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Introduction 

The purpose of these guidelines is to share good practice in assessment and to bring consistency of 
assessment practices across the Further Education provision of the College. The Education Training 
Inspectorate IQ:RS documentation has been consulted in the writing of these guidelines. Much 
research on all aspects of assessment has taken place in recent years and improvements in teaching, 
learning and assessment methods have become the focus of attention in colleges and schools. 

These guidelines are not just about summative assessment that measures what a student can do, 
but also about the formative assessment that becomes a part of the learning journey to enable our 
students achieve at the highest level and to become life-long learners. 

The guidelines outline the procedures for assessment that are currently expected by the College and 
our Awarding Body partners. They should be read in conjunction with current regulations and/or 
policy from the relevant validating Awarding Body and/or Public, Statutory, Regulatory Body; it is 
important to check these regulations annually as they are updated on a regular basis.  

Purpose of Assessment 

Assessment can form many functions including to: - enhance student learning; enable students to 
demonstrate learning; reaffirm the understanding of knowledge; motivate students; create a 
learning opportunity; give feedback; grade; and to quality assure internal and external systems. 
More specifically: 

• It measures student achievement to ensure academic standards are met and intended 
learning outcomes, learning aims & learning goals have been achieved;  

• It gives students the opportunity to receive detailed feedback on their learning to enable 
them to improve; 

• It provides the basis for recommendations related to grades, the achievement of an 
award/qualification and for progression to Higher Education; and, 

• It enables staff to evaluate the effectiveness of their teaching and learning, scheme of work, 
lesson plans and assessment methods. 

Assessment Design 

IQ:RS 

Assessment design needs to be guided by initially by IQ:RS - Section B: Quality of Teaching & 
Learning sets out the indicators all providers of Northern Ireland Further Education are required to 
adhere to, followed by the relevant Awarding Body Regulations and Guidelines. 

It gives all Further Education providers a shared starting point for setting, describing and assuring 
the academic standards of their Further Education awards and programmes and the quality of the 
learning opportunities they provide. Individual education providers use the IQ:RS Section A – 
Leadership & Management and Section C – Quality of Achievement and Standards to design their 
policies for maintaining academic standards and quality. 
  

http://www.etini.gov.uk/improving-quality-raising-standards.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-further-education.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-further-education.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-further-education.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-further-education.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-further-education.htm
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Documents for further reference:- 

IQ:RS – Further Educations   

IQ:RS – Work Based Learning 

 

Validity of Assessment 

Assessment tasks must give the student the opportunity to meet the intended Learning 
Aims/Outcomes.  Assessment and grading criteria should be able to measure work against these 
intended Learning Aims/Outcomes. 

All assessment tasks should be validated by a second lecturer and/or as guided by Awarding Body 
and PSRB. See the Standard Operating Procedure on Internal Verification for specific Awarding Body 
requirements. 

For some programmes, assessment will also need to meet the requirements of a Professional Body. 
Students should be given clear information about the content of this as early as possible and should 
also receive information regarding registration with a professional body, if applicable. 

Assessment for Learning 

Students may, where the Awarding Body Rules & Regulations allow, be given early formative 
assessment on their progress to enable them to improve future work. Pearson/Edexcel (BTEC) new 
rules for assessment allow for certain types of feedback to the student group.  They are likely to 
benefit more from feedback during a module rather than when they have completed their assessed 
work, but this may not always be possible. Staff must comply with awarding body rules, regulations 
and/or guidelines, at all times. 

Assessment and Workload 

Assessments should not overload either students or the staff that mark them. Consideration needs 
to be given to the length of assessments which should be in line with: - 

• the Level of study; 
• the credit rating of the module; and,  
• the academic regulations of the Awarding Body.   

The College Assessment Schedule will be used to plan the issue, submission and the potential 
referred / resubmission of work.  

Range of Assessment 

It is important to make assessment tasks as varied as possible to give students the opportunity to 
develop a range of skills and to promote effective learning. 

Summative assessments e.g. essays, exams, report writing enable staff to measure the extent to 
which students have met the intended learning Aims/Outcomes. 

Formative feedback, however, given in line with any Awarding Body regulations, allows students 
opportunities to obtain feedback on their progress towards meeting the intended learning outcomes 

http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-further-education.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-work-based-learning.htm
http://www.etini.gov.uk/improving-quality-raising-standards/improving-quality-raising-standards-iqrs-work-based-learning.htm
https://belfastmetuat.sharepoint.com/documents/Academic%20Documents/Forms/AllItems.aspx?RootFolder=%2Fdocuments%2FAcademic%20Documents%2FThemes%2FImproving%20Quality%2FCCQA%20and%20Performance%20Development%2FPolicy%20and%20Standard%20Operating%20Procedures
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thus supporting their learning. This can form part of teaching sessions and may be in the form of set 
tasks that enable students to practice the skills required before the issue of assessments.  

Peer assessment of work in progress can enhance learning, as can self-assessment exercises.  
Formative assessment can also be useful in highlighting any areas which require further support. The 
types of formative assessment will be informed by the relevant Awarding Body rules, regulations 
and/or guidelines which must be adhered to. 

Assessment Schedule 

The assessment schedule should be available to students with two weeks of the beginning of the 
academic year or semester and should be published in their student course handbook. The 
Assessment Schedule must also be published on the Course Blackboard site and all students made 
aware of any changes to assessment dates.  

While it is appreciated that assessment will usually take place towards the end of a block of 
teaching, wherever possible, assessments should be spaced so that students are not completing all 
work over a very short period of time.  

Once the Assessment Schedule is agreed by the Course Team, only the Course Co-ordinator, or CAM 
has the authority to alter dates in agreement with the Course team. For BTEC qualifications this 
authorisation is required from the Lead Internal Verifier (LIV). 

Information to Students 

Assignment titles, assessment criteria, marking criteria and guidelines should be contained in 
module induction and/or handbooks distributed to students at the start of a new module. It is good 
practice to also make these accessible on Blackboard.  Assessment information, including all pre-
course information, must concur with that given publicly e.g. in the Prospectus, in the Programme 
Specifications, Course Handbook, Modules Specification and relevant modules delivery and 
assessment guidance, if applicable. 

Students may not always understand the criteria by which their work will be judged. This may 
require some time spent in sessions, led by the unit/module lecturer, to ensure a common 
understanding of the criteria and can be linked with self and peer assessment at an early stage. Self 
and peer assessment, student observation records and timed practical activities have been found to 
increase students’ awareness and understanding of criteria and learning outcomes and to heighten 
their performance.   

Under the current BTEC Rules for Assessment, the understanding of the assessment criteria and 
requirements is essential prior to the issue of any assessment. 

Course handbooks will also contain information for the students about when they can expect to 
receive feedback.  This should be within 21 working days of assignment submission date which 
includes any relevant internal verification of student submitted work. 
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Referencing and Plagiarism 

Students need to be reminded early in the course that work submitted must include reference to 
academic texts. With the proliferation of internet sites and availability of prewritten essays etc, they 
will need some guidance on what an ‘academic text’ is, designed by Awarding Bodies and/or 
independent websites.  There are many tutorials available to support students and provide useful 
guidance on referencing and how to avoid plagiarism.  Assessments that give students opportunities 
to show individuality of approach e.g. in making use of their work related learning will help to 
prevent plagiarism.  Students must be made aware of the importance of referencing correctly in all 
of their assessed work and of the consequences of plagiarism – see policy tab - College Disciplinary 
Policy 2014-16.  All students will sign a Self-Declaration that “the work submitted is their own” on 
work to be submitted which is incorporated on to Assignment submission/cover sheets. 

The College uses the anti-plagiarism software “SafeAssign” to help to detect and monitor instances 
of plagiarism.  The requirements for the use of SafeAssign are held on the College website. 

Marking 

Feedback to Students 

Effective Feedback to students needs to be within the timeframe indicated in the Programme 
Specification and the Course Handbook, normally within a maximum of 21 working days. Which 
includes a period of internal verification of students work. Written feedback on assessed work is 
most effective if given with supporting oral feedback at an individual tutorial/session.  

While students are encouraged to share plans and first drafts, under some Awarding Bodies, with 
tutors, the marking of full drafts constitutes marking work twice leading to an increased workload 
and is best avoided.  This process is now unavailable for BTEC qualifications, as under the BTEC Rules 
of Assessment, formative feedback is not permitted after the assessment has been issued, unless the 
feedback is about  

• Guidance on how to improve knowledge, skills and understanding. 
• Guidance on appropriate behaviour and approach, confirmation of deadlines etc. 
• Confirmation of which criteria the assessor is targeting and clarification of what the 

assignment brief requires. 

All lecturers must review annually the relevant Awarding Body and/or PSRB rules, regulations 
and/or guidelines and the College Standard Operating Policy for – Internal Quality Assurance to 
ensure compliance with current requirements.  It is good practice, however, to give students 
formative feedback on work in progress or by making use of practice questions, mock tasks etc; 
when permitted by the Awarding Body and or PSRB. Feedback to students on summative assessment 
should reflect to what extent: -  

• they have met the intended Learning Aims/Outcomes/Criteria; 
• what has not be achieved; 
• steps they could take to improve their performance generally (spelling, grammar etc); and, 
• steps they could take to improve their performance on graded criteria where permitted by 

the Awarding Body and/or PSRB. 

http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
https://belfastmetuat.sharepoint.com/documents/Academic%20Documents/Forms/AllItems.aspx?RootFolder=%2Fdocuments%2FAcademic%20Documents%2FThemes%2FImproving%20Quality%2FCCQA%20and%20Performance%20Development%2FPolicy%20and%20Standard%20Operating%20Procedures
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Comments, marks, grades and/or confirmation of achievement of criteria must relate to the 
published marking criteria specific to the programme.  

Students must be reminded that all marks remain provisional until ratified by an Examination Board.  
Quality feedback to the assessor (internal verification of graded learner work) should take place 
before grades/marks are released to students, which should be within 21 working days of the initial 
submission of assessment. 

Internal Verification 

Internal Verification is a College requirement on all programmes irregardless of the Awarding Body, 
HEI and/or PSRB.  The process may differ between Awarding Bodies, HEI and/or PSRBs with full 
details of each contained within the College Standard Operating Procedures on Internal Quality 
Assurance, available on the College IntraMet. 

The main aspect of all Internal Verification procedures is the: - 

• Internal Verification - Validation of assessments before issue to students; and, 
• Internal Verification – Sampling of graded learner submissions. 

External Reviews 

Arrangements will be made for Standard Verifiers, External Examiners/Verifiers and External Quality 
Assurers to sample work during the academic year or at the end of the academic year, in line with 
any appropriate Awarding Body Regulations.  Standard Verifiers, External Examiners/Verifiers and 
External Quality Assurer reports require a reply from the Programme Co-ordinator, Programme 
Team and/or the Curriculum Area Manager (CAM), as relevant, with a suitable Action Plan outlining 
action to be taken in response to the report which should be returned to CQAPD.  

Conduct of Assessment 

Students with Special Requirements 

Students in receipt of Disabled Students Allowance (DSA) may have special requirements related to 
assessment. Tutors need to familiarise themselves with the recommendations for special 
requirements outlined in Student Support recommendations, and if necessary refer the student to 
Disability Services. This is particularly important if, for instance, a scribe is required as this can take 
time to organise.  Any support for examinations needs to be in line with Examination Office 
procedures and the programme Co-ordinator must ensure that the Examination Office are informed 
a minimum of 4 weeks prior to any examinations that a student may undertake. 

Extenuating Circumstances 

Refer to guidelines on Extenuating Circumstances available on the main College Internet.  

  

https://belfastmetuat.sharepoint.com/documents/Academic%20Documents/Forms/AllItems.aspx?RootFolder=%2Fdocuments%2FAcademic%20Documents%2FThemes%2FImproving%20Quality%2FCCQA%20and%20Performance%20Development%2FPolicy%20and%20Standard%20Operating%20Procedures
https://belfastmetuat.sharepoint.com/documents/Academic%20Documents/Forms/AllItems.aspx?RootFolder=%2Fdocuments%2FAcademic%20Documents%2FThemes%2FImproving%20Quality%2FCCQA%20and%20Performance%20Development%2FPolicy%20and%20Standard%20Operating%20Procedures
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
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Submission of Assessed Work 

Assessment submission boxes should be available at School Offices, where possible.  Students must 
place their written work in these boxes by the time and dates specified in their assignment brief or 
module handbook.  Alternatively assessments may be submitted electronically, under agreement 
with delivering lecturer or by following other arrangements as per School/Curriculum Area. In the 
case of work that is too bulky or in a different format, students must be made aware of submission 
procedures and timing.   

Work submitted after the due date will be dealt with in accordance with the rules, regulations and 
guidelines as set by the College, in the absence of formal regulations set by the Awarding Body 
and/or PSRB, including any Extenuating Circumstance.  Full details can be obtained within the 
College Standard Operating Procedures on Internal Quality Assurance. 

 

Archiving of Assessed Work 

Students’ work should be initially returned to allow for feedback to take place and to be recorded. 
Student work will then need to be retained for scrutiny by an External Examiner, Standards Verifier 
and/or External Quality Assurer; however, the students should be given a copy of any feedback 
issued.  

All submitted student assessments need to be kept secure for a period of not less than 6 months 
post qualification to allow for potential appeals. 

All Internally Verified assessed student work must be kept, on the PMP, for a period of 3 years post 
qualification. 

It is recommended that three pieces of assessed work for each module, representing the range of 
graded work, are kept for quality assurance purposes for a period of one year following the claim of 
the full qualification.  This will act as reference material for any new staff that are recruited to the 
programme team.  These can be photocopies of the originals (which will be held by the students), 
but need to show evidence of marking and internal verification of students work.  

  

https://belfastmetuat.sharepoint.com/documents/Academic%20Documents/Forms/AllItems.aspx?RootFolder=%2Fdocuments%2FAcademic%20Documents%2FThemes%2FImproving%20Quality%2FCCQA%20and%20Performance%20Development%2FPolicy%20and%20Standard%20Operating%20Procedures
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Recording of Assessment Outcome 

Assessment records are confidential documentation, therefore academic staff must keep up to date 
records of assessments for all their students and continually monitor their progress together with 
accurate and up to date records of all assessments.  This will be typically completed by the unit 
lecturer and collated and checked by the programme co-ordinator.  Subsequently the assessment 
outcomes must not be disclosed in any unauthorised manner to any unauthorised individuals.  

Records of assessments must be kept secure and free from interference by unauthorised individuals 
with any electronic records monitored, completed and reviewed in line with requirements from each 
Awarding Body and/or PSRB.  

Staff must: - 

• Advise each students that all marks, grades, grading criteria achievement are provisional 
until ratified by any Examination Board and/or Board of Examiners; 

• only confirm to students, following internal verification of student submissions, the criteria 
that has been achieved for each assessment;  

• not confirm the final overall grade for the module unit after the Examination Board has been 
held and marks, grades, criteria achievement has been ratified;   

• Hold all records of achievement (grading sheets) on the PMP for a minimum  period of 3 
years post qualification; and, 

• Submit and or update all necessary Student Report Forms (SRF) either hard copy or 
electronically, dependant on the awarding body, and claim completed units at the end of 
each academic year. 

References  

• FE Assessment Policy (Policy tab)  
• Assessment Schedule including Guidelines  
• Extenuating Circumstances Guidelines (FE Documents tab) 
• Assessment Appeals Guidelines (FE Documents tab) 
• Assessment Submission Guidelines for BTEC FE Programmes (FE Documents tab) 

 

 

  

http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
http://www.belfastmet.ac.uk/about-us/corporate-information/public-documents/
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