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Aim

1. To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any group of Learners or individuals 
2. To ensure that the assessment procedure is open, fair and free from bias and to national standards 
3. To ensure that there is accurate and detailed recording of assessment decisions.

In order to do this, Venn Boulevard Centre will: 

• Ensure that Learners are provided with assignments that are fit for purpose, to enable them to produce appropriate evidence for assessment 
• Produce a clear and accurate assessment plan at the start of the programme/academic year 
• Provide clear, published dates for handout of assignments and deadlines for assessment 
• Assess Learner’s evidence using only the published assessment and grading criteria 
• Ensure assessment practices meet current BTEC assessment requirements and guidance 
• Ensure that assessment decisions are impartial, valid and reliable 
• Not limit or ‘cap’ Learner achievement if work is submitted late 
• Develop assessment procedures that will minimise the opportunity for plagiarism and assessment malpractice 
• Maintain accurate and detailed records of assessment decisions 
• Maintain a robust and rigorous internal verification procedure 
• Provide samples for standards verification/external examination as required by the awarding organisation, to meet published deadlines. 
• Monitor standards verification/external examination reports and undertake any remedial action required 
• Share good assessment practice between all BTEC programme teams 
• Ensure that BTEC assessment methodology and the role of the Assessor are understood by all BTEC staff 
• Provide resources to ensure that assessment can be performed accurately and appropriately 
• Maintain and store securely all assessment and internal verification records in accordance with Pearson Approval Centre Agreement
· Have all learner evidence available for review when requested, in line with Pearson Terms of Approval.
· Comply with the requirements as set out in the Pearson Centre Guide to Assessment 



Assessment Plans

The assessment plan is a working document and may need to be changed throughout the academic year. The use of version numbers will create an audit trail if this occurs. Robust assessment plans should be developed jointly by the programme team and verified by the Lead Internal Verifier.
As a minimum requirement, the assessment plan should include:

· names of all Assessors and Internal Verifiers 
· scheduling for assignment hand out and submission 
· deadlines for assessments 
· scheduling for internal verification 
· scheduling of the opportunity for resubmission 
· scheduling of external assessments so that a full programme plan is shown.

In designing the assessment plan, the splitting of Learning Aims/Objectives across assignments and/or the provision for extra assignments or tasks to meet the Merit or Distinction criteria must be avoided. Tasks must be written to allow the opportunity for the full achievement of Pass, Merit and Distinction criteria within each learning aim.

Assignment Brief

· The assignment brief may be written by the Centre, or a Pearson authorised assignment brief which may or not be altered by the Centre to be relevant to its Learners.  
· The assignment briefs do not need to cover the whole unit/ component, just what is being assessed. Learning aims cannot be split across assignments.
· All briefs must be internally verified so they are fit for purpose.

Assessment 

Internal assessment is defined as the process whereby staff make judgements on evidence produced by the Learners against required criteria for the BTEC qualification.

· The Assessor must ensure the Learner understands the assessment requirements and the importance of the submission deadlines. The Learner must be aware of the restrictions in how the Assessor can provide support once the assessment has started.

· The assignment should be issued when the Learners are ready to work independently with no further input from the Assessor.

· Once the assignment brief has been issued the Assessor must not provide specific assessment feedback directly related to the assessment criteria. Learners should work independently.

· Learners may complete work at home providing the Assessor is satisfied as to the authenticity of the work completed outside the centre. If it is found that all the evidence is not authentic, appropriate action should be taken. Refer to the Assessment Malpractice Policy.

· Learners generating evidence through recorded visual evidence does not need to be supported by an observation record unless further clarification is required.

· The assignment task must be handed in by the deadline date unless there has been an agreed extension. The Lead IV must be informed of any agreed extensions. Only one submission is allowed for each assignment unless a re-submission has been authorised by the LIV.

· The following needs to be submitted by the deadline:
· An assignment which consists of assessment criteria
· Learner submission and declaration document which is completed, dated and signed.
· Appropriate referencing

· Assessor feedback should be completed on the Pearson approved assessment feedback form within the specified time on the assessment sampling plan. An appropriate number of assignments across the grades should be made available for internal verification. Refer to the Internal Verification Policy.

· The Assessor must formally record and confirm the achievement of the specific assessment criteria on the assessment feedback form. They should also complete confirmation that the evidence they have assessed is authentic and the students’ own work. Feedback should confirm which assessment criteria have been achieved.

· Feedback during the assessment should be general and supportive, particularly around the development of knowledge, understanding and skills. This may include clarification of what the assignment brief requires.

· It is good practice for Assessors to mark spelling and grammar, according to Venn Boulevard Centre Marking Policy. Mistakes should not influence assessment decisions unless the specific assessment criteria require communication, spelling and grammar and/or the correct use of technical language, or if the mistakes are so problematic that they undermine the evidence of learner understanding.

· Feedback cannot specifically show how the Learners could meet the criteria to achieve a higher grade.

· Predictive grades may be given, but it is important that the Learners understand they are an indicator not a confirmation of final achievement.

· Internal verification should be completed before final feedback is given to the Learner.

· Feedback following an assessment should inform the Learner with the assessment criteria achieved and what has been done well. Also, criteria which has not been achieved and general behaviour and conduct etc.

· The Assessor must keep comprehensive records of achievement and tracking.

· Refer to the Recognition of Prior Learning Policy if need to apply for RPL for a Learner. It is unlikely this will occur for learners at Venn Boulevard Centre due to their previous experience and age starting the qualification.

Resubmission /Retakes

The Lead Internal Verifier can authorise a resubmission of evidence to meet assessment criteria targeted by an assignment. This can only be authorised if the following conditions are met:
· The Learner has met the initial deadline set or has met an agreed deadline extension.
· The Learner has correctly authenticated the evidence.
· The Assessor has authenticated the evidence submitted for assessment.
 If any of the conditions are not met, the Lead Internal Verifier must not authorise a resubmission.

Where appropriate, a maximum of one resubmission for any Learner for internally assessed units may be authorised.

The Learner does not have to resubmit the whole assignment, only the criteria further needing work to achieve a higher grade.

If the Lead Internal Verifier authorises a resubmission, it must be:
· Recorded on the assessment feedback form
· Completed within 15 working days of the Learner receiving the results of the assessment
· Undertaken by the Learner without any further guidance
· The Learner and the Assessor must complete the appropriate forms to confirm the authenticity of the resubmitted work.

The resubmitted work must be internally verified.

If a Learner has not achieved a Pass, even when the assignment has been resubmitted, the Lead Internal Verifier may authorise a retake. A new assignment may be issued following all the rules for the first assignment issued.


Assessment recording and tracking

It is necessary to track and record Learner achievement throughout the BTEC programme. Tracking Learner progress, recording the achievement of each Learner per criteria on a unit by unit basis ensures: 

• the assessment evidence is clearly measured against national standards 
• Learner progress is accurately tracked 
• the assessment process can be reliably verified 
• evidence for the safety of certification 
• full coverage of the units 
• identification of which assessments are outstanding 
• the enabling of internal verification 
• samples for standards verification and other external audits can be made available as required

Retention of learner work to meet Pearson requirements

· Learner work is retained for 12 weeks after the issue of Certificates, unless advised longer due to unforeseen circumstances.
· Following learner certification, the following BTEC documentation should be retained for a minimum of three years for centre and awarding body scrutiny as required:
· assignment briefs
· assessment records (feedback sheets)
· the associated internal verification documentation
· achievement tracking at criteria and unit/component level

Up to date, securely stored assessment records help to minimise the risk of assessment malpractice and potential issues if, for an example, an Assessor leaves during the delivery of a BTEC programme.




Role of the Assessor

The role of the Assessor is to: 
· Set tasks which allow Learners to demonstrate what they know, understand and can do so that they have opportunities to achieve the criteria for the qualification.
· Ensure that Learners are clear about the criteria they are expected to meet in their assignments and that they are fully briefed on the skills which need to be demonstrated in the portfolio components of the Award(s). 
· To provide resources to ensure that assessment can be performed accurately and appropriately.
· Encourage Learners by giving detailed feedback and guidance on how to improve work. 
· Set interim and final deadlines for assessments and advise Learners on the appropriate amount of time to spend on the work, ensuring it is commensurate with the credit available. 
· Not limit or ‘cap’ Learner achievement if work is submitted late.
· Mark and return assessed work.
· Adhere to the requirements set by Pearson in the assessment of Learners work. Ensure that assessment decisions are impartial, valid and reliable.
· Record outcomes of assessment using appropriate documentation. A record of the outcomes will be held secure for three years, measured from the point of certification. Associated IV records should also be kept, to support and verify the decisions that were made for the cohort. 
· Ensure each Learner signs to confirm that the work is their own and that it is endorsed by the teacher after marking the work. A completed original document must be securely attached to the work of each candidate and to that of each sample request. 
· Provide accurate records and samples of internally assessed coursework to the Standards Verifier of Pearson as requested.

Role of the Teacher/Assessor
It is the responsibility of the Assessors to:
· Provide assessment processes that are fair and meet the requirements of Learners and of the qualification; 
· Provide Learners with a schedule of assessment; 
· Provide accurate, timely and informative assessment feedback to inform Learners of their individual progress. 
· Record assessment decisions regularly, accurately and systematically, using agreed documentation, 
· Comply with the guidelines regarding work that is submitted after the submission date and work that is re-submitted following a referral decision; 
· Familiarise themselves and Learners with the Appeals procedure(s); 
· Be aware of and keep up-to-date with BTEC guidance in respect of assessment, standardisation, moderation and verification; 
· Ensure that the quality of assessment is assured by carrying out internal standardisation, moderation or verification as required.
· Record internal standardisation, moderation and verification decisions accurately and systematically using agreed documentation.
· Provide special arrangements for Learners with learning difficulties and or disabilities according to the regulations of the awarding body. 

The Lead Internal Verifier is to ensure that internally assessed work consistently meets the national standards.

Role of the Internal Verifier

· To ensure there is a clear and accurate assessment and verification plan which is fit for purpose and issued to Assessors and tutors.
· Ensure all assignment briefs are verified as fit for purpose before they are circulated to Learners. They should enable the Learner to meet the unit grading criteria.
· Establish record keeping systems and documentation used for assessment and internal verification.
· Ensure sample of students’ assessment material is verified. Any action required should be stated with a completion date and should be verified to ensure actions have been completed.
· Ensure that records of assessment and samples of Learner work are being retained for use with Standards Verification and made available to the External Verifier.
· Support and develop the skills of Assessors by offering advice and guidance when necessary.
· Maintain the consistency of assessment decisions by holding standardisation meetings.
· Where an Assessor is also an internal verifier, a different member of staff must internally verify their work.

This should be read in conjunction with the Internal Verification Policy and Procedures.

Role of the Quality Nominee

· To oversee the procedures for BTEC and that they are being carried out in accordance with policies in line with the requirements set by Pearson.
· To develop assessment procedures that will minimise the opportunity for malpractice.
· To share good assessment practice between all BTEC programme teams.
· To ensure that BTEC assessment methodology and the role of the Assessor are understood by all BTEC staff.
· Maintain a robust and rigorous internal verification procedure.
· Maintain accurate and detailed records of assessment decisions.
· To update policies annually.
· To complete the Centre Engagement Document as requested by the Centre Quality Reviewer.

Role of the Examinations Officer

· To facilitate the IV process.
· To meet the deadlines for registering Learners with Pearson.
· To ensure that the data is kept up-to-date with the timely withdrawal or transfer of Learners.
· To claim Learners’ certificates when appropriate.
· To claim unit certification when a Learner has not been able to complete the full programme of study.
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