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1.0 INTRODUCTION
One of the primary purposes of the assessment is to ensure that the standards of qualifications awarded by an institution are achieved.  The Professional Centre therefore has the responsibility to ensure that its assessment is valid and consistent, that its assessment practices are transparent and that its assessors are accountable for the judgements they make. 

Another purpose of assessment is to provide feedback to learners to ensure their continued progress towards successful completion of their programme of study.  It follows therefore that the Professional Centre (PC) has the responsibility of ensuring that learners are provided with feedback that is constructive and timely.
In line with the regulations of the National Qualifications Framework (NQF) that govern programmes of learning of tertiary education institutions, learning is described using 

i. credits 
ii. NQF levels, and
iii. learning outcomes.  
Assessment needs to measure and develop learning across the full number of credits and at the NQF level specified.  It also needs to ensure that learning is measured against and developed towards the achievement of outcomes.
The PC takes its responsibility for ensuring the quality, validity and reliability of assessment very seriously.  It recognises that assessment is a core activity and an essential component of the learning process and that high quality assessment practices constitute an important element of the learner experience and that the outcomes of assessment influence learners' future lives.
2.0
POLICY STATEMENT
The Professional Centre (PC) has an obligation to carefully plan for learning/training offered to respond to learner needs, to evaluate the effectiveness of each educational programme in terms of the change it brings about in learners, and to make improvements in the programme in order to address the needs of the labour market. 

This policy will help to ensure that the processes of assessment are carried out in a manner that is fair, valid, robust, manageable and relevant.  Assessment should assist learners in their learning and motivate them throughout their studies.  Therefore this policy aims to ensure that: 
· Assessment procedures determine whether or not learners have met the stated learning outcomes of a course or module. 
· Assessment is sufficient in that it ensures both that learners have met those outcomes and that they have been guided towards them. 
· Assessment criteria are openly and clearly communicated to learners in the interests of transparency and accountability and also to enable learners to use those criteria to monitor and develop their own learning. 
· Learners are provided with feedback which details the extent to which their work has, or has not met those criteria.

· PC departments/faculties monitor the consistency and validity of their assessment. 
· Academic staff are monitored and provided with support which will allow them to assess validly and consistently. 

The policy reflects the values of effective teaching and learning which are identified in the PC’s Charter and strategic documents.
3.0 DEFINITIONS

For the purpose of this policy, the following definitions are used:

i. Course: a self-contained teaching/learning component of a programme (SQA)
ii. Programme: combination of courses in a field of study resulting in a qualification.

iii. Grade Point Average (GPA): average of all final grades achieved for courses in a programme.
iv. Learning outcome: describes what learners should be able to do by the time they have completed a module, course or a programme leading to a qualification.  Outcomes are complex and embody knowledge, skills and attitudes.
v. Assessment criteria: refer to what an assessor needs to be able to see to ensure that learners have indeed achieved the outcome. 
vi. Validity: refers to the extent to which assessment measures what it is intended to measure and whether the decisions and inferences made on the basis of assessment are justified.
vii. Reliability: refers to the extent to which assessment does measure what it is intended to measure consistently across different groups of learners, at different times and when administered by different assessors.
viii. (Learner) malpractice: means malpractice by a learner in the course of any examination or assessment, including the preparation and authentication of any controlled assessments or coursework, the presentation of any practical work, the compilation of portfolios of assessment evidence and the writing of any examination paper.
ix. Cheating: means trying to gain an unfair advantage over fellow learners or attempting to deceive those setting, administering and marking the assessment.
x. Plagiarism: is copying someone else’s work and trying to pass it off as one’s own.  It might be another learner’s work that is copied, or it might be the extensive use of published material from books and articles without proper acknowledgement of the source.
xi. Collusion: Collusion is the active cooperation of two or more learners to deceive examiners.  Learners will be guilty of collusion if they knowingly allow any of their academic work to be acquired by another person for presentation as if it were that person’s own work.  If a learner offers to provide work to another learner to be passed off as their own he/she is guilty of collusion.
xii. Credits: An expression given to the estimated notional hours that are spent in order to reach the learning outcomes for a course or programme.  One credit is equal to 10 notional hours.
xiii. Learner Clearance Form: form certifying that the learner has settled any outstanding fees and returned all borrowed items belonging to the institution.  
xiv. Assessment Summary Sheet/Assessment Rubric: form recording mark and grade and lecturer’s comments for each assessment by the course lecturer.  
xv. Programme Transcript: official summary of marks and grades for all courses issued upon completion of a programme.
xvi. Assessment task: any task assigned to the learner that is marked and graded.
xvii. Continuous assessments: formative assessment tasks for the course
xviii. Overall/final assessment: final summative assessment which covers and integrates all aspects of the course and measures the development of the competency of a learner for the course.
xix. Learner Performance Record/End of Course Result Form: is used to record the result for each assessment task and the final grade and attendance at the end of each course. 
xx. Learner Report Sheet: is the end of semester report of performance.
xxi. Supporting documents to substantiate an absence: medical certificate, signed letter (must be from parent/guardian for students below 18), official letters/attendance papers. 
4.0
ABBREVIATIONS

For the purpose of this policy, the following abbreviations are used:

PC – Professional Centre

WBE – Work-Based Experience

NQF – National Qualifications Framework

5.0 LEGAL CONTEXT OF THE POLICY

This policy is linked to the regulations the National Qualifications Framework Regulations (NQF) 2008.  It is also stipulated in the Education Act 2004 Section 74.(1) that ‘a teacher, lecturer or instructor in a State school or educational institution shall- (d) review with students their assessment and progress and advise them of performance expected of them’.
6.0
THE POLICY

6.1
Scope 
This policy shall apply to:

a. all types of assessments including WBE;

b. all learners undertaking such assessments;

c. all academic and/or professional staff with responsibility for designing, administering or making decisions relating to assessment by or on behalf of the PC.

6.2
General Guidelines and Procedures
6.2.1 Attendance and Punctuality Requirements 
6.2.1.1
Courses
i. Attendance and punctuality are important.  In each course the learner should attend at least 90% of the scheduled contact sessions given to learners in the Course Outline/Framework Plan.
ii. If absence is unavoidable, the onus of responsibility is on the learner to prove this is so to the satisfaction of the lecturer and Programme Leader/Head of Programme.  All absences have to be satisfactorily substantiated by supporting documents and illness of more than one day has to be substantiated by a medical certificate.
iii. The learner who has performed adequately on assessment items but who attends less than the specified 90% will have to support why s/he should be deemed to have passed the course.

6.2.1.2 Work Based Experience (WBE)
i. WBE is a compulsory component for all learners.
ii. Attendance and punctuality are important.  For each WBE component, the learner should abide by the normal working hours of the organization approved by the PC.  They are expected to work according to the schedule of normal workers in the host organization.
iii. If absence is unavoidable, the onus of responsibility is on the learner to inform the host organization and the PC.  All absences have to be satisfactorily substantiated by supporting documents and illness of more than one day has to be substantiated by a medical certificate.
iv. Learners will have to complete the total number of days absent for the WBE during a period of time negotiated with the PC and the host organisation.

6.2.1.3 Examinations
i. Attendance at examinations is compulsory.

ii. Learners may request for deferment of examinations which may be granted where exceptional circumstances prevent a learner from completing examinations on scheduled dates through no fault of the learner.  The learner must submit a written request with supporting documents to substantiate the absence.  The request for deferral shall be made to the Programme Leader/Head of Programme at least a week prior to the scheduled examination date or on the same day that the learner reports back to the PC.  The dates for deferred examinations shall be set by Programme Leader/Head of Programme in consultation with the respective lecturer.  

iii. The deferred examination must be taken before the end of the next semester.
6.2.2 Assessment 
6.2.2.1 Principles
i. Each course of a programme shall be assessed independently.

ii. Assessment activities shall be representative samples from the domains of learning within the course.

iii. Assessment shall be based on elements of competency or related outcomes.

iv. Assessment activities shall be based on skills, knowledge and attitudes.

v. Various modes of assessment shall be used.

vi. The learner shall be made aware of the assessment details in the Course Outline/Framework Plan which shall be issued to the learner at the start of each course.

vii. The learner shall be given opportunities for practice and shall be provided feedback on practice, before the final assessment/examination where applicable.

viii. The learner shall be given a clear idea of their progress and attainment as they proceed through a course.

ix. The quantity and quality of assessed work shall be comparable between courses.

6.2.2.2 Types of assessment
Assessment types shall include but shall not be limited to the following: 
i. Written (e.g.: test and examination, case study report, project work, teaching package, reflective journal/file and other written assignments) 

ii. Oral (e.g.: presentations, seminar and micro-teaching)

iii. Practical work (e.g.: simulation, creative productions, working task, performances, laboratory, studio practice and exhibition)  

iv. Research project 

v. Work-based assessment (e.g: practicum file, diary, report and checklist)
vi. Portfolio.
6.2.2.3 Assessment schedule and load
i. The Course Outline/Framework Plan shall be provided to the learner in the first contact session of each course.

ii. The Course Outline/Framework Plan shall specify for each assessment: 
a) the nature of the assessment item;
b) the approximate length or duration of the item;
c) the weighting of the item;
d) the criteria for assessment;
e) the week of the semester in which the item is due to be completed/submitted or presented.

iii. The task details for each assessment shall be given to learners at least 3 weeks before the assessment due date.

iv. Assignment and/or practical work and/or research project shall take a minimum of 30% of the total time for the course (contact and non-contact hours).

v. There shall be a maximum of three (3) assessments per course.

6.2.2.4 Assessment cover sheet

When submitting an assignment, learners must ensure that the assignment cover sheet specifies the following:
i. Learner name and surname

ii. Name of PC

iii. Title of the programme of study

iv. Title of the course

v. Due date

vi. Date submitted

vii. Name and surname of lecturer/instructor

viii. Assignment Title.

6.2.2.5 Assessment Weighting
i. Overall/final assessment shall not be less than 40% of total mark for the course.

ii. Learners must achieve a pass grade for the overall/final assessment.

iii. The weighting for individual continuous assessments for the course shall depend on the nature of the task.

iv. The marks for continuous assessments shall be combined and shall constitute not more than 60% of the total mark for the course.  
v. Learners must achieve a pass mark for each continuous assessment.

vi. Team assessments may not constitute more than 20% of the total mark for the course.

vii. The grade for continuous assessments and overall/final assessment shall be combined to give the final grade for the course.

viii. Final grade for a course/programme shall be based on Grade Point Average (GPA) of all final grades achieved for courses.

6.2.2.6 Extension
i. Completed assessment tasks must be submitted by the due date.  Extensions for the submission of work after the due date may be granted on receipt of a written request from the learner, to the Programme Leader/Head of Programme through the lecturer.  The written request must reach the lecturer at least 5 days prior to the due date, except under medical or personal circumstances (provided there is documented evidence).  To be granted extension, the request must receive the approval of the lecturer and the Programme Leader/Head of Programme concerned.  A new date for the submission of the completed assessment task shall be set by the lecturer. 

ii. Extensions shall be granted for one assessment only per course.

iii. Failure to undertake deferred assessment without valid reason shall result in failure for that assessment component and a mark of 0 shall be awarded.  

iv. Extension for deferred assessment shall be granted if a valid reason prevails and the procedures for extension shall apply.

6.2.2.7
Late submission

i. All completed assessment tasks submitted after the due date without prior approval shall constitute a late submission.

ii. In cases of illness or other extenuating circumstances, learners should provide a supporting document and apply to the Programme Leader/Head of Programme through the lecturer for special consideration.

iii. The penalty for late submissions without extension shall be a 5% reduction per day on the marks gained for the assignment.

iv. 7 days shall be allowed (including weekends and public holidays) for late submission without extension.  Note however that submissions are not accepted on weekends and public holidays.

v. Completed assessment tasks submitted more than 7 days late without extension or not submitted at all will constitute a Fail with a mark of 0.  

vi. Learners shall be entitled to one late submission per semester.

6.2.2.8 Assessment of Work-Based Experience (WBE)
i. WBE shall be assessed independently of other courses.

ii. Learners shall be required to prepare written reports about their WBE.  Reports can take different forms (e.g.: portfolio, diary, daily evaluation of work, practicum file, etc.).  

iii. An assessment form (provided by the institution) shall be used by work organizations to evaluate the learners’ performance during their WBE.

iv. Lecturers concerned shall compile a final assessment report on the performance of individual learners during their WBE.  Reports of regular visits of lecturers shall be used to compile final assessment reports.

v. Final mark for WBE shall constitute of learner written reports, employer’s assessment and PC’s assessment report. 

vi. The total weighting for WBE shall be 100%.  The weighting for the learner written reports about their WBE shall constitute 20% of the total mark for the WBE.  The employer’s assessment shall be 30% and the lecturers’ final assessment report shall constitute 50% of the total mark.

6.2.2.9 Moderation
i. All assessment papers, project assessment briefs and practical assessment briefs including the marking scheme shall be verified two weeks prior to assessment by the Academic Committee.  The chairperson of the Academic Committee shall liaise with respective lecturer if any amendments are needed.

ii.  All assessment items shall be under the responsibility of the lecturer in charge of the course for the administration and marking except in cases of project and overall practical assessment whereby a panel or a second marker are deemed necessary at the discretion of the PC. 

iii. As quality assurance process, a sample of the marked written assessments, consisting of 30% of the number of participants who have done the assessment, shall be given to the Programme Leader/Head of Programme or a specialist in the area of the subject.  Out of the sample, 10% should constitute the lowest marks, 10% the average marks and 10% the highest marks.
6.2.3 Procedures for Ensuring the Security of Overall/Final Assessment 
i. Overall/final assessment papers shall be submitted to the Programme Leader/Head of Programme for review by the Academic Committee.

ii. Once any correction or amendments requested by the Academic Committee have been made, the Programme Leader/Head of Programme shall ensure that the necessary copies are made.

iii. The Programme Leader/Head of Programme shall be responsible for making sure that all the soft copies existing of assessment items are stored in a designated centralized computer secured by a password and a hard copy is given to the Chairperson of the Academic Committee for filing after the written assessment.

iv. The copies should be done under strict confidentiality as deemed necessary.

v. The copies shall be counted, sealed in an envelope and labelled in the presence of a member of the Academic Committee.  The context of administration of the written assessments shall be specified on the envelope including any specific materials and equipment required for and the duration of the examination, number of papers enclosed, names of invigilators, dates and time of assessment, duration of assessment including 5 minutes reading time (as per Annex II).  In the case of examinations requiring the use of calculators, two spare calculators should be available to the invigilator in charge.

vi. The envelope shall then be locked up in the office of the Coordinator of Studies/Head of Programme.

vii. In the absence of the Coordinator of Studies, Programme Leader/Head of Programme, the Director of the institution shall take the responsibility.

6.2.4 Repeat, Resit and Resubmission 
6.2.4.1 Conditions

i. Learners shall be permitted to repeat, resit or resubmit assessment tasks that constitute a fail grade for the course.

ii. A learner shall be given one opportunity to re-sit each assessment he/she has failed.  A second re-sit opportunity shall be granted if there is at least a 10% improvement on the first re-sit.
iii. The date for repeat, resit or resubmission of an assessment shall be determined by the lecturer responsible in consultation with the Programme Leader/Head of Programme.    

iv. Deferred assessment which is failed must be reassessed at the next available opportunity.
v. Where it is not practical to repeat a component of assessment the lecturer concerned shall specify an alternative and equivalent form of assessment.  The alternative assessment shall be approved by the Programme Leader/Head of Programme.
vi. Failure without good reason to undertake reassessment on the date agreed on shall result in failure for that assessment component.  The mark obtained originally for the completed assessment task shall be maintained.
6.2.4.2 Procedures
i. The learner shall officially request to repeat, resit or resubmit assessment tasks by filling in the application form (as per Annex III).
ii. The request shall be made to the Programme Leader/Head of Programme through the lecturer for that course within one week of receipt of the grade for the assessment.  In exceptional cases (e.g. a death in the family or accident) the learner shall be given a longer time frame to submit the request.

iii. The resubmission date shall be set at most at the end of the 3rd week of the following semester for a course which is not a prerequisite.  For a course which is a prerequisite, the limit date for resubmission has to be before the following semester.

iv. For re-examination or re-assessment in an overall/final assessment the date shall be set approximately 10 working days after the first examination or assessment day.  

v. Learners who have not previously been examined or assessed will also have the opportunity to take the examination/assessment on this day.  
6.2.4.3 Results
i. Learners who satisfy the examiners on re-examination or re-assessment after initial failure shall be credited with a ‘pass’ for that assessment item.

ii. The maximum marks for the course which may be gained following a re-assessment/re-examination shall be the granting of a pass if worth a pass for that course.

iii. A ‘pass’ achieved at such re-sit will appear on the Learner’s Performance Record/End of Course Result Form.

iv. Resubmission of an assessment item after the due date will constitute a fail.

v. A learner who does not achieve an overall pass grade even after resubmission shall be deemed to have failed the course.

vi. A learner who is required to be re-examined or re-assessed but fails to attend without good reason shall be given a ‘fail’.

6.2.5 Repeat of the Course 
i. A learner shall be allowed to repeat a failed course but may have to contribute towards the tuition fee.

6.2.6 Cheating, Collusion, Plagiarism and other Malpractices
6.2.6.1 Procedures

i. In cases where evidence of suspected cheating, collusion, plagiarism or other malpractices is found, the lecturer teaching that course shall deal with the matter internally and promptly (e.g. remove copy of assessment, etc.) in the first instance.

ii. If the lecturer believes that there is a case of suspected cheating/collusion/plagiarism/other malpractices, the case shall be reported to the Programme Leader/Head of Programme.  Programme Leader/Head of Programme shall in writing notify the learner of the nature of the suspected offence.  The learner shall be required to make a written statement.

iii. If needed, a formal meeting with the learner shall be convened and shall be chaired by the Programme Leader/Head of Programme.  The meeting shall include at least two lecturers, including the lecturer teaching that course.

iv. If the conclusion on the basis of that meeting is that there has indeed been a case of cheating/collusion/plagiarism/other malpractices, the Programme Leader/Head of Programme shall submit a report of the case to the Director.

v. The learner shall be informed in writing by the Director (normally within five working days) of the decision and the penalty to be imposed.

vi. A copy of all letters and reports of the case shall be retained on the learner’s file.

6.2.6.2 Penalty
i. A learner identified as having cheated, colluded or engaged in plagiarism or other malpractices shall be issued a written warning with a fail for the assessment with a mark of 0.  The learner will then have to request for a re-sit as per the procedures at 6.2.4 above.

ii. In the event that there is a repeat of cheating, collusion, plagiarism or other malpractices by the same learner then penalties as per the Code of Conduct from 6.2.4 (iii) will apply.
6.2.7 Learner Performance Records/Reports 
6.2.7.1 Records on learner file
i. All assessments shall be given a percentage mark by the assessing lecturer.  This mark shall be set according to the level descriptor.

ii. Results of the learner for each assessment shall be recorded on the Assessment Summary Sheet by the course lecturer.

iii. The lecturer shall forward a copy of the completed Assessment Summary Sheet to the Student Support Officer for retention on the learner’s file by the end of the second week of the semester following the one in which the course was offered.  The original shall be given to the learner.

iv. On completion of each course the weighted scores shall be totalled and the final grade for the course shall be determined using the percentages and grades in the level descriptors (as per Annex IV).  

v. Final percentage for each learner shall be recorded on the end of course result form by the lecturer and forwarded to the Programme Leader/Head of Programme to be placed on the learner’s file.

vi. The grade for each learner shall then be entered on the Learner Performance Record/End of Course Result Form and signed by the Programme Leader/Head of Programme before being placed on the learner’s file.

vii. The final grade for each course and WBE for a semester shall be recorded on a Learner Report Sheet which shall be endorsed by the Programme Leader/Head of Programme.  The original shall be given to the learner on completion of the term/semester and a copy shall be retained on the learner’s file.

viii. The final grade for each course and WBE at the end of the programme of study shall be recorded on a Course Transcript which shall be endorsed by the Assistant Director or Programme Leader/Head of Programme.  The original transcript shall be given to each learner on completion of the course and a copy shall be retained on the learner file.

6.2.7.2 Time frame for submission of marked assessment and Course Transcripts
i. After an assignment has been assessed and moderated as necessary, the lecturer shall provide formal feedback or discuss the grade with each learner individually.

ii. Feedback on marked assessments shall be given to learners individually and within 3 weeks of the assignment submission date.

iii. All marked assignments with the original completed Assessment Summary Sheet shall be returned to the learner for feedback, and any discrepancies shall be dealt with promptly.  This does not include final marked examination papers and overall marking scheme which shall be retained centrally and shall be made available for viewing on request only.

iv. The final marked examination papers and overall marking scheme shall be kept for a period of two years before they are destroyed.

v. The Course Transcripts shall be kept permanently.

6.2.7.3
Withholding of Course Transcript

i. A learner Course Transcript shall be released only after the learner clearance form (as per Annex V) has been endorsed.  

6.2.8 Review and Appeal 
6.2.8.1 Condition
i. Learners may appeal against a decision related to assessments (marks/grades awarded). 

6.2.8.2 Procedures
i. Appeal shall be submitted in writing to the Director, through the Coordinator of Studies/ Head of Programme within 5 working days of notification of the assessment results.

ii. The appeal panel shall be made up of at least 3 persons, one chosen by the course lecturer and two by the Director.  The persons chosen shall be members of staff of the PC concerned and approved by the Director.

iii. The panel shall consider the appeal and make written recommendations to the Director within 5 working days.  The Director shall convey the decision in writing to the learner within 5 working days of receipt of recommendations of the panel.

iv. The learner may appeal against the PC’s decision in writing to the Chairperson of the PC Board within 5 working days of receipt of the Director’s letter.

6.2.9 Promotion between Levels 
i. To be promoted to the next level of studies a learner must pass every course, including WBE, with the minimum final mark of 55% at the least and should also achieve an overall average of 65% or above.

ii. A learner who achieves an overall average of 60 to 64% and has passed every course, including WBE, will be promoted on conditional offer.
6.2.10 Certification 
i. Certificates, categorised on the three award levels, (see Annex V) shall be awarded to learners who have fulfilled all requirements for a course/programme in terms of:

a) successful completion of coursework including end of semester/final examinations and/or international examinations;

b) successful completion of WBE requirements; 

c) acceptable standards of professional conduct and behaviour throughout the programme.

6.2.11 Withholding of Certificate 
i. A learner’s Certificate shall be granted on completion of a course/programme, once the learner clearance form has been endorsed.  

7.0
POLICY IMPLEMENTATION

This policy shall be applied at all instances when the PC conducts any form of assessment.

The implementation of the policy shall be guided by the following principles:
i. Openness and learner protection – interventions shall seek to reduce barriers to access to education and training while providing protection to the learner.

ii. Flexibility and responsiveness – interventions shall seek to ensure promotion of flexibility in access to education and learning and address the needs and circumstances of the learner.

iii. Integrity - interventions shall seek to demonstrate the highest level of fairness and honesty.

8.0
MONITORING, EVALUATION AND REVIEW OF THE POLICY 

Monitoring and evaluation of this policy will be carried out by the Coordinator of Studies/Head of Programme and Academic Committee through documentation kept in assessment and learners’ files. 

This policy will be reviewed every 5 years to take into consideration any changes and trends. 

9.0
RESPONSIBILITY

The Coordinator of Studies/Head of Programme and Academic Committee shall have the responsibility of ensuring the procedures set forth in the policy are applied at all relevant instances.

10.0
RELATED INFORMATION

Professional Centre Documents:

Student Code of Conduct

WBE Policy

Academic Committee TOR

Other Documents:

Professional Centre Charter

Tertiary Education Act 2011

Annex V

Awards for each course and Grade Point Average (GPA) shall be issued as follows:

	Award
	Marks
	Level descriptors

	Distinction
	85-100%
	Highly competent performance.  The learner performs excellently on some criteria and well on most of the others.  The learner demonstrates competencies of a very high standard and comparable to professionals in the field. 


	Credit
	70-84%
	Good and competent performance.  The learner performs well on some criteria and satisfactorily on all or most of the others.  The learner demonstrates competencies of a high standard and comparable to professionals in the field.


	Pass
	55-69%
	Competent performance.  The learner performs at least satisfactorily on all criteria.  The learner demonstrates competencies standard to professionals in the field.


	Fail
	Below 55%
	Poor performance.  The learner performs poorly on most of the criteria.  The learner demonstrates significant weaknesses in the competencies required to work as a professional in the field.
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