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1.0 Purpose 

This policy applies to the grading and certification of learner’s assessment on QQI 
accredited programmes of education to ensure the principles of fairness, validity, 
reliability, quality and transparency are maintained.   

 

2.0  Scope 
This policy applies to: 

Academic 
Council 

Appeals 
Committee 

Programme 
Board & 
Committees 

CCNME 
Programme 
Teams 

Board of 
Examiners 

Learners 

✓ ✓ ✓ ✓ ✓ ✓ 
  
  
3.0  Policy Statement 

The CCNME is committed to the awarding of grades which are underpinned by 
consistent and robust criteria and standards. This requires assessors to exercise 
professional judgement that is informed by structured assessment tasks that provide 
evidence of achievement of learning outcomes 

 

4.0 Roles and Responsibilities 

 Academic 
Council & 
Committees 

Appeals 
Committee 

Programme 
Board  

CCNME 
Programme 
Teams  

Board of 
Examiners 

Responsible for 
Implementation 

✓ ✓ ✓ ✓ ✓ 

Responsible for 
Monitoring & 
Review 

✓ ✓ ✓ ✓ ✓ 

 

4.1 Programme Board   
4.1.1 Ensure that learner achievement is assessed in a fair and consistent way in line 

with the national standards for the award 
4.1.2  Ensure consistency is reflected throughout the assessment, grading and 

certification process 
 

4.2 Programme Committee 
4.2.1 Develop an assessment schedule for each programme of education in line with 

published QQI Certification periods  
4.2.2 Develop assessment tasks and criterion referenced grading schemes based on 

the QQI validated programme.  
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4.2.3 Devise a transparent marking system to allocate marks to each assessment 
task identifying the assessment criteria and a range of specific marks linked to 
each criteria, where relevant. 

4.2.4 Marking sheets for all assessment tasks must be devised and it should be clear 
from the marking sheet how marks are being allocated to each criteria and how 
the grade is to be awarded.   A marking system should identify marks allocated 
to each assessment criterion, sub totals and total mark  

4.2.5 Ensure assessment tasks and criteria, model answers and grading schemes are:  
4.2.5.1 Explicit in identifying to the learner that assessment that are 

audio/visual recorded are only retained for the purposes of review by 
the Board of Examiners’ and the process is clearly outlined in the 
assessment guidelines;  

4.2.5.2 Reviewed internally and externally (where appropriate) prior to 
distribution to learners.  

4.2.6 Identifies the designated internal assessors(s) and moderator(s) for each 
assessment element with the Programme Coordinator in advance of the 
programme commencing  

4.2.7 Process for communicating with identified External Examiner (HET 
programmes only), in advance of programme commencing, for review and 
approval of assessment tasks and criteria is agreed.  
 

4.3  CCNME Programme Teams  
4.3.1 Adhere to the policy and procedure and make available to all relevant 

stakeholders 
4.3.2 Ensure consistency is reflected throughout the assessment, grading and 

certification process 
4.3.3 Declare any conflict of interest which might impinge on the integrity of the 

assessment process so that alternative arrangements can be made 
4.3.4 Consider all suggestions, criticisms, deletions, additions and amendments 

proposed by the External Examiner(s) (HET). 
4.3.5 Identify and provide internal assessors/moderator with the relevant 

information to undertake their role in the assessment process, to include the 
following  
4.3.5.1 Declare any conflict of interest which might impinge on the integrity of 

the assessment process so that alternative arrangements can be made 
4.3.5.2 Ensure that learner achievement is assessed in a fair and consistent way 

in line with the national standards for the award 
4.3.5.3 Be familiar with the programmes assessment tasks and criteria, model 

answers and grading schemes  
4.3.5.4 Complete an assessment tracker form on the agreed removal and 

return of assessment material with the Programme Coordinator 
4.3.5.5 Anonymously mark and apply the approved criteria, model answers, 

grading schemes to individual learner assessments and complete the 
associated documentation, agreeing final mark.   

4.3.5.6 Apply a system of moderation to a stratified random sample of all 
learner assessments 
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4.3.6 Provide learners with written information on programme assessment tasks 
and the criteria against which they will be assessed upon programme 
commencement. 

4.3.7 Compile learner results sheets following completion of the grading by internal 
assessor and ensure learner marks are recorded accurately. 

4.3.8 Provide learners with an opportunity to discuss provisional assessment results 
and provide timely feedback (written/verbal) on their progress. 

4.3.9 Prepare learners results and assessment related material including reasonable 
accommodation/mitigating circumstances requests for relevant internal 
verification and external examination processes. 

4.3.10 Maintain security of learner assessment related materials. 
4.3.11 Provide learners with information on the appeals process.  

 
4.4 Board of Examiners: External Examiners/Authenticators   

4.4.1 Declare any conflict of interest which might impinge on the integrity of the 
assessment process so that alternative arrangements can be made. 

4.4.2 Apply a system of moderation to a stratified random sample of all learner 
assessments where relevant. 

4.4.3 Adhere to the Policy and Procedure on External Authentication as part of the 
Authentication Process (QQI FET) and Policy and Procedure on External 
Examination (HET) 

4.5 Learners 
4.5.1 Be familiar with the programmes assessment tasks and criteria and grading 

schemes. 
4.5.2 Demonstrate achievement of programmes MIPLOS. 
4.5.3 Arrange with Programme Coordinator to discuss provisional assessment 

results and receive feedback on progress. 
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