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ASSESSMENT POLICY
1. [bookmark: _Toc229399502][bookmark: _Hlk193872534]Introduction
Kirklees College Mission Statement:
"Creating Opportunity, Changing Lives"
Kirklees College aims to provide fair access to assessment for all students within a 
trauma-informed, restorative framework.

Assessment practice will be open and consistent with the codes of practice and regulations laid down by the relevant awarding and validation bodies, while prioritising student wellbeing, positive relationships, and growth-oriented feedback.
This policy is for all assessment with exception of Higher Education where the Higher Education Assessment Policy outlines standards and procedures.
2. [bookmark: _Toc229399503]Restorative and Trauma-Informed Approach to Assessment 

As a trauma-informed, restorative college, Kirklees College recognises that assessment experiences can trigger stress responses in students, particularly those with previous negative educational experiences or trauma histories. We integrate the following key principles throughout our assessment practices:

Relationship-Centered Approach 
Assessments foster positive relationships between students, educators, and peers, emphasising dialogue and mutual respect.

Supportive Feedback
Feedback is formative, constructive, and designed to help students improve rather than simply measure performance.

Accountability with Growth 

When students fall short of expectations (e.g., academic dishonesty or failure to submit work), staff prioritise restorative approaches such as discussions, reflection activities, or alternative assignments before resorting to disciplinary measures.

Inclusive and Equitable Practices 
Assessment accommodates diverse student needs, ensuring all students have a fair opportunity to demonstrate their learning.

Reflection and Repair 
Students are given opportunities to reflect on their performance, address challenges, and, where necessary, take steps to repair any harm caused (e.g., redoing an assignment or engaging in academic integrity discussions).

These trauma-informed, restorative principles are embedded throughout our assessment procedures and inform all aspects of assessment practice.

3. [bookmark: _Toc229399504]Aims
The aim of this policy and its related procedures is to:
Ensure that students receive accurate, supportive, and useful information about their progress and attainment to enhance learning within a psychologically safe 
environment.

Ensure that staff receive clear and effective advice on managing the assessment process using restorative principles.

Ensure compliance with Awarding Organisation regulations while maintaining a trauma-sensitive approach.

Ensure that staff receive clear and effective guidance on using Recognition of Prior 

Learning (RPL) as evidence towards the achievement of a vocational qualification.

Support improvements in teaching effectiveness, learner retention, achievement and positive progression.

Foster positive relationships between students and staff through restorative assessment practices.

Create a learning environment where mistakes are seen as learning opportunities, reducing fear of failure and promoting resilience.

4. [bookmark: _Toc229399505]Scope

The policy applies to:

All qualifications offered by the College and its partners up to and including Level 3.

All courses that do not lead to an externally accredited award or qualification and use the Recognising and Recording Progress and Achievement (RARPA) tool.

RPL applies to all internally assessed parts of vocational qualifications, including those on the Regulated Qualifications Framework, Self-Regulated Framework (SRF) 
and other national frameworks. RPL cannot be used for external assessment, set 
exams or set assignments.

All college staff with a teaching, learning and assessment responsibility.

5. [bookmark: _Toc229399506]Principles

Assessment is conducted with rigour, fairness, and in accordance with current Awarding Organisation regulations, while maintaining a relationship-centered approach.

Evidence for assessment is authentic (the student's own work), current (the student's 
present competence), valid (relevant to the learning outcomes) and sufficient (meets all relevant criteria).

Formative assessment is used to measure students' progress, challenge students to 
achieve high standards and prepare them for summative assessment, with an   emphasis on growth and learning rather than just performance.

Appropriate feedback is provided to students on assessed work which promotes 
learning, facilitates improvement, and supports wellbeing (this must adhere to Awarding Organisation regulations where strict feedback rules apply).

Assessment decisions are recorded and documented accurately and systematically, 
and in accordance with the requirements of the college and awarding bodies.

There is an Internal Quality Assurance framework that provides a robust system for 
standardising assessment decisions and grades.

The role of Lead Internal Verifier is appointed and succession/cover is planned for all relevant qualifications.

Assessment is co-ordinated by curriculum teams to ensure maximum student achievement and positive assessment experiences.

Internal Quality Assurance records are kept securely for 3 years and assessment 
records where stipulated by the Awarding Organisation.

Student work is kept securely until certification unless stipulated by the Awarding 
Organisation.

The college's guidance in relation to malpractice and maladministration is adhered 
to, with an emphasis on restorative approaches where appropriate.

All substantial accredited qualifications are tracked using Markbook and Apprenticeship use Smart Assessor e-portfolio set up prior to courses commencing.

Effectively review and provide recognition of a student's evidence of earlier learning 
and achievement towards part of a qualification.

When students fall short of expectations, staff prioritise restorative approaches such 
as discussions, reflection activities, or alternative assignments before resorting to 
disciplinary measures.

Assessment accommodates diverse student needs, ensuring all students have a fair 
opportunity to demonstrate their learning regardless of background or previous 
experiences.

6. [bookmark: _Toc229399507]Recognising and Recording Process and Achievement (RARPA)
RARPA is an acronym for Recognising and Recording Progress and Achievement. RARPA is a student-centred staged process, aimed at providing a high-quality learning experience for every student. RARPA is a tool to record progress and achievement for courses that do not lead to an externally accredited award or qualification.

Please see RARPA policy.

7. [bookmark: _Toc229399508][bookmark: _Hlk193872445]Assessment Schedules

Students should be made aware of the assessment and grading criteria at the start of their studies and made accessible to students during induction through Markbook, Smart Assessor or an agreed alternative approved by the CAM/Curriculum Director. All assessment schedules must be in place prior to course commencement to ensure transparency and psychological safety.

Initial assessments (formative or summative) to inform the students' starting points and right course reviews must be completed prior to review meetings, with sensitivity to potential anxiety or stress responses.

As much assessment as possible should be scheduled early in the year to have a positive impact on student motivation and retention, for example, a third of the course achieved by the end of the first term. Assessment should be planned to ensure an even spread and variety of assessment methods to effectively support achievement while being mindful of potential cumulative stress on students.

Staff are not advised to change assessment dates unless it is absolutely essential, as predictability supports student wellbeing. Where changes are necessary, students should be given plenty of advanced notice, and some awarding bodies (e.g. Pearson) will need to be informed. The reason for change to dates will need to be agreed by the CAM and communicated compassionately to students.

8. [bookmark: _Hlk193873436]Receipt of Assessments

The submission date must be recorded on Markbook/Teams/Smart Assessor to assist in effectively tracking student progress. Students should have the relevant system explained during induction to avoid any misunderstanding and the processes for submitting work must be consistent with Awarding Organisation guidelines.

Pearson has specific guidelines about the meeting of initial deadlines if a student is to be eligible for a re-submission, and these must be rigorously adhered to. Students can submit work via Teams, Smart Assessor or an approved alternative. Electronic based submission must be used at level 2 and above. Students can submit work via hardcopy on Level 1 and Entry Level Programmes.

Staff should acknowledge receipt of work promptly to reduce student anxiety and maintain trust in the assessment process.

9. [bookmark: _Hlk193875707]Late Submissions

Late submission is defined as receipt of an assessment after the final submission 
time/date.

Actions taken by course teams to address late submission must always be in 
accordance with Awarding Organisation regulations, while using restorative 
approaches to understand and address underlying causes.

All students must agree late submissions in advance where possible.

Late submissions should be submitted within 2 working weeks unless there are 
extenuating circumstances.

In exceptional cases (e.g. ill-health, trauma triggers, personal difficulties), an 
extension may be authorised by the tutor. Where appropriate, evidence (e.g. a sick 
note) should be provided, though staff should be sensitive to situations where formal evidence may be difficult to obtain.

Students should be made aware of the procedures governing extensions at the start 
of their course in a supportive, non-threatening manner.

Students, or their parents/guardians, must apply for an extension by requesting this 
with the tutor outlining the reasons for their request and providing evidence (e.g. 
sick note) if necessary.

The tutor will complete the Extension Request meeting on the student's eILP and 
should include the following information: 

Reason for the extension request

Details of the unit/assessment including tutor name and deadline date

Agreed actions e.g. support required

An indicator to show if evidence has been seen

How many extensions the student has asked for this academic year (if the total is 3 
then the tutor must alert the Course Leader if applicable to RAG the student 'at risk' 
(see Section 15: Student Progress), while ensuring appropriate support is offered through a restorative conversation).

10. [bookmark: _Hlk193875853]Resubmissions

Resubmissions must be handed in to meet Awarding Organisation requirements if 
applicable but should not exceed 15 college days from the date the original feedback was issued to the student.

There should be a clear re-submission deadline set (Markbook/Teams/Smart Assessor have a facility to record this) or alternatively an 'Actions to Achieve' plan on the students eILP.

Resubmissions should be tracked by the unit tutor and where necessary procedures 
for late submissions should be followed (see Section 9: Late Submissions).

If a student exceeds 3 'pass' resubmissions for different units or fails following a 
resubmission, they should be identified as "at risk" and appropriate strategies in 
place to support achievement through a restorative meeting focused on understanding barriers and developing solutions collaboratively.

Feedback on resubmissions should maintain a growth-oriented, supportive approach 
[bookmark: _Hlk193875967]that acknowledges student effort and progress, even when further improvement is needed.

11. Formative Assessment 

Formative assessment is proven by research to be one of the key activities that 
improves student achievement and tutors should plan opportunities to feedback in 
class and on draft submissions (where permitted by the Awarding Organisation) that are sufficient to prepare students for summative assessment.

Course teams must ensure that their approach to formative assessment meets the Awarding Organisation regulations where, for example, Pearson stipulate that no 
formative assessment or feedback can take place once a summative assignment has started.

Formative feedback should be constructive, focused on improvement, criterion
referenced where relevant and designed to develop English, maths and employability 
skills in addition to the subject.

Formative assessment opportunities should be designed to build confidence and 
reduce assessment anxiety, creating psychologically safe opportunities for students 
to receive feedback before summative assessment.

Staff should use formative assessment as an opportunity to build positive 
relationships with students and establish trust in the feedback process.

12. Assessment Grading and Feedback

The marking of assessments must comply with the requirements of the assessment criteria laid down by awarding bodies.

Summative feedback should be as helpful as possible to the student, i.e. confirming 
what has gone well and giving clear guidance on what the student needs to do in 
order to improve, using language that supports growth and resilience rather than
judgment.

Feedback to students following assessment can be recorded on Markbook/Teams/Smart Assessor or using electronic feedback forms, paper-based feedback forms should not be used.

Annotation of student work must be completed throughout to identify clearly 
strengths and areas for development that will include equality and diversity, employability skills and reference SPaG in line with the College's SPaG Toolkit. (With the exception of Level 2 and 3 Pearson courses for which strict guidelines pertain to summative feedback).

Where an assessment is based on group work, students must receive an individual 
grade which reflects their personal contribution; evidence of individual work must be     
clearly delineated and demonstrate that all students have met the criteria targeted.

Allowances may need to be made for students with additional support needs or 
those experiencing trauma responses. Tutors will liaise with the Special Educational 

Needs and Disabilities (SEND) team and exams for information on an individual case.

Where students have allowances -- an Awarding Organisation will require a 'Special 
Allowances' form/document to be logged with them. Please refer to the Awarding 
Organisation guidelines and/or External Quality Assurer (EQA) for specific guidance. 

Copies of forms for students with special dispensations will also need to be logged within Exams.

Assessment grades must be internally verified before being returned to the students; 
where actions are necessary, feedback to the assessor must be acted upon by the 
assessor and signed off by the verifier before the final assessment decision is returned to the student.

All course teams are strongly encouraged to attend external standardisation.

Feedback should use supportive language that focuses on the work rather than the student, avoiding language that might trigger shame responses.

Staff should be mindful of potential triggers when providing feedback and ensure 
delivery is conducted in a manner that maintains student dignity and emotional 
wellbeing.

13. [bookmark: _Hlk193876285]Return of Work

Student written work should be marked and returned, with feedback, within three 
working weeks (2 weeks for marking and 1 week for internal quality assurance to take place); assessors should leave adequate time to act on any feedback from the internal quality assurance process within this period.

If it becomes clear that work is unlikely to be returned within three weeks, the 
CAM/Curriculum Director must be informed, and students given a clear indication of 
when they can expect feedback to reduce anxiety and maintain trust.

When returning work, staff should consider the emotional impact of feedback and 
allow opportunities for students to discuss feedback privately if desired.

[bookmark: _Hlk193876395]14. Reflection and Repair 

Assessment provides important opportunities for student reflection and, where necessary, repair of learning relationships:

Students should be encouraged to reflect on their assessment experiences through guided activities that promote self-awareness and growth

Where assessment challenges have impacted relationships (e.g., with peers in group
work, or between student and teacher regarding deadlines), restorative 
conversations should be offered

For students who have experienced assessment difficulties, structured opportunities to rebuild confidence and repair learning relationships should be provided

Assessment feedback should include specific opportunities for students to identify and celebrate their own progress and achievement

Where appropriate, students should be offered the chance to redo or improve work 
as a form of repair and growth rather than merely for grade improvement

[bookmark: _Hlk193876491]15. Student Progress

All students identified as not making good or outstanding progress must receive early intervention to support their achievement and positive progression through a restorative, trauma-informed approach. These students must be identified as 'at risk' on their Electronic Individual Learning Plan (eILP). The following are a guide to identifying students 'at risk':

Students who through formative assessment show poor progress.
Students who have not submitted work with no agreed extension should be 
identified 'at risk' after 7 days.

Students who have failed following a resubmission of an assessment.

Students who have 3 resubmissions of different assessments.

Students who have failed the first external assessment or compensatory unit that 
means they are 'at risk' of failing their qualification and progressing.

Students performing below their Minimum Expected Grade (MEG) after term 1.

Students showing emotional distress or disengagement during assessment processes.
 
Interventions must be recorded on the eILP using the "strategies to support success" section of the "at risk indicators" page considering the following additional resources:

Progress coach/tutor: restorative coaching conversations removing barriers to 
achievement, tracking and monitoring action plans, catch up workshops, time management, pastoral support etc...

Parent/guardian partnership
Additional learning support referral
Peer support
LRC study skills resources
Behaviour Policy procedures
Wellbeing support and trauma-informed interventions
Restorative circles or conferences where appropriate

Staff should approach 'at risk' students with a trauma-informed mindset, seeking to understand underlying causes rather than assuming lack of motivation or effort.

16. Arrangements for Students with Special Assessment Requirements 

Assessment must be available to all those who have the potential to achieve the standards required for a particular qualification, with recognition that past traumatic experiences may affect students' ability to engage with standard assessment practices.

Where special arrangements need to be made to accommodate students with particular needs, care must be taken to ensure that they are fair and sensitive to
individual circumstances.

Support may be appropriate in a variety of ways including: 
Help with communication and number skills.
Adapted equipment and physical environment.
Extended assessment time.
Special information learning technology.
Trauma-sensitive assessment adaptations.
Awarding Organisation protocols must be adhered to.

For external examinations and tests, the tutor must consult with Exams and Student 
Support.

17. Malpractice and Maladministration 

The Joint Council for Qualifications (JCQ) clearly states that: "Irrespective of the underlying cause or the people involved, all allegations of malpractice in relation to examinations and assessment need to be investigated in order to protect the integrity of the qualification and to be fair to the centre and all candidates." The Joint Council for Qualifications-Suspected Malpractice in Examinations and Assessments Policies and Procedures 1 September 2024 to 31 August 2025. This section provides an overview of the different types of malpractice with guidance on what procedures should be followed if malpractice/maladministration is suspected.

[bookmark: _Hlk193876819]18. Definitions / Terminology 

Student Malpractice: any action by the student which brings in to question the authenticity of their work and as a result undermines the process of assessment. This may include:

Plagiarism. Where the student has taken the work of someone else and claimed it as 
their own. This includes work taken from the internet and published text and 
imagery.

Cheating. Where a student has acted unfairly or in a dishonest manner to gain 
advantage in the submission and standard of their own work.

Collusion. Where a student has planned with other students to purposefully falsify 
the validity of their own work. This includes allowing another student to copy work.

Assessor Malpractice: any deliberate action by an assessor to carry out ineffective assessment that brings in to question the validity of the assessment against the work presented by the student and as a result undermines the grading of the piece of work/unit/module and possibly the overall qualification.

Centre Malpractice: any action carried out by the centre and staff that fails to follow the guidelines defined by the Awarding Organisation and as a result places the validity of the course/programme at risk. This may include:

Improper assistance and guidance to the candidate.

Inventing or falsifying grades, where insufficient evidence or work has been produced 
by the student.

Failure to retain candidates' coursework/portfolios of evidence securely.

Falsifying records and certificates.

In addition, please make reference to the specific guidelines as defined by the relevant Awarding Organisation.

If you suspect, there may be malpractice activity then this must be put in writing for the attention of the Curriculum Director and the Director of Quality. As a result, a formal investigation will take place taking guidance from the relevant Awarding Organisation

[bookmark: _Hlk193876924]19. Addressing Malpractice Restoratively 

While maintaining the integrity of qualifications is essential, cases of potential malpractice should be approached through a trauma-informed lens that considers potential underlying causes:

In the first instance the relevant Curriculum Director should be informed.

In consultation with the Director of Quality and the Examinations Manager, an 
investigation will be carried out with sensitivity to student wellbeing. If it is Assessor Malpractice, the People and Culture Department may conduct an investigation.

For minor or first instances of potential malpractice, restorative conversations should 
be offered to understand causes and establish learning outcomes.

Disciplinary action will depend on how serious the malpractice appears to the investigators. In all cases where there is clear evidence of deliberate malpractice the 
relevant Awarding Organisation will be informed. The Awarding Organisation will 
inform the college and the candidate of the action that they decide is appropriate.

Where appropriate, students should be offered opportunities to reflect on behaviours and repair trust through alternative assessments or educational activities 
that promote academic integrity.

20. Appeals

The Assessment Appeals Process should be explained to all students at the start of their course and include all appeals regulations in line with the relevant Awarding Organisation. Students who have concerns about the outcome of an assessment should, in the first instance, discuss the matter with their tutor and if not satisfied, the Curriculum Area Manager. If this does not satisfy the student, they can then make a formal complaint to the Director of Quality, Teaching Learning & Assessment and Higher Education.

21. Written Appeals Procedure

Each Awarding Organisation publishes its arrangements for appeals against its decisions. In addition, an appeal can be made to the college concerning internal assessment:

The appeal applies only to the procedures used in arriving at internal assessment 

Decisions and does not apply to the judgement itself; you cannot appeal against the 
mark or grade only the procedures used;

The candidate must make the appeal in writing to the Director of Quality, Teaching 
Learning & Assessment and Higher Education within four weeks of results day;

The enquiry into the internal process will normally be led by the Vice Principal Quality 
and Student Experience, provided that they have not played any part in the original 
internal assessment process;

The teacher marking the assessment will be able to respond to the appeal in writing 
and a copy will be sent to the candidate appealing; the enquiry will consider whether the procedures used for the internal assessment were in conformity with the published requirements of the Awarding Organisation and the 'Code of Practice'.

The appellant will be informed in writing of the outcome of the appeal, including;

Relevant communications with the Awarding Organisation
Any steps taken to further protect the interest of the candidates

If the appellant is unhappy about the response in writing, he/she can ask for a personal hearing, where the panel will consist of two persons not previously involved, normally the college Principal and a member of the Governing Body.

The appeals process should be handled with sensitivity to student wellbeing, ensuring that students feel heard and that the process itself does not create additional trauma or distress.

22. Enquiries About Results (Re-marks)

In cases of Enquiries About Results, where the College does not uphold a request for such an enquiry, the student may normally pay to have an enquiry carried out within 2 weeks of the close of the exam series or by the Awarding Organisation deadline.

[bookmark: _Hlk193877186]23. Recognition of Prior Learning 

RPL is about using a learner's evidence of earlier learning and achievement towards part of a qualification. An assessor will review whether the evidence is enough to show that a learner has met the assessment requirements for a current qualification. The learner will need to show that through knowledge, understanding or skills they already have, they do not need to repeat the course or complete extra assessment activity.

If there is evidence that the learner has previously shown the knowledge, skills or understanding required by a qualification, this may be used towards achieving that qualification. Evidence of previous learning or achievement must be:

Valid and current
Reliable
Authentic
Sufficient

RPL is not normally used to provide evidence against achievement for an entire qualification.
This would be called an exemption and is usually used where a learner must gain a specified qualification for a particular purpose (for example, as an entry requirement for further study, employment or registration). The RPL process is normally used to exempt a learner from one or more individual modules or units within the Programme of Study, where the learner can demonstrate prior achievement of the learning outcomes.

The RPL process should be conducted in a supportive manner that values students' prior experiences and acknowledges potential barriers they may have faced in formal education previously.

24. Staff Development for Trauma-Informed Assessment 

To effectively implement a trauma-informed, restorative approach to assessment, staff will be supported through:

Regular training in trauma-informed and restorative assessment practices
Opportunities to share best practice in supportive assessment methods
Access to resources and guidance on implementing restorative approaches
Support in adapting assessment strategies to accommodate diverse student needs
Regular reflection opportunities on assessment practices and their impact on student wellbeing
Guidance on recognising and responding to stress and trauma responses during 
Assessment
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