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College Values

Students: as the focus for the work of everyone at the College

Mutual Respect: caring for and valuing students, staff, governors and our community
Integrity: honesty, hard work and personal and social responsibility

Learning: a passion for learning and its capacity to change lives

Excellence: high aspirations, high standards and high achievement

1. Policy Statement

All students at the College are entitled to assessment which is frequent, fair and rigorous, together
with effective feedback on their progress.

2. Principles

Luton Sixth Form College regards assessment as a fundamental component of the learning process
and the teaching of skills. We believe that good assessment is a key professional skill and a natural
part of learning. Effective assessment can be thought of as:

e recognising achievement and focusing on improvement

e enabling, constructive and motivational learning

e considering how students learn

e developing reflection and self-awareness

e helping students to understand what they need to do to make progress.

3. Expectations

This policy reflects a common set of expectations and standards that apply to all College courses. It is
expected that each course team will set out the type and frequency of assessment, processes for
marking and recording achievement and arrangements for standardisation and moderation of marks.
This might be in the form of an assessment plan or scheme of work and should include the schedule
for internal and external verification processes where appropriate.

4. Initial Assessment

Each team will conduct its own early assessment/assignment to ascertain a student’s existing level of
skills and understanding alongside potential strengths and weaknesses. Where additional needs are
identified for students on vocational courses, these should be taken into account when creating
students’ individual assessment plans.



5. On-Course Assessment

All courses will contain systematic assessment of progress or achievement in line with awarding body

regulations which will contribute to students’ learning. Roles and responsibilities associated with on-

course assessment are outlined below.

Teaching staff will:

a)

b)

c)

d)

e)
f)

g)

h)

j)

k)

1)

m)

plan opportunities for both learner and teacher to obtain and use information about progress
towards learning goals

provide a range of assessment activities for students, both formal and informal. Informal
assessments might involve, for example, general questioning, quizzes, PowerPoint presentations,
audio visual presentations, use of Kahoot, etc.

integrate assessment into classroom activities. These activities should be both summative
(assessment of learning) and formative (assessment for learning).

enable students to clarify the goals that they are pursuing and to understand the criteria that will
be applied in the assessment of their work.

discuss with learners their strengths, weaknesses and progress.

mark and return work within sufficient time for the feedback to be meaningful. This will normally
be within 2 weeks of submission unless otherwise directed by the Course Manager or outlined in
the assessment plan.

provide feedback that not only points out areas for improvement but is also encouraging and
motivating for learners. The exact nature of feedback must, however, conform to awarding body
regulations. Ensure that, where appropriate, students understand the requirements of the
examination and provide students with opportunities to practise assessment in timed conditions.
provide students on vocational courses with a range of assessment opportunities that are relevant
to the vocational context.

ensure that students on vocational courses are appropriately prepared for final assessment and
ensure that they only take the final assessment when they are deemed to be ready.

draw attention to the quality of literacy and numeracy including the accuracy of written and/or
spoken English, and appropriately identifying, with the student, strategies for improvement.
ensure that all formal assessments (such as BTEC assignments, coursework, assessed practicals,
etc.) meet the guidelines set out by the relevant awarding body, including taking steps to guard
against plagiarism and the misuse of artificial intelligence (Al). Specific guidance regarding
plagiarism and the misuse of Al is in place for vocational courses and can be found as an addendum
to this policy

follow awarding body guidance on the storage of assessed work

undertake standardisation and verification in line with awarding body regulations

Progress Coaches/Vocational tutors will:

a)

b)

advise students who are identified as an academic concern and monitor their progress towards
the completion of action plans and targets

review students’ progress through 121 learning conversations, recording the outcome of the
conversations on Promonitor



c) review progress against the individual assessment plan for students on vocational courses
d) communicate to subject teachers any issues that may impact on students’ ability to complete
assessments that might not otherwise be known by the subject teacher

6. Recording marks

Course Managers will guide teachers on the recording of student’s assessment marks. Marks for BTEC
courses will be recorded using the Promonitor Markbook. For A level courses, there is a minimum
expectation of 7 assessments recorded on Promonitor across the 2 years of the course (4 during the
first year and 3 during the second year). For GCSE courses, there is a minimum expectation of three
assessments recorded on ProMonitor across the year. These will include internal trial exams.
Deadlines for these will be dictated by the Director of Curriculum Data and Quality Assurance. All
Markbooks, whether on Promonitor, Excel or paper based, must be available upon request and may
be used, for example, to inform the lesson observation process, multi-agency meetings process or as
part of a work scrutiny/Deep Dive.

7. Retention of Work

For subjects where there is an examined component, work from formal internal exams should be
retained until the end of the course, in case of an event occurring which would disrupt the examination
series. This work would then be used to inform any requirement to form a teacher assessed grade.



Addendum: Plagiarism and the misuse of artificial intelligence guidance for
academic and vocational courses

The purpose of these procedures is to ensure fair and consistent treatment of plagiarism and the
misuse of artificial intelligence (Al) between different students and across different teams. It is
essential that students understand what is meant by plagiarism and the misuse of Al and how to avoid
it.

As defined by JCQ (Joint Council for Qualifications), plagiarism is the ‘unacknowledged copying from,
or reproduction of, third party sources or incomplete referencing (including the internet and Al tools)’

As defined by JCQ, ‘Al misuse is where a student has used one or more Al tools but has not
appropriately acknowledged this use and has submitted work for assessment when it is not their own.
Examples of Al misuse include, but are not limited to, the following:

e Copying or paraphrasing sections of Al-generated content so that the work submitted for
assessment is no longer the student’s own

e Copying or paraphrasing whole responses of Al-generated content

e Using Al to complete parts of the assessment so that the work does not reflect the student’s
own work, analysis, evaluation or calculations

e Failing to acknowledge use of Al tools when they have been used as a source of information

e Incomplete or poor acknowledgement of Al tools

e Submitting work with intentionally incomplete or misleading references or bibliographies.’

1. All courses must give students information and guidance regarding plagiarism and the misuse of
Al. Students should understand the difference between plagiarism and research and should be
instructed in appropriate referencing techniques.

2. When writing assignments, consider the potential for plagiarism and the misuse of Al. Consider
whether the brief could be altered to lessen the possibility of plagiarism and the misuse of Al.

3. Allcourse teams should take steps to guard against plagiarism and the misuse of Al. For vocational
courses, this includes the use of electronic ‘plagiarism checkers’ such as Turn-It-In.

4. Accusations of plagiarism or the misuse of Al for coursework or BTEC final assessment should be
supported by clear proof. This might be in the form of a Turn-It-In report, a copy of another
student’s work, the original article/text book, etc.

5. Forvocational courses, where plagiarism or the misuse of Al is identified in a BTEC final assessment
before it has been assessed, College disciplinary procedures should be employed as appropriate.
The student should still have the opportunity to submit work for assessment, the conditions of
which will be set out by the Course Manager, Lead Internal Verifier or the manager in charge of
vocational courses. An extension may be granted to the student if this is deemed to be
appropriate. No ‘grade cap’ should be applied to the work eventually produced.



10.

a.  Where plagiarism or the misuse of Al is identified once work has been submitted for final
assessment, this will lead to college disciplinary procedures at the appropriate level. A
student may only be offered limited time to ensure that work is appropriate for submission
and that sources are appropriately referenced, provided that the work has not yet been
finally assessed by the teacher. For example, a Turn-It-In report might indicate that the work
is derivative before final assessment has taken place. However, work that continues to be
significantly derivative once final assessment has taken place may not be accepted for
submission and should be referred to the relevant Head of Faculty and reported to the Exams
Office as suspected malpractice.

b. If the issue of plagiarism or Al misuse continues at re-submission, the assessment awarded
for first submission would stand, including a situation where the learner has achieved the
pass criteria at first submission (but not, for example, the merit or distinction criteria owing
to plagiarised material). If a student is re-submitting work to achieve the pass criteria and
plagiarism or Al misuse is still evident, then the learner will not be allowed a re-submission
or retake and would not, therefore, achieve that unit.

For academic courses, where plagiarism or Al misuse is identified before the coursework
authentication sheet has been signed by the student and attached to the work itself, College
disciplinary procedures should be employed as appropriate. The Course Manager will set out the
conditions under which the student will still be able to submit work. An extension may be granted
to the student if this is deemed to be appropriate. No ‘grade cap’ should be applied to the work
eventually produced.

a.  Where plagiarism or the misuse of Al is identified after the coursework authentication sheet
has been signed and attached to the work itself, this will lead to college disciplinary
procedures at the appropriate level. The case must be referred to the Head of Faculty and
reported to the Exams Office as suspected malpractice.

A ‘first offence’ for plagiarism or the misuse of Al will generally result in a Level 1 warning in
accordance with the College disciplinary procedures. Subsequent offences will result in further
disciplinary action as deemed appropriate.

Suspected plagiarism or the misuse of Al in general classwork (i.e. work that is NOT submitted as
coursework or as a BTEC final assessment) should be discussed with the student and may be
treated as a support need rather than being treated as a disciplinary offence.

Where one student has knowingly and willingly allowed another student to copy her/his work,
both parties will be subject to College disciplinary procedures.

Any case of plagiarism or the misuse of Al which cannot be resolved through the guidance in this
policy, can be referred to the ‘Exceptional Cases Panel’ (for BTEC courses) or to the Director of
Curriculum Data and Quality Assurance (for other courses). The guidance of the Exams Office
should also be sought.



