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Assessment will provide up-to-date, accurate and objective information about students’ achievement to themselves, 

their parents and staff.  Through informing next steps, the process of assessment will help to accelerate progress and 

improve classroom practice. 

Target Setting 

Base-Line Bands 

- Chiswick 'Base-Line Bands’ are automatically created for every student based on their KS2 SATs results in 

Reading and Mathematics.   

- At KS3 students are placed in one of five  bands. These are used to compare the progress of students with 

similar points of entry to other students in that band and to the entire cohort. These are not published to the 

students as they are to support school staff in monitoring progress.  

- In Year 7 Base-Line Bands are used to ensure that students are placed in the right classes according to their 

learning needs. Setting is reviewed at two points during the year following summative assessments. The 

Base-Line Band will never hold a student back from moving sets if they are making more progress than 

others in a higher Base-Line Band.  

 

 

Target Grades 

- At the start of year 10, end of course  ‘Aspirational Target’ grades are created across Chiswick School for 

each student for each subject.  Targets are based upon a child’s Key stage 2 school test results, which are 

nationally recognised standards, and the progress that has been made over KS3.  

- Target grades can be adjusted in different subjects in consultation with the student, teacher and CTL. Targets 

may go up but will never go down from the original target . Target grades will rarely be altered, unless there 

is a valid reason to do so and must be discussed with the Deputy Head in charge of Assessment, Recording 

and Reporting.  

- Target Grades are shared with students and parents at the start of Year 10.  

- ALPS is used to determine target grades at A level. The ALPS system calculates A level targets based on the 
top 25% of school and college achievement. 

 

Students with no KS2 data 

Students entering the school with no prior data often make accelerated rates of progress.  New arrivals will be 

assessed in English and Mathematics using the most recent end of year assessment as part of their school induction.  

For students entering in Year 7, this assessment will be a KS2 test in English and Mathematics.  Levels achieved in 

this internal baseline will inform which ability band they will be in.  Targets for these students will be reviewed on a 

regular basis according to the rate of progress made and school expectations.   

Transfer of KS2 records 
 

A summary of the key Stage 2 NC results and other relevant information will be entered onto Assessment Manager 
as soon as they become available.   
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Transfer of records to other schools 
 

When a student moves to a new school, a report must be passed, where reasonably practicable, to the Headteacher 
of the receiving school within 15 school days.  The information that this report must contain is set out in the 
common transfer file definitions. 
 
The Learning Co-ordinator is responsible for requesting this information is sent to the receiving school. 
 
Formative Assessment  

The nature and frequency of formative  assessment is dependent on the subject. Commonalities across the school 

are detailed here: 

In class-  Knowledge Organisers, recall activities at the start of each lesson,  Do Now,  Hinge Questioning - Check for 

Understanding, GEM tasks,  DIRT activities  and RAG123 

a) Students are given a KO quiz based on the knowledge organiser each week and all Do Nows are low stakes 

quizzes. This enables the teacher to quickly check knowledge retention over a short period of time. 

 

b) Teachers check students’ understanding of key knowledge and skills within a lesson through the Hinge - 

Check for Understanding. This enables teachers to ascertain whether students have grasped key concepts 

before moving onto independent practice. 

 

c) Teachers mark GEM tasks through whole class marking sheets, use of the visualiser and other feedback 

strategies. Teachers use this to inform DIRT lessons and responsive teaching: reteaching, rewriting, 

answering of questions using the knowledge organiser. This enables the teacher to target their classes’ in 

class intervention effectively, addressing misconceptions to ensure effective implementation through impact. 

 

d) Students complete a RAG123 Self Assessment every lesson to answer the lesson questions or concept.  This 

enables students to prove they have understood the concept but also enables teachers to check if students 

have understood the concept in the lesson and adapt subsequent lessons to address any misconceptions.  

 

Monitoring and quality assurance: a) Via DEFT walks b) Work Scrutiny 

 

Summative Assessment  

Subject areas divide their course into units and modules. Learning outcomes for the unit, the nature of the 
assessment task and the assessment criteria are clearly communicated to the students. 
 
Assessment arrangements, marking and feedback will vary according to the nature of the learning being assessed 
(practical work, speaking and listening etc), and will include information to staff, students and parents about next 
steps to enable students to progress. (Please see the Marking Policy for more detailed guidance.) 
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During the final term of year 7, 8 , 9, 10 and 12 summative assessments for subjects, generally in examination 
format, take place. In years 11 and 13 public examinations take place in the summer term. Pre public examinations 
for year 11 and 13 take place in December. 
 
In Key Stages 4 and 5, assessment is carried out using examination specification criteria. Coursework is standardised 
and moderated in line with examination board and school requirements. 
Bi-annual summative assessments are : 

● used to assess cumulative knowledge retention and application over time 

● used to provide students with preparation of external exam procedures including the use of access 

arrangements  

● used to provide teachers with significant data to review implementation and target 

consolidation/application moving forward.  

 
KS3 
 

At KS3 (Yrs 7-9) students will sit synoptic assessments that will include knowledge recall questions and 
extended answer questions. Students are awarded a %  grade for the assessment they have sat. This is then 
compared to the average % achieved in the year group and the average % achieved by  the baseline band 
that the  student is in.  
 
They are designed to match the curriculum and terminal assessment arrangements in each subject and thus 

prepare them for the rigour of new GCSEs.  Each assessment should be cumulative (i.e. assessing the 

curriculum from the whole academic year to date).  Technology, the Arts and PE will award an attitude to 

learning grades only.  

 
KS4 

 In KS4 students will sit GCSE or BTEC style assessment papers designed and written by departments or past 
examination papers. They are designed to match the curriculum and terminal assessment arrangements in 
each subject and thus prepare them for the rigour of new GCSEs.  Each assessment should be cumulative 
(i.e. assessing the curriculum from the whole academic year to date).   
 
Year 11 students sit pre-public examinations during December and March. 

The results of these assessments are recorded and form the basis of professional judgements which are 
reported to students and parents on how far the student is making progress towards their target grade. 

 
We use the GCSE or Btec grading system. We use a +/- system to indicate the strength of a grade. A grade 4- 
for example indicates a low grade 4 has been attained. A grade 4/L2 pass would indicate an average grade 4 
has been attained and a 4+/L2 pass+ indicates high grade 4 has been obtained. Each grade therefore has 3 
sub levels. 
 
In the Spring and Summer terms assessment data is entered centrally so that Curriculum and Subject Team 
Leaders, Learning Coordinators, subject teachers and tutors can track student progress, celebrate 
achievement and tackle under-achievement. In year 11 Assessment data is recorded in the Autumn and 
Spring terms. 

 



CHISWICK SCHOOL 

Assessment, Recording and Reporting Policy 

                         Adopted:  September 2019                                                                               Next Review:  September 2020      

 

 

4 

 

 

 

KS5 
 In KS5 students will sit A Level or BTEC style assessment papers designed and written by departments or 
past examination papers.  The results of these assessments are recorded and form the basis of professional 
judgements reported to students and parents on how far the student is making progress towards their target 
grade. 
 
At KS5 we use the A level or Btec grading system. We use a +/- system to indicate the strength of a grade. A 
grade A-/L3 D- for example indicates a low grade A has been attained. A grade A or Distinction would 
indicate an average grade A has been attained and a A+/Distinction* indicates high grade A or Distinction 
has been obtained. Each grade therefore has 3 sub grades. 
 
In the Spring and Summer terms assessment data is entered centrally so that Curriculum and Subject Team 
Leaders, Learning Coordinators, subject teachers and tutors can track student progress, celebrate 
achievement and tackle under-achievement. In years 13 Assessment data is recorded in the Autumn and 
Spring terms. 

 
Assessment Conditions 

To ensure the most effective and coherent logistical arrangements, and to maximise the impact of collaborative 

work following periods of assessment, these examination-style assessments in Years 7-11 will take place within  

blocks scheduled across the year.  The conditions of assessment, an examination timetable, and the purpose of the 

assessments should be shared with students and parents prior to each period.   

To ensure fairness, students in each school should sit the assessment at the same time.  When this is not possible, 

timetables should be looked at to minimise the chances of communication between students who have and who 

have not sat the exam.  

Examination conditions should replicate external arrangements, using each school’s formal examination facilities as 

the default location for assessment.  Students who miss assessments during each fortnightly block will be mopped 

up on the Monday following each period of assessment.   

Access arrangements 

Students should be assessed for access arrangements in the first term of Year 10.  Arrangements for assessments sat 

at the end of Year 10, and during Year 11, should ensure that students entitled to access arrangements receive these 

for all internal assessments.  In all other assessments, support should be provided for students only if students are 

unable to access the assessments under normal conditions. 

 Action Following Assessment 

Marking  

All marking should be meaningful, manageable and motivating and should serve a single purpose – to advance pupil 

progress and outcomes. To support teacher workload, school expectations for all other written feedback in years 7-

10 will be suspended for a period of three weeks for that year group from the start of each internal assessment 

period.  Marking is summative – only a mark, percentage and grade (KS4/5 only) (once verified through moderation) 

should be recorded on the paper. Teachers must keep marked assessments in a folder for future reference. 
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Moderation 

Following periods of assessment, time is given to departments to effectively moderate assessments in all year groups 

so that work of the same quality is reported in the same way.  This will be provided through PCK meetings and 

scheduled INSET.  

Data Entry and Analysis 

It is important that data is only entered once at each assessment point, according to the principle of ‘collect once, 

use many times’. Results from assessments will be entered on SIMS by a set deadline following each period of 

assessment.  Outcomes will be reported using either the 1-9 scale or the metric used in a subject’s terminal 

assessment framework or as a % for KS3.  Grade boundaries for each assessment will be agreed prior to data entry 

by the CTL using grade boundary information where applicable.  

After each assessment point, data is processed quickly in order to allow an efficient and effective analysis of progress 

towards an agreed set of key performance indicators.  Data is automatically generated into standard templates by 

the schools SIMS Manager.  Following this, leaders of all levels in the Academy meet to discuss the progress of 

students.   

Raising Achievement Plans (RAP) 

It is essential that marking that has a commensurate impact on student progress. The SIMS manager will generate 

hard copies of SIMS data sheets for every member of teaching staff. These will form the basis of a RAP sheet for each 

class taught.  This teacher will define the specific strategies that should be adopted to raise the achievement of 

those students who are working below their targets.  The PCK framework allows time for this important task to be 

completed.  Once complete, the RAP sheet should be added to each teacher’s teaching red folder.  RAP sheets are 

reviewed each year following subsequent periods of assessment. 

 Group Changes  

Changes to class groups should be avoided where possible.  However, following periods of assessment, it may be 

necessary to make in-year changes to groups where students are making significantly more or less progress than 

expected.  This process should take place at a planned point following the second assessment point and at the end of 

the academic year. 

Remarking 
 
Where there is clear evidence during the moderation process, from the sample selected, that there are serious 
discrepancies in the marks being awarded to a particular piece of work, the CTL should arrange for the work to be 
remarked and must implement a programme of training/support for the teacher concerned. 
 

Reporting  
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The principles of reporting within the Curriculum at Chiswick School are: 
 
● to facilitate the diagnosis of  the effectiveness of learning and teaching 
● to provide evidence of levels of attainment / progress reached 
● to facilitate diagnosis of gaps in subject knowledge and support planning  
● to provide information to parents 

 
Subject staff enter grades onto Assessment Manager. All other aspects of the printing and production of the reports 
are the responsibility of the data team . 
The smooth operation of the system means that everyone has to keep to the strict deadlines given in the school’s 
assessment calendar, which is issued to staff at the beginning of each academic year. 
 
Attitude To Learning 
 
Students will receive a statement describing their attitude to learning. Teachers make a professional judgement 
about the work completed at home and in class. The key below describes each statement: 
 
Excellent: Always shows high levels of effort and is consistently making more than expected progress.  Has a 
conscientious attitude to their studies and able to work independently and take responsibility for their learning. 
Completes all tasks including homework on time to the highest standard and responds well to all feedback. 
Exemplary standard of behaviour. 
 
Good: Considerable effort is shown and is making at least expected progress. Independently seeks to reflect and 
improve work using both written and verbal feedback. Clear evidence of improvements made to work that 
demonstrate that learning is progressing. All homework and independent tasks are completed to deadlines and are 
of a good standard.  Always displays a positive attitude to learning and has high standards of behaviour. 
 
Adequate: Effort shown is in the main satisfactory but at times has been below expectation. Work is not always 
completed on time or at the expected level.  Little evidence of effective response to feedback.  May become 
inattentive and distract others at times. Does not always have the correct equipment. There may be gaps in 
homework and independent tasks set and/or some tasks are submitted late. 
 
Poor: Effort shown is unacceptable resulting in progress not being made and being a cause for concern.  Poor 
behaviour which can often affect the progress of other students in the class. Tasks are completed to a low standard 
or are frequently incomplete. Fails to work independently and doesn’t take responsibility for their learning. Unlikely 
to achieve their target grades.  
 
Behaviour data - Achievement points and poor behaviour incident points. 
 
Attendance - Inputted centrally by data team. This Is reported to parents as a % throughout the academic year. 
 
Reading Score - inputted centrally by data team. A Standardised Reading Score will be reported 3 times per year for 
students in Year 7, 8 and 9.  
 
Progress and Attainment Data  
 
KS4 and 5 
Grades reported are the most recent grade a student achieved in an assessment on a scale of 1-9 / A*-E , or the 

metric used in a subject’s terminal assessment framework. They are always relative to their national peer group. 
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They are critical to the future of the Chiswick School data strategy, governance and best practice sharing model. 

They allow us to consider all year groups using a common currency. Predicted Grades will only be used in Year 11 

and Y13 to support applications to future pathways. The national distribution of % grades will reflect that from 

terminal assessments in Year 11 and 13. For example, a year 11 student with a Grade 9 prediction will be in the top 

3% (approximately) of year 11 students in the country. 

A progress comment is also provided on each school report for each subject.  At each assessment point we compare 
a student’s current attainment with where they need to be at this point to be on track to achieve their end of key 
stage target.   
 
KS3 

In terms 2 and 3 a  % mark is given in each subject based on a recent assessment. This is then compared to the 

average % achieved in the year group and the average % achieved by  the baseline band that the  student is in. 

Technology, the Arts and PE will award an attitude to learning grades only.  

Reporting to Parents 

Parents and students receive assessment information in different ways.  Once per year in each year group, Parents’ 

Evenings allow face-to-face discussions between class teachers and parents (in the presence of students), based on 

recent assessment information and student work. Reports containing information on their child's progress at school  

will be sent home to parents every term. 

 Reporting to Other Stakeholders 

Curriculum Team Leaders will meet subject teachers, analyse and report assessment data to the Deputy 

Headteacher and Headteacher at 3 times throughout the Year using the Department Self Evaluations Framework. 

The Deputy Headteacher will report to Governors at the agreed meetings. 

Summary Diagram of Process  
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APPENDIX A 

Chiswick School 
Controlled Assessment Policy 

 
What is Controlled Assessment? 
It is designed to assess skills which are not effectively measured in external examinations, for example 
research, performance or production skills, carrying out investigations or tasks etc. It also enables a more 
integrated approach to teaching, learning and assessment thus making the work more relevant.  
It retains many features of coursework while ensuring that the work submitted is the students’ own. Whilst 
the general rules for controlled assessments are the same for all GCSEs, there are specific requirements for 
each subject. 
Stages and levels of control 
There are three stages in controlled assessment: 

● Task-setting: Tasks are set by either the school, with guidance from the awarding organisation, or 

by the awarding organisation themselves. 

● Task-taking: The different stages of the task may require different levels of control (e.g. low control 

during the research stage and medium or high control when writing up results). 

● Task-marking: The assessments will usually be assessed internally by teachers according to mark 

schemes and criteria. These marks will then be internally standardised and then externally 

moderated. 

The level of control for each stage of the assessment is specified as high, medium or low, to ensure 
reliability and authenticity and the levels determine who sets the assessment, the conditions under which 
it is carried out and who marks the assessment. This differs depending on the subject (see relevant 
guidance documents for each subject). 
Low Control – students can work unsupervised outside the classroom. This is normally the research stage. 
Medium Control – students work under informal supervision, following the subject specific guidance 
issued by the awarding body. This is normally the analysis stage. 
High Control – students complete their task under direct supervision throughout.  For the most part, this 
will mean that students are completing the assessment under exam conditions (either in the hall or a 
classroom) where students are not allowed to confer with the teacher or other students. This is the write-
up stage. Guidance on access to permitted resources is provided by each awarding body. This guidance 
must be adhered to for all candidates undertaking a specific task. 
Principles 
Chiswick School aims to ensure that controlled assessments are fairly administered and allow equal access 
and provision for all students. This means that the school will produce a Controlled Assessment calendar 
published at the beginning of the year for staff, students and parents, which ensures that assessments do 
not clash with other assessments/examinations or with trips, visits etc. The school will also ensure that 
students requiring concessions are appropriately catered for. 
Students who are absent will be offered an opportunity to complete the controlled assessment on an 
alternative date. There will be a day allocated for catch-up sessions which will be co-ordinated by the 
examinations officer. This will be held termly as required. For periods of prolonged absence the school will 
contact the awarding body who may be able to give a special consideration for the student. Re-sits will 
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only be considered through line management meetings and with the agreement of the Key Stage Deputy 
Head. 
All completed assessments will be stored securely either in a locked cabinet or, if appropriate, a locked 
classroom or workshop.  
 
Procedures 
The Examinations Officer/LG will: 

● ensure that the timings of controlled assessments are co-ordinated across the school to ensure 

assessments do not clash with other assessments or with events activities and that wherever 

possible, students will have controlled assessments evenly spread throughout the year 

● produce a detailed calendar, mapping not only the assessments and standardisation times, but also 

the resource needs 

● ensure that completed assessments are stored securely 

● make sure that all results are reported to the awarding body at the appropriate times 

● make sure that all middle leaders are trained and supported to fulfil their role. 

 

CTLs will: 
 

● choose the most appropriate awarding body and specification for the course 
● standardise the marking of assessments internally and keep clear records of this standardisation 
● ensure that all teachers are trained and supported to fulfil their role and that they understand their 

responsibilities with regard to controlled assessments 
● ensure that individual teacher’s understand the requirements of the awarding body’s specification 
● ensure that the system of administering assessments is fair and clearly monitored. Any issues with 

supervision will be discussed with the LG line manager prior to the administration of the 
assessment 

● arrange for the controlled assessments or appropriate evidence, as specified by the awarding body, 
to be kept securely and for the requisite amount of time. 

Teachers, and SEND staff as appropriate, will ensure that: 
● they have a clear understanding of what is involved in each assessment task 

● they understand the level of control permitted for each stage, the time allowed and the nature of 

the assessment 

● students have been suitably prepared for the task through well-planned and structured schemes of 

work and lessons 

● the necessary accommodation, resources, equipment and facilities are available for all students 

● students with particular requirements have had suitable arrangements made 

● students only have the materials acceptable to the awarding body available 

● they remove/cover any relevant display materials 

● where ICT is used, any forbidden tools are disenabled (e.g. spell check, internet) and that work is 

NOT accessible between sessions 
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● assessment materials are locked in  a safe place between sessions, including USBs or work 

produced on a computer 

● attendance records are kept for all sessions 

● sign a declaration of authentication and confirm that the work was completed under the required 

conditions 

● all work is marked according to the criteria given by the awarding body 

● where work is assessed by the teacher and externally moderated by the exam board, 

standardisation of marking must take place in the school if more than one teacher is involved in the 

assessing 

● assessment marks are submitted to the board by the appropriate dates 

● students are given an indication of their likely grade, though being made aware that changes could 

occur after moderation, within a month of completing the assessment 

● the SAEN Team are involved where appropriate. 

The SEND Team will: 
● apply for all necessary access arrangements in plenty of time and advise CTLs about the 

requirements and specific needs of these students 

● work with teaching staff to ensure that requirements for support staff are met 

● administer controlled assessments as required and following the procedures outlined above. 

The ICT Team will: 
● provide separate user accounts for controlled assessment use where there is no internet access and 

where the work is only accessible during the controlled sessions. 

The Premises Team will ensure that: 
● accommodation and facilities are appropriately set up for the relevant sessions 

Students will: 
● complete their work in black ink or word-processed. Print outs, charts and videos can be included 

where appropriate. 

● Ensure that, where joint work is allowed in the preparation stages, any write ups of this joint work 

will be in their own words 

● sign a declaration to confirm that the work is their own and that any assistance/resources have 

been acknowledged. 

Internal appeals procedure 
 
Chiswick School is committed to ensuring that whenever its staff marks candidates’ work this is done fairly, 
consistently and in accordance with the awarding body’s specification and subject-specific associated documents. 
  
Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and who have 
been trained in this activity. Chiswick School is committed to ensuring that work produced by candidates is 
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authenticated in line with the requirements of the awarding body.  Where a number of subject teachers are involved 
in marking candidates’ work; internal moderation and standardisation will ensure consistency of marking. 
  
Candidates will be given their centre assed marks for all internally assessed subjects. On being informed of their 
centre assessed marks, if a candidate believes that procedures were not followed in relation to the marking of their 
work, or that the assessor has not properly applied the mark scheme to their marking, then they may make use of 
this appeals procedure to consider whether to request a review of the centres marking. 
  
NB: an appeal may only be made against the assessment process and not against the mark submitted to the 
awarding body. It is not possible for anyone to alter the work after the internal assessor (teacher) has provided a 
mark to the candidate. 
  
  
1.         Chiswick School will ensure that candidates are informed of their centre assessed marks so that they may 
request a review of the centre’s marking before marks are submitted to the awarding body. 
  
2.         Candidates may request copies of materials to assist them in considering whether to request a review of the 
centre’s marking of the assessment. These requests should be made to the Examination Officer no later than 3 
working days after the marks have been issued, including the day of issue. 
  
3.         Chiswick School will, having received a request for copies of materials, promptly make them available to the 
candidate. 
  
4.         Chiswick School will provide candidates with 3 working days, including the date of issue, in order to allow them 
to review copies of materials and reach a decision as to whether to continue with the review. 
  
5.         Requests must then be made in writing completing the relevant form available from the Examination Officer. A 
payment of £30 for this service will be requested at this time. Any requests after the deadline will not be accepted. 
  
6.         Chiswick School will allow 7 working days from receipt of the form for the review to be carried out. 
  
7.    Chiswick School will ensure that the review of marking is carried out by an assessor who has appropriate 
competence, has had no previous involvement in the assessment of that candidate and has no personal interest in 
the review. 
  
8.    Chiswick School will instruct the reviewer to ensure that the candidate’s mark is consistent with the standard 
set by the centre. 
  
9.    Chiswick School will inform the candidate in writing of the outcome of the review of the centre’s marking. 
  
Once candidates work has been internally assessed, it is moderated by the awarding body to ensure consistency in 
marking between centres. The moderation process may lead to a change in marks. This process is out of the control 
of Chiswick School and the outcome cannot be changed by the school. 
  
All marks should be considered provisional until students receive their certificates. 

 
Other 
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It is the responsibility of all participants to report malpractice immediately. This should be to either the 
Examinations Officer or a member of SLT. 
If work is lost within the school the Examinations Officer and exam board must be informed immediately. 
 
Monitoring arrangements 
The member of the leadership Group responsible for overseeing controlled assessments will liaise with 
CTLs to ensure that assessments are carried out in line with the school policy. They will also check the CTL 
records of all moderation and standardisation meetings. The Examinations Officer will monitor sessions 
held and an annual report will be written for LG and the Governors. The monitoring procedures will be 
linked to the QA procedures. 
 
Date:  September 2019 
 
Date to be reviewed: September 2020 
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APPENDIX B 

Chiswick School 
BTEC Induction Policy 

 
 
Roles and Responsibilities 
 
Head of Centre 
The HOC is responsible for ensuring that the centre acts in accordance with Pearson’s terms and conditions of 
approval. 
 
Exams Officer 
The EO is responsible for the correct administration of learners. 
 
Quality Nominee 
The QN is responsible for overseeing quality assurance and act as the guardian of the standards set by Pearson. 
 
Lead Internal Verifier 
The Lead IV is responsible for signing off the assessment and internal verification of programmes in a subject area, 
ensuring the quality assurance system used to monitor assessment practice and decisions. 
 
Assessors 
The Assessor is responsible for the assessment of learners. 
 
Registration and Certification 
 
Aim: 
1. To register individual learners to the correct programme within agreed 
timescales. 
2. To claim valid learner certificates within agreed timescales. 
3. To construct a secure, accurate and accessible audit trail to ensure that 
individual learner registration and certification claims can be tracked 
to the certificate which is issued for each learner. 
 
In order to do this, Chiswick School will: 
• Register each learner within the awarding body requirements 
• Provide a mechanism for programme teams to check the accuracy of learner registrations 
• Make each learner aware of their registration status 
• Inform the awarding body of withdrawals, transfers or changes to learner details 
• Ensure that certificate claims are timely and based solely on internally verified assessment records 
• Audit certificate claims made to the awarding body 
• Audit the certificates received from the awarding body to ensure accuracy and completeness 
• Keep all records safely and securely for three years post certification 
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Assessment 
 
Please see BTEC Assessment Policy below. 
 
Internal Verification 
 
Aim: 
1. To ensure there is an accredited Lead Internal Verifier in each principal 
subject area (BTEC Entry Level - Level 3) 
2. To ensure that Internal Verification is valid, reliable and covers all 
Assessors and programme activity. 
3. To ensure that the Internal Verification procedure is open, fair and free 
from bias 
4. To ensure that there is accurate and detailed recording of Internal 
Verification decisions. 
 
In order to do this, Chiswick School will ensure: 
• Where required by the qualification, appoint a Lead Internal Verifier is appropriately for each subject area, is 
registered with Pearson and has undergone the necessary standardisation processes 
• Each Lead Internal Verifier oversees effective Internal Verification systems in their subject area 
• Staff are briefed and trained in the requirements for current Internal Verification procedures 
• Effective Internal Verification roles are defined, maintained and supported Internal Verification is promoted as a 
developmental process between staff 
• Standardised Internal Verification documentation is provided and used 
• All centre assessment instruments are verified as fit for purpose 
• An annual Internal Verification schedule, linked to assessment plans, is in place 
• An appropriately structured sample of assessment from all programmes, units, sites and Assessors is Internally 
Verified, to ensure centre programmes conform to national standards 
• Secure records of all Internal Verification activity are maintained 
• The outcome of Internal Verification is used to enhance future assessment practice. 
 
Feedback and Follow-up 
Feedback should be provided to the Assessor’s and course tutor with decisions and questions clearly stated and 
explained. Written confirmation should be provided to ensure progress can be maintained and developed. 
 
Allocation of time for Internal Verifiers 
This will be allocated in accordance within the school’s workload agreement. 
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Chiswick School 
BTEC Assessment Policy 

   
 

Aims:  
To ensure that assessment methodology is valid, reliable and does not disadvantage or advantage any group of 
learners or individuals. 
To ensure that the assessment procedure is open, fair and free from bias and to national standards. 
To ensure that there is accurate and detailed recording of assessment decisions. 
 
In order to do this, Chiswick School will: 
 

● Ensure that learners are provided with assignments that are fit for purpose, to enable them to produce 
appropriate evidence for assessment. 

● Assess learner’s evidence using only the published assessment and grading criteria. 
● 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 malpractice. 
● Maintain accurate and detailed records of assessment decisions. 
● Maintain a robust and rigorous internal verification procedure. 
● Provide samples for Standards Verification as required by the awarding body. 
● Monitor Standards Verification 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. 

 
All assessment for BTEC Nationals is criterion-referenced, based on the achievement of specified outcomes. Both 
formative and summative assessment strategies will be used for the courses.  
 
Formative assessment is aimed to inform teaching on an ongoing basis and target particular learning needs of 
individuals. It enables continuous monitoring of what is happening each day in the classroom and enables the teacher 
to record each pupil’s progress unit by unit, throughout the term. Whilst at the very core of formative assessment, 
this monitoring is not the only benefit to assessing work since the pupils on the receiving end can benefit as well 
through structured feedback. Initial assessment of pupils is very important and needs to be recorded to enable further 
assessment and monitoring to be effectively evaluated. This will identify improvement or underachievement of a 
particular pupil. 
 
Summative assessment is used at the end of a period of teaching to benchmark the attainment of a pupil i.e. marking 
a completed assignment. Here the emphasis is on the progress made by an individual against his/her own benchmark. 
If an individual improves upon their previous level of attainment then they can be said to have progressed, regardless 
of their performance in relation to any norm-reference or the level of their peers. This assessment contributes to credit 
achievement and informs a unit grade (where applicable).  
 
 
A variety of assessment methods will be used on the course including: 

● observations 
● role plays 
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● practical tasks  
● presentations  
● verbal questioning  
● written questioning  
● quizzes  
● assignments / assignment activities. 

 
 
All assignment briefs clearly state the outcomes to be assessed as well as the assessment criteria which will measure 
what grade a pupil achieves. The assessment criteria is taken directly from the assessment guidance grid from the 
specification so that students are aware of exactly what they must do to achieve a particular grade. This is then broken 
down into a scenario and assignment tasks to make the work more accessible for students.  
 
Each qualification will have an overall grade awarded of pass, merit or distinction. The overall grades will be calculated 
on the total points achieved from internally assessed units combined with the grade points from the external 
assessment. Each grade will be determined by fixed grade boundaries.  
Students are asked to achieve pass, merit and distinction criteria within a particular task of an assignment. All students 
are encouraged to attempt merit and distinction tasks. If they do not achieve merit or distinction grades at the first 
attempt, further opportunities will be given to achieve these grades.  
 
To ensure that marking and grading standards are fair and consistent, regular meetings are held within the academic 
year so that members of staff within their department may moderate their colleagues’ marking. Assessor’s decisions 
are reviewed to ensure that they are interpreting and applying the standards set out in the specifications. Members 
of staff are also sent on INSET training that focuses on marking and grading assignment work. In this way, good practice 
can be maintained and improved.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Grading System 
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This policy will be reviewed every year by the BTEC Coordinator. 
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APPENDIX C 

Chiswick School 
Assessment Malpractice Policy 
 
Aim: To identify and minimise the risk of malpractice by staff or learners. 

To respond to any incident of alleged malpractice promptly and objectively. 
To standardise and record any investigation of malpractice to ensure openness and  
fairness.  
To impose appropriate penalties and/or sanctions on learners or staff where  
incidents (or attempted incidents) of malpractice are proven. 
To protect the integrity of Chiswick School and BTEC qualifications. 

 
 
In order to do this, all Principal Subject Areas (PSAs) will: 
 

● Ensure BTEC front cover assignment sheet asks learners to sign a declaration that will authenticate student’s 
own work.  

● Ensure assessors are responsible for checking the validity of the learner’s work.  
● Use the induction period and the student handbook to inform learners of the school’s policy on malpractice 

and the penalties for attempted and actual incidents of malpractice.  
● Show learners the appropriate formats to record cited texts and other materials or information sources 

including websites. Learners are not discouraged from conducting research. Evidence of relevant research 
often contributes to the achievement of higher grades. However, the submitted work must show evidence 
that the learner has interpreted and synthesised appropriate information and has acknowledged any sources 
used.  

● Introduce procedures for assessing work in a way that reduces or identifies malpractice, e.g. plagiarism, 
collusion, cheating, etc. These procedures may include:  

 
- periods of supervised sessions during which evidence for assignments/tasks/coursework is produced by 

the learner 
- altering assessment assignments/tasks/tools on a regular basis 
- the assessor assessing work for a single assignment/task in a single session for the complete cohort of 

learners 
- using oral questions with learners to ascertain their understanding of the concepts, application, etc 

within their work 
- assessors getting to know their learners’ styles and abilities  

 
● Ensure access controls are installed to prevent learners from accessing and using other people’s work when 

using networked computers.  
 
Learner Malpractice 
 
Attempting to or actually carrying out any malpractice activity is not permitted. The following are examples of 
malpractice by learners; this list is not exhaustive and other instances of malpractice maybe considered:  
 
● Plagiarism  by copying and passing off, as the learner’s own, the whole or part(s) of another person’s work, 

including artwork, images, words, computer generated work, thoughts, inventions and discoveries whether 
published or not, with or without the originator’s permission and without properly acknowledging the source 
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● Collusion by working collaboratively with other learners to produce work that is submitted as individual learner 
work. Learners should not be discouraged from team work, as this is an essential key skill for many sectors and 
subject areas, but the use of minutes, allocating tasks, agreeing outcomes are an essential part of team work and 
this must be made clear to the learners 

● Impersonation by pretending to be someone else in order to produce the work for another or arranging for 
another to take one’s place in an assessment/examination/test 

● Fabrication of results and/or evidence 
● Failing to abide by the instructions or advice of an assessor, a supervisor, an invigilator, or Edexcel 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, for example: notes, study guides, personal organizers, calculators, 
dictionaries (when prohibited), personal stereos, mobile phones or other similar electronic devices 

● 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.  
 
Chiswick School Staff Malpractice  
 
The following are examples of malpractice by Chiswick School staff. The list is not exhaustive and other instances of 
malpractice may be considered:  
 
● Failing to keep mark schemes secure 
● Alteration of mark scheme  
● Alteration of assessment  and grading criteria  
● Assisting learners 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 Chiswick School staff producing work for the 
learner 

● Producing falsified statements, for example for evidence the learner has not generated 
● Allowing evidence, which is known by the staff member not to be the learner’s own, to be included in a learner’s 

assignment/task/portfolio/coursework 
● Misusing the conditions for special learner requirements, for example where learners are permitted support, 

such as amanuensis, this is permissible up to the point where support has the potential to influence the outcome 
of the assessment 

● Failing to keep learner computer files secure 
● Falsifying records/certificates, for example by alteration, substitution, or by fraud.  
● Fraudulent certificate claims, that is claiming for a certificate prior to the learner 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.  
 
Examination venue staff/Invigilators 
Suspected cases of malpractice by a staff member or invigilator may be reported by students, other examination 
venue staff, other examination invigilators or a member of the public. 
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Written reports should be submitted to the Examinations Officer and should include the following information: 

● §  the examination venue name/location; 

● §  the date and title of the examination; 

● §  the time the examination took place; 

● §  the student's name and candidate number, if applicable; 

● §  the name of the member of staff in question; 

● §  a full description of the suspected malpractice; 

● §  Relevant evidence, if applicable. 
 
Reports should normally be submitted to the Examinations Officer within 24 hours of the suspected malpractice 
taking place. 
 
However, if the exams officer is suspected of maladministration, then this responsibility lies with the Deputy 
Headteacher who is responsible for exams. 
 
Investigating Alleged Malpractice  
 
When dealing with alleged malpractice in Chiswick School, the Head Teacher or her nominated representative will: 
 
● Involve the learner and others in the investigation process  
● Deal with the learner (if aged 19 or above) and/or the learner’s representative.  
 
This may occur, for example, when a learner’s account of events is at variance with that of the centre. During the 
investigation period the release of results/certificate may be withheld, pending the outcome of the investigation.  
 
Dealing With Malpractice  
 
The Head Teacher or her nominees will carry out an investigation into allegations of malpractice. Investigations into 
any alleged malpractice against the Head Teacher will normally be conducted by the Chair of the Governing Body, 
the Deputy Head Teacher or an appointed nominee. 
 
If Chiswick School discovers or suspects anyone of malpractice, Chiswick School will make the accused 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. If a learner is under 19 years of age, the learner’s guardian must also 
be informed.  
 
If Chiswick School is accusing anyone of malpractice, the accused will be given the opportunity to respond 
(preferably in writing) to the allegations made. The accused will also be informed of the avenues for appealing 
should a judgment be made against them.  
 
Appeals  
 
Further information on appeals may be found in the school’s Staff Grievance Procedure and Complaints Procedure 
documents.  
 
 

 


