadlines.   

Oversees process for 
extension of deadlines 
across all programmes 
where appropriate.   

IV of   
assessment 
decisions   

IVs other assessors’ 
assessment decisions 
sampling an appropriate 
proportion of work 
covering a range of grades 
where possible. [Refer to 
specific awarding body 
requirements as these 
may differ]   

Coordinates internal 
verification process 
across assessors and  
other internal verifiers 
for the programme   

Leads internal 
standardisation 
process throughout 
faculty.   

   
Adjustments made to 
assessment decisions and 
signed off by IV.  

    

  

Records grades in  
Markbook/approved 
tracking system   

   Oversees progress of 
students and grades 
achieved throughout 
programme of study.   

   

Assesses any   
resubmitted work within 10 
working days and submits 
samples for IV as agreed 
with Lead IV. Records 
revised grades on  
Markbook/approved 
tracking system   

      

External  
quality 
assurance   

Provide a sample of learner 
work, assessment 
feedback and supporting 
documents requested by 
the EQA   

Respond to the EQA 
request. Ensure all 
documents in the 
sample are correct.   

Oversee the EQA 
process, ensuring any 
actions or  
recommendations are 
implemented.   

End of 
course 
grading 
submission   

Identifies unit and course 
grades for each student   

   Oversees the end of  
course grading process  
for faculty   

   

Course leader records 
grades onto online or paper 
based Student Record 
Form (SRF) or other 
awarding body claim form.   

Checks grades 
recorded on SRF and 
informs course leader 
of any discrepancies.   

   



  

23  
  

   

Errors corrected and 
signed off with Lead IV and 
course leader. Manager to 
check and counter sign 
SRF.   
Forms handed to Exams 
Office or Exams approve 
online and submit.   

      

Retaining 
assessment 
and IV 
records   

Retain assessment and IV 
records  for 3 years or in 
accordance with the 
specific awarding 
organisation regulations. 
All work should be 
available to the awarding 
body during the appeals 
process.   
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