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Alternative Format Statement 
 

We are committed to ensuring all our materials are accessible to everyone. If you 

require this document in an alternative format please contact: 

 

Quality Improvement Team 

Email: Quality@bacoll.ac.uk 

Phone: 01388 443069 

 

Please note: On our website we have the Recite Accessibility toolbar. If you select 

Accessibility on the top toolbar, any text on the website, including linked policies and 

procedures can: 

 

• be converted from text to speech 

• be translated into over 100 languages including 65 text to speak voices 

• have its colour, scheme, text, font style, size and spacing changed 
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Assessment Policy 

1.0 Introduction 
 

1.1        The Bishop Auckland College Group, including South West Durham Training, 

Durham Gateway and the McIntyre Centre (thereafter to be termed ‘BACG’) 
  

The purpose of this Policy is to describe: 
 

• The means by which the security of examination / assessment papers / materials  

             and their electronic equivalents are maintained 

• The over-arching aims of assessment and internal verification / internal quality 

             assurance / moderation within BACG to the national standard 

• The means by which quality and standards are assured 

• Good practice in assessment and internal verification / internal quality assurance 

             / moderation 

• To ensure that the assessment procedure is open, fair and free from bias 

• To ensure there is accurate and detailed recording of assessment decisions 
 

Definition:  Please note that for the purpose of this Policy, whenever the terms ‘internal 

verification / verifier’ are used, it also signifies the terms ‘internal quality assurance / 

assurer’ and ‘moderation / moderator’. 
 

2.0 Scope 
 

2.1       This Policy applies to the assessments and quality assurance practices 

undertaken for any course or programme within BACG and Community 

Learning venues.   
 

For University of Sunderland (UoS) courses, please refer to the following UoS 

Policies: 
 

• Assessment Policy (AQH-F6) 

• Generic Assessment Criteria (AQH-F6-15) 

• Assessment of Off-Campus Students (AQH-F6-6) 

• Academic Integrity and Academic Misconduct – A guide (AQH-F7a) 
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As this policy involves processing personal data, data protection regulations will be 

adhered to.  Please refer to the General Data Policy (ref: POL-DP-01) for further 

information. 

3.0     Related Documents 
 

• Internal Verification Procedure – BAC-C-14 

• National Occupational Standards for Learning and Development 

• Standard 9:  Assess learner achievement; this standard assesses learning and 

development against agreed criteria.  It covers a range of different assessments 

including competence, knowledge, understanding and skills. 

• Standard 11:  Internally monitor and maintain the quality of assessment; this 

standard relates to the monitoring of assessment processes and decisions within 

an organisation, to maintain and improve the quality of assessment. 

• Handbook for the inspection of further education and skills 

• The UK Quality Code for Higher Education (QAA) 

• Joint Council for Qualifications (JCQ) Adjustments for candidates with disabilities 

and learning difficulties – Access arrangements and Reasonable Adjustments 

• JCQ – A guide to the special consideration process 

• Joint Council for Qualifications (JCQ) instructions on how to conduct 

examinations (ICE) 

• Appropriate Awarding Organisation Guidelines/Requirements – available on the 

Awarding Organisations website.  

• Blended Learning Policy – POL-C-07 

• Conflict of Interest Policy – POL-C-08 
 

4.0 Managing Conflicts of Interest in Assessment and/or Examinations 
 

4.1 A conflict of interest is a situation in which an individual member of staff has 

competing interests or loyalties.  In the case of the individual, the conflict of interest 

could compromise or appear to compromise their decisions if not properly managed. 
 

For instance, where a tutor/assessor is teaching/assessing and preparing members of 

their family (which includes stepfamily, foster family and similar close relationships) or 

close friends and their immediate family (e.g. son/daughter) for qualifications.  This 

includes internally assessed components/units/modules. 
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Any member of BACG’s personnel, who are taking qualifications at the own centre and 

which include internal and/or external assessment must report this to their Director of 

Curriculum/Manager. 
 

BACG have a responsibility and requirement to keep records which include details of 

the measures taken to mitigate any potential risk to the integrity of the qualifications 

affected. 
 

It is a requirement and expectation for Director of Curriculum/Tutors/Assessors/ 

Internal Verifiers/ Moderators/Internal Quality Assurance to maintain clear and 

accurate records of all instances where a potential or actual conflict of interest exists. 
 

Individuals must report any activity that might create a potential conflict of interest to 

their Director of Curriculum/Manager.  If there is any doubt whether it represents a 

conflict of interest, report the conflict. 
 

A member of staff must complete a Conflict of Interest Disclosure Form (ref: C-DF-01) 

and the report immediately the conflict to the Director of Curriculum /Manager.  The 

completed Disclosure Form must be forwarded to the Exams Officer. 
 

The Exams Office will retain the records until the deadline for reviews of marking has 

passed or until any appeal, malpractice or other results enquiry has been completed 

and/or the next awarding organisation EQA visit has been completed, this is following 

student certification, whichever is later. 

5.0     Security of Assessment Material 
 

5.1       All live assessment material, whether written, online or practical, must be kept 

secure as per the instructions in the JCQ ICE document, the Functional Skills 

Handbook and the specific qualification and/or assessment guidance documents. 
 

Failure to do constitutes malpractice and could result in learner results being annulled 

and could affect qualification and/or centre approval. 
 

The contents of all live assessment materials are confidential and should be restricted 

to the assessment itself. 
 

Under no circumstances should any part of a live assessment be used for teaching or 

revision purposes. 
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6.0 Assessment 
 

6.1 The Aims of Assessment: 
 

Assessment should: 

• Provide an opportunity for students to obtain feedback on their learning to help 

them improve their performance 

• Measure the outcomes of students’ learning, in terms of knowledge acquired, 

understanding developed and skills gained 

• Provide the means by which students are graded.  This forms the basis for 

decisions about whether a student is ready to proceed, to qualify for an award or 

to demonstrate competence to practice 

• Produce a clear and accurate assessment plan at start of programme 

• Ensure there is accurate and detailed recording of assessment decisions 

• Provide information which, in conjunction with other feedback, will enable staff 

to evaluate the effectiveness of the teaching and learning strategy employed 

• Ensure that the assessment methodology is valid, reliable and does not 

disadvantage or advantage any group of students or individuals 

• Ensure that the Assessment Procedure is open, fair and free from bias and to 

national standards 

• Assess students evidence using only the published assessment and grading 

criteria 

• Provide clear, published dates for handout of assignments and deadlines for 

assessment 

• Ensure assessment practices meet current awarding organisation assessment 

requirements and guidance 

• Develop assessment procedures that will minimise the opportunity for 

malpractice 

• Provide resources to ensure that assessment can be performed accurately and 

appropriately 

 

6.2 The Key Principles of Assessment: 
 

• Assessors should be appropriately qualified as per awarding body and where 

appropriate the National Occupational Standards for Learning and Development 

requirements 
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• Assignment briefs and other assessment materials clearly identify learning 

outcomes / criteria to be achieved and where possible vocational relevance 

• It is essential that assessors participate in programme development meetings 

• Assessment materials are internally verified before submission to students 

• Students are made aware at the start of their course the number and frequency 

of both internal and external assessments, with planned dates. 

• Provide resources to ensure that assessment can be performed accurately and 

appropriately 

• Monitor standards verification/external examination reports and undertake any 

remedial action required 
 

6.3 Equal and Fair Access to Assessment/Examinations/Reasonable Adjustments/ 

Special Considerations: 
 

Definitions: 
 

Access arrangements:  

Access arrangements are agreed before an assessment. They allow students with 

specific needs, such as special educational needs, disabilities or temporary injuries to 

access the assessment and show what they know and can do without changing the 

demands of the assessment. The intention behind an access arrangement is to meet 

the needs of an individual student without affecting the integrity of the assessment. 

Access arrangements are the principal way in which awarding organisations comply 

with the duty under the Equality Act 2010 to make ‘reasonable adjustments. 
 

Reasonable adjustments:  

Reasonable adjustment should be put in place before the student starts the 

assessment. The Equality Act 2010* requires an awarding body to make reasonable 

adjustments where a student, who is disabled within the meaning of the Equality Act 

2010, would be at a substantial disadvantage in comparison to someone who is not 

disabled. The awarding body is required to take reasonable steps to overcome that 

disadvantage. 
 

A reasonable adjustment may be unique to that individual and may not be included in 

the list of available access arrangements.  
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Whether an adjustment will be considered reasonable will depend on several factors 

which will include, but are not limited to:  
 

• the needs of the disabled student;  

• the effectiveness of the adjustment;  

• the cost of the adjustment; and  

• the likely impact of the adjustment upon the student and other students.          
 

An adjustment will not be approved if it:  

• involves unreasonable costs to the awarding body;  

• involves unreasonable timeframes; or  

• affects the security and integrity of the assessment.  
 

This is because the adjustment is not ‘reasonable’. 

 

Evidence of Need:  

The evidence of need will vary depending on the disability and the access 

arrangement(s) being applied for. Access arrangements online will provide prompts as 

to the evidence required. However, please see the relevant section(s) of Chapter 5 Joint 

Council for Qualifications (JCQ) Adjustments for candidates with disabilities and 

learning difficulties Access Arrangements and Reasonable Adjustments for full details 

as to what constitutes the core evidence/evidence of need for each access 

arrangement. 

 

Special consideration for internally assessed units: 
  

What is a special consideration?  
 

• This is a post-assessment allowance to reflect temporary illness, injury or 

indisposition that occurred at the time of assessment. Any special consideration 

granted is not intended to fully compensate for the difficulty the student faced 

at the time of assessment and can only be a small adjustment to ensure that the 

integrity of the assessment is not compromised.  

• Special consideration cannot give the student an unfair advantage or mislead 

anyone about the student’s achievement. The student’s results must reflect real 

achievement in assessment and not potential ability.  
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• Special consideration can only seek to go some way to assist a student affected 

by a potentially wide range of difficulties, emotional or physical, which may 

influence their performance. It cannot remove the difficulty faced by the learner. 

There will be situations where learners shouldn’t be entered for an assessment if 

you think that it is unlikely that they can meet the standard required. Only minor 

adjustments can be made to the achievement because to do more than this 

would risk the standard of the qualification. When can I apply for a special 

consideration? 
 

You may apply for a special consideration where:  

• Performance in an assessment is affected by circumstances beyond the control 

of the student, for example, recent personal illness, accident, bereavement.  

• Part of an assessment was missed due to circumstances beyond the student’s 

control.  

• Student’s work has been lost.  

• Posthumous certification is being requested  

• Alternative assessment arrangements which were agreed in advance of the 

assessment proved inappropriate or inadequate. 
 

Any special circumstances, considerations and access arrangements pertaining to the 

student that will affect their ability to access and/or submit assignment/assessment/ 

examinations work on the identified submission/hand-in date will be required to be 

agreed and authorised with the tutor.  This information will be updated and recorded 

by the tutor in the student’s Individual Learning Plan and a revised submission date 

agreed.  You must ensure that any additional awarding organisation requirements to 

evidence this revised deadline extension is recorded using the document Assessment, 

Assignment Authorisation for Extenuating Circumstances (ref: C-IV-63) and any special 

circumstances/considerations/access arrangements are documented and are in line 

with the JCQ Adjustments for candidates with disabilities and learning difficulties – 

Access arrangements and reasonable adjustments. 
 

For further information and guidance, ref:  JCQ Adjustments for candidates with 

disabilities and learning difficulties – Access arrangements and reasonable 

adjustments. 

JCQ A guide to special considerations. 
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Awarding Organisation Supplementary Guidance for Reasonable Adjustments and 

Special Consideration in Vocational Internally Assessed Units. 

 

6.4 Good Practice in Assessment (general guidelines): 
 

Assessment is usually categorised as diagnostic, formative or summative: 
 

• Diagnostic: assessment describes pre-tests which indicate to the student gaps 

in their knowledge and informs the assessor of the student’s competence and 

suitability for a course of study.  It can be used as a prerequisite test or to assess 

prior learning 

• Formative: assessment provides feedback to learners on their understanding 

and grasp of the subject and development of skills as they progress through a 

course of study.  This takes place prior to summative assessment 

• Summative:  assessment provides a measure of achievement that is used to 

award credit.  It is the definitive assessment and accurate and detailed recording 

of the student’s achievement 
 

The purpose, type and expectations of the assessment must be transparent to 

students throughout the programme and module/unit documentation.  Students 

must be made aware of what the assessment is seeking to assess (the learning 

outcomes) and how this will be done; if different aspects of the assessment have 

different weightings students should know this.  Assessment criteria must be made 

clear to students before that undertake the assessment.  Assessment criteria are then 

useful as a framework when giving feedback, as this helps to show what has been 

good and where improvement is required if the student is to gain a higher mark / 

grade next time. 
 

Assessment should be: 

• Authentic:  the students own work 

• Valid:  assessment should be integral to learning and fit for purpose, particularly 

in relation to level content and intended learning outcomes and be in line with 

national and institutional standards 

• Equitable:  assessment should be just, fair and fairly operated through 

consistent application, monitoring, evaluation and amendment 
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• Sufficient:  enough evidence as specified in evidence requirements or 

assessment strategy 

• Reliable:  the judgements derived from assessments should be reliable, 

accurate, verifiable, agreed and consistent, criterion referenced and moderated.  

Consistently achieves the same results with the same (or similar) group of 

students 

• Transparent:  all parts of the assessment process should be explicit and readily 

accessible to students, assessors, internal and external verifiers / external quality 

assurers 

• Timely:  assessments should be timely and follow a prepared and agreed 

assessment plan 

• Appropriate:  the method of assessment should be a suitable measure of the 

intended learning outcomes, effectively support the learning, be substantive but 

not excessive 

• Diverse:  across a programme a range of methods of assessment should be 

used, both to reflect the diversity of the learning outcomes and to allow students 

with different learning styles and prior experiences to demonstrate their 

learning effectively 

• Efficient:  the assessment workload should be manageable for both students 

and assessors.  It is good practice for one assessment to assess more than one 

learning outcome, as this avoids assessment overload and encourages students 

to make links between different aspects of their learning experience 

• Safe:  This covers both physical and psychological safety.  It also includes 

ensuring that assessment evidence is safe in the sense that it is sufficiently 

robust to make a reliable judgement that the student does meet the 

assessment standard 

 

6.5 Marking of assignment/assessment work (general guidelines): 
 

The following principles of assessment practice apply: 
 

• Verbal and written formative assessment and feedback within learning is 

essential in all programmes of study, to ensure students have the 

understanding to develop their knowledge and skills as they progress through a 

course of study. 
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• Sufficient feedback should be provided to enable students to understand where 

they achieved marks, where they lost marks and where their performance could 

be improved with realistic target setting across all learning areas.  This should 

refer to and reflect the learning outcomes and assessment criteria. 

• It is good practice for assessors to correct spelling and grammatical errors on 

students’ work.  Mistakes in spelling and grammar should not influence 

assessment decisions, unless the mistakes are so problematic that they 

undermine the evidence of learner understanding OR specific assessment 

criteria require good communication, spelling and grammar.  If student work 

has consistently poor spelling, grammar or language below the standard 

expected at the level of the qualification, it should not be accepted for marking, 

but should be returned to the student to be corrected.  The student must be 

given a deadline by which to complete the work. 

• Summative assessment is the final decision of the achievement of the student.  

The submission/hand-in date for assignments/assessment work must be clearly 

notified to the student in writing e.g. displayed on the front of the assignment 

when handed out to the student. 

• The deadline time for handing in assignments is 5.00pm on the stated date. 

• Assessment work should be marked within 10 working days from submission. 

• Students who submit assignments/assessment work on the agreed hand-in 

date will be allowed one further re-submission date after marking and feedback, 

if the assessor (in agreement with the IV) has confidence that the student can 

attain the required evidence without any further support being given.  For BTEC 

L2, L3 and Higher National qualifications please clauses 5.6 and 5.7. 

• Students who do not meet the submission/hand-in date will not automatically 

be given the opportunity of a second submission date.  This decision will be 

taken by the IV/IQA/ Director of Curriculum /Manager in discussion with tutor 

and in consideration of any predisposing factors.  The final decision will be in line 

with any awarding organisation guidance and requirements. 
 

6.6 Timely submission of work and the opportunities for students to resubmit or 

retake assessments: 
 

Students are encouraged to submit all assignment work on or before the date 

specified by the tutor/lecturer when the assignment is set.  This date will be clearly 
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shown on the front sheet of any assignment brief or task set and will be clearly 

communicated to students. 
 

Students will not be penalised for late submissions in the marking of their work.  If a 

tutor/lecturer agrees to accept work after the deadline the grade awarded will not be 

affected by the late submission unless the grading criteria required evidence of: 
 

• Meeting agreed timelines 

• The ability to plan/organise time effectively 

• The ability to work to industrial/commercial practices that include implicit 

timelines  
 

If initial deadlines have not been met, the opportunity for re-submission by the student 

will be lost.  Therefore, it is imperative that the tutor/lecturer ensures the minimum 

expectation of pass criteria is met to avoid the student not achieving the unit. 
 

All assignments must be handed in on the stated due date and by the time (5.00pm 

deadline) as set by the tutor/lecturer.  Assignments received after this time will be 

considered late. 
 

Assignments not received by the identified submission date will be marked on the 

identified extended date for submission but they will not have an opportunity to 

improve on the grade where applicable. 
 

In the event of exceptional circumstances, the student is given the opportunity 

to request an assignment/assessment extension (ref: C-IV-63:  Assessment/Assignment 

Authorisation for Extenuating Circumstances).  However, acceptable reasons where 

this may be considered must be outlined at the induction stage of the programme and 

made clear to all students. 
 

Staff to refer to the relevant Awarding Organisation guidelines for the qualifications 

being delivered to ensure that rules regarding submission of evidence are adhered to. 

 

6.7 Feedback on BTEC Assignments/Assessment (excluding HNC/HND): 
 

• Formative assessment and feedback during completion of a BTEC L2 ‘First’ or L3 

‘National’ assignment is not allowed by the awarding organisation. 
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• The submission/hand-in date for assignments/assessment work must be clearly 

notified to the student in writing e.g. displayed on the front of the assignment 

when handed out to the student. 

• Assessment work should be marked within 10 working days from submission. 

• Students who submit assignments/assessment work on the agreed hand-in 

date will be allowed one further re-submission date after marking and feedback 

if the assessor, in agreement with the Lead IV, has confidence that the student 

can attain higher grade evidence without any further support being given. 

• Resubmission rule is 15 working days. 

• Students who do not meet the submission/hand-in date will not automatically 

be given the opportunity of a second submission date.   

• This decision will be taken by the Lead IV/IQA and Manager in discussion with 

the tutor and in consideration of any predisposing factors.  The final decision will 

be in line with any awarding organisation guidance and requirements. 
 

6.8 Retakes: 
 

Retakes are available for the following BTEC Levels 2 & 3, graded level 1 and Level 3 

Nationals: 
 

Retakes are not available on the 2012 BTEC Firsts and Nationals. 
 

If a student has met all the conditions for a resubmission, but still does not achieve the 

targeted pass criteria following resubmission of an assignment, the Lead Internal 

Verifier may authorise one retake opportunity to meet the required pass criteria.  The 

Lead Internal Verifier must only authorise a retake in exceptional circumstances where 

they believe it is necessary appropriate and fair to do so. 
 

The retake must be a new task or assignment, targeted only at pass criteria which were 

not achieved in the original assignment. 

 

BTEC Only: 
 

Assignments not received by the identified submission date will be marked on the 

identified extended date for submission but they will not have the opportunity to 

improve on the grade, where applicable. 
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In the event of exceptional circumstances, the student is given the opportunity to 

request an assignment extension on (ref: C-IV-63:  Assessment/Assignment 

Authorisation for Extenuating Circumstances).  However, acceptable reasons where 

this may be considered must be outlined at the induction stage of the programme and 

made clear to all students. 
 

Such requests must be made in writing to the course tutor prior to the submission 

date and evidence must be produced by the student of the work completed so far. 
 

Such requests will be reviewed by the tutor/lecturer for consideration and, where 

applicable, referred to the Lead Internal Verifier and Manager, if deemed necessary.  If 

granted a new submission date will be given to the student. 
 

The penalties that will be enforced for late submission should be outlined in the 

programme course student handbook and these penalties will be set at the discretion 

of individual departments e.g. disciplinary.  They must not, however, contradict 

Awarding Organisations regulations.  Students have a maximum of 10 working days, 

after the original submission date, to submit their late work.  If any individual student 

encounters a situation which is more serious and has longer term issues with meeting 

deadlines, this will require additional evidence and a separate document (ref:  C-IV-63:  

Authorisation of Extenuating Circumstances). 
 

• Resubmission – a resubmission is an opportunity to try again to achieve the 

criteria not achieved in the first submission that was submitted on-time.  The 

resubmission opportunity should be approved by the Lead Internal Verifier.  

From the date of when the student is informed their resubmission request has 

been approved the student will have up to 15 working days to resubmit the 

assignment. 

• Late submission – late submission is when a student has failed to submit an 

assignment on-time.  Work submitted late will be marked against the assessment 

criteria as normal and cannot be capped.  However, if work that is submitted does 

not meet the pass criteria the student is not entitled to either a resubmission or 

retake opportunity and will not achieve the unit. 

• Retake – a retake opportunity may be granted by the Lead Internal Verifier, if a 

student has submitted work on time meeting the agreed deadline but it did not 

meet the minimum pass criteria at either the first submission or resubmission 
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stages.  A retake is a new task or assignment written to the pass criteria of the 

original assignment. 
 

All tutors/lecturers to discuss individual student late submissions, resubmission and 

retakes with their internal verifier, lead internal verifier and, if required, Director of 

Curriculum/Manager. 
 

Further guidance can be accessed by referring to the following and using the link 

below:  BTEC Centre Guide to Internal Assessment:  Link to BTEC Centre Guide to 

Internal Assessment 

 

6.9 Higher Nationals: 
 

 Formative Assessment: 
 

• Involves both the assessor and student in a two-way conversation about their 

progress and takes place prior to summative assessment. 

• Does not confirm achievement of grades, but focuses on assisting the student to 

reflect on their learning and improve their performance. 

• Provides feedback to enable the student to make improvements to consolidate 

a pass grade, or attain a higher grade. 

• Is prompt, constructive and provides clear guidance and actions for 

improvement. 

• Must allow the student appropriate time to complete the actions. 
 

It is good practice to plan at least one formal opportunity to provide written formative 

assessment feedback on each assessment/assignment, at a point when students have 

had an opportunity to provide evidence towards all the assessment criteria targeted.  

This good practice reduces the risk of malpractice.  All records should be available for 

auditing purposes. 
 

Assignments should be marked, second marked and internally verified within 20 

working days from submission, in accordance with other HE provisions within 

BACG. 
 

 

 

 

 

https://qualifications.pearson.com/content/dam/pdf/Support/Quality%20Assurance/btec-centre-guide-to-internal-assessment.pdf
https://qualifications.pearson.com/content/dam/pdf/Support/Quality%20Assurance/btec-centre-guide-to-internal-assessment.pdf
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Summative Assessment: 
 

Following formative assessment and feedback, students are able to: 
 

• Revisit work to add to the original evidence produced to consolidate a Pass 

grade or enhance their work to achieve a higher grade. 

• Submit evidence for summative assessment and final unit grade. 
 

Resubmission: 
 

• Programme leaders and tutors are responsible for ensuring the correct 

procedure and conditions for resubmission are complied with and met. 

• Programme leaders are required to confirm student resubmissions at 

assessment boards. 
 

For further guidance on submission and re-submission of HNC/HND assignments, 

follow the link below to the awarding organisation Pearson BTEC Centre Guide Quality 

Assurance and Assessment Levels 4-7. 
 

Link to Pearson BTEC Centre Guide Quality Assurance and Assessment Levels 4-7 
 

Retention of student evidence and all student work on BTEC Programmes will be 

retained for a minimum of 12 weeks after certification has taken place. 
 

Late submission: 

The development of employability skills is an important part of the course.  It is 

important that students are not advantaged by having additional time to complete 

assignments. 
 

Late work can achieve no more than a pass grade. Tutors will not mark work that has 

been submitted late, more than 5 working days after the submission deadline, unless 

accompanied by an Assessment/Assignment Authorisation for Extenuating 

Circumstances Form (C-IV-63), at least one working day prior to the deadline, available 

on the student portal. 
 

Failure of a Unit 
 

A student who does not achieve the requirements to pass a unit has failed that unit.  

The circumstances in which a unit can be failed are: 

https://qualifications.pearson.com/content/dam/pdf/BTEC-Higher-Nationals/btec-higher-nationals-centre-guide-to-quality-assurance-and-assessment.pdf
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• Following first attempt and referral, the student has not made any valid attempt 

in one or more assessment tasks, i.e. non-submission 

• Following referral, the student does not achieve the minimum overall pass 

criteria in a unit 

• Where failure in a unit is the sanction set by an academic offence 
 

7.0 Access to Higher Education 
 

7.1 Assignment Submission: 
 

• All assignments must be handed in by hand-in date stated on your assignment 

brief at both level 2/3. 

• All assignments must be handed into the Learning Zone and you will be given a 

receipt as proof of submission. It must also be uploaded through Ephorus 

(plagiarism prevention). This includes any resubmissions. 

• An extension will only be granted by Course Coordinator for Extenuating 

Circumstances with appropriate supporting evidence, which will be collated and 

available for external moderation purposes. 

• An extension will not be granted on the hand-in-date. 

• All late submissions without an extension will be subject to disciplinary action, 

including resubmissions. 

• Any graded assignment handed in late without an extension will be capped at 

pass grades 

• All units must be achieved to reach 60 credits required for the diploma 
 

7.2 Resubmissions and Referrals 

If your assignment does not meet the requirements of all the assessment criteria you 

will be given the opportunity to re-submit the relevant section (a resubmission). 
 

Tutors will provide comprehensive verbal and written feedback on your work, clearly 

indicating the positive aspects of the assignment and exactly what you need to 

resubmit to provide evidence of achievement for the assessment criteria that were not 

met on the first submission.  No indication will be given of potential grade 

achievement. 
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Resubmitted work and the original submission, with its feedback sheet, must then be 

handed in on or before the agreed date.  The resubmitted work should be clearly 

identified as such. 
 

The resubmitted work will then be assessed.  If your work passes the assessment 

criteria which were not achieved the first time and the assignment is for a graded unit, 

the whole assignment can then be graded. 
 

If your assignment still fails to achieve all the assessment criteria it may be referred.  

This means that, only with approval of your course team, internal and external 

moderators, can a further resubmission be allowed.  A referral is not an automatic 

right and usually only applies in extenuating circumstances.  If successful, the grades 

for the assignment will be capped at a pass. 
 

For further information on resubmissions and referrals, refer to the Student Handbook. 
 

8.0 Internal Verification 
 

Internal Verification contributes to quality assurance.  It can be translated into key 

processes monitoring all aspects of assessment practice: 
 

Quality assuring assessment: 
 

• Monitoring assessment practice 

• Conforming to assessment schedule 

• Ensuring Awarding Organisation requirements and assessment strategy is met 

• Standardising assessment judgements 

• Ensuring unqualified assessors are countersigned by qualified assessor 

• Standardisation of internal verification / moderation: 

• Ensuring assessment resources 

• Contributing to quality assurance for students, management and awarding 

organisations 

• Completion of timetable of activities for moderation and development purposes 

by Associate Programme Leaders of UoS courses 

• Attendance at moderation and standardisation events for tutors delivering on 

HE programmes 
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• Evaluating provision in the light of feedback from teams, learners, External 

Verifiers / External Quality Assurers / External Moderators / External Examiners; 

other monitoring activities 

• Claims submissions 
 

Developing and supporting assessors: 
 

• Suitable recruitment of assessors 

• Induction to the assessment and verification / moderation process 

• Provide new assessors with mentor and countersigning 

• Providing information and feedback to assessors 

• Informing and contributing to CPD 
 

Coordinating requirements for external verification / moderation: 
 

• Manage the Awarding Organisation – External Verifier / Quality Assurer / 

Moderator / External Examiner relationship 

• Agree / confirm arrangements 

• Provide information to students, staff and awarding organisation 

• Ensure deadlines are met for action plans 

• Monitoring of partnership arrangements by Faculty Partnership Leaders (UoS) 

 

8.1  Key Principles of Internal Verification 
 

• Each course or group of courses has a named internal verifier(s) 

• Each course has a sampling plan identifying interim and summative internal 

verification 

• Individual assessment briefs are internally checked before being distributed to 

students – where assessment is not prescribed by the awarding organisation 

• Interim internal verification must take place in a timely manner so that 

discrepancies can be identified as soon as possible 

• A representative sample normally includes a selection of assessments / 

assignments from all assessors across all units / modules and grades / marks 

• Internal verification takes place within 10 working days of receipt from internal 

marker 

• During the course of the programme, it is an expectation for BTEC programmes 

that every assignment will be sampled by the internal verifier 
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• Evidence requirements are met, appropriate standards maintained and 

assessment is valid, authentic, current, sufficient and reliable 

• Internal verification ensures that assessors clearly understand what evidence is 

required to meet the assessment outcomes / criteria 

• Internal verification provides appropriate feedback to assessors 

• Records are kept of the internal verification process and made available for audit  

• The outcomes and any actions resulting from internal verification are followed 

up, acted upon and relevant documentation completed 

• Appeals are documented and where appropriate, forwarded on to the external 

verifiers / standards moderator / external examiners, in line with the awarding 

organisations requirements 

• Internal verification processes will be audited as per Internal Audit Schedule and 

reported to the Senior Leadership Management Team (SLMT) 

 

Contact Information 

For questions or feedback regarding this policy, please contact: 
 

Julie Cairns 

Advanced Quality Assurance Practitioner 

Email: julie.cairns@bacoll.ac.uk 

Phone: 01388 443098 
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