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Policy Title  
Policy Summary This policy explains assessment expectations for staff and learners, and the 

process to follow in order to appeal an assessment decision. 
Policy Owner Quality 
Policy Version V6  
Approved By College Management Team 
Date Approved July 2026 
Distribution All Staff 
Review Date July 2028, or earlier where regulatory, awarding organisation or operational 

changes require review 
Equality Impact Assessment 

Completed July 2026 

Noted Changes / Amendments 
Approval Date July 2026 Summary of changes/amendments made 
 Reframed the policy around validity, reliability, inclusivity, learner ownership and 

evidence-based assessment decisions. 
Added clearer expectations for digital assessment, online platforms, e-portfolios, 
learner authentication and secure assessment records. 
Strengthened references to AI use, academic integrity, malpractice, plagiarism, 
authenticity checks and appropriate acknowledgement of AI-assisted sources. 
Clarified responsibilities for curriculum teams, assessors, IQAs, Exams/MIS, Quality 
and learners. 
Expanded appeals to include internal review, awarding organisation / 
university routes and final escalation to the relevant qualification regulator, 
where applicable. 

  

Linked Policy/Documents 
• Single Equality Scheme and/or Equality, Diversity and Inclusion arrangements 
• Feedback, Marking and Assessment Policy 
• Internal and External Quality Assurance Policy 
• Controlled Assessment Policy 
• Academic Offences Policy 
• Malpractice and Maladministration Policy 
• Artificial Intelligence Policy 
• Access Arrangements / Reasonable Adjustments guidance 
• Extenuating Circumstances Procedure 

Relevant awarding organisation, university, JCQ and regulatory requirements. 
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1.  POLICY DEFINITION 
 

Term Definition 

Assessment The process of gathering, reviewing and judging evidence of 
learning, knowledge, skills, behaviours or competence against 
defined criteria, standards or learning outcomes. 

Formative assessment Assessment for learning. It is used throughout learning to check 
understanding, identify gaps, inform teaching and help learners 
improve before summative decisions are made. 

Summative assessment Assessment of learning. It confirms whether a learner has met the 
required criteria, standards, competence requirements or learning 
outcomes at an agreed assessment point. 

Assessment of competence 
Assessment that confirms a learner can consistently apply skills, 
knowledge and behaviours in practical, professional, workplace, 
simulated or controlled conditions, where relevant to the 
qualification. 

Authenticity Confidence that the work, evidence or performance submitted for 
assessment is the learner’s own and has been produced in line 
with the relevant assessment rules. 

Academic integrity The expectation that learners submit honest, original and 
appropriately referenced work and do not gain an unfair advantage 
through plagiarism, collusion, fabrication, cheating or misuse of AI. 

Artificial intelligence / AI tools 
Digital tools that can generate, analyse, summarise, translate or 
transform content, including text, images, code, audio or video. Use 
of AI may be permitted only where it is consistent with assessment 
rules and is appropriately acknowledged. 

Internal Quality Assurance / IQA 
The planned process used to check assessment practice, 
assessment decisions and assessment records are valid, reliable, 
consistent, fair and compliant with awarding organisation 
requirements. 

External Quality Assurance / EQA External review by an awarding organisation, university, 
professional body or regulator to confirm that assessment and 
internal quality assurance meet required standards. 

Standardisation Planned activity to ensure staff interpret assessment criteria, 
grading standards and evidence requirements consistently. 

Reasonable adjustment / access 
arrangement 

An approved adjustment that reduces or removes a barrier for a 
learner without changing the demand, validity or integrity of the 
assessment. 

Malpractice / maladministration 
Any act, omission or practice that breaches assessment, quality 
assurance, registration, certification, awarding organisation or 
regulatory requirements. This includes misuse of AI where it 
compromises authenticity. 

 
2. PURPOSE AND SCOPE 

 
• Ensure learners and prospective learners understand how progress, competence and achievement will 

be assessed, including the criteria, standards, evidence requirements, deadlines and outcomes that 
apply to their programme. 
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• Promote assessment practice that is fair, inclusive, valid, reliable, timely, transparent and consistent 
across further education, higher education, apprenticeships, distance learning, subcontracted provision 
and work-based learning, where applicable. 

• Protect the integrity of qualifications by ensuring assessment decisions are based on authentic learner 
evidence and are supported by robust assessment planning, feedback, standardisation and quality 
assurance. 

• Clarify the responsibilities of staff, learners, curriculum leaders, IQAs, Quality, Exams/MIS and senior 
leaders in relation to assessment of learning and competence. 

• Confirm the process for requesting review or appeal of assessment decisions, including external 
escalation routes where internal procedures and awarding organisation/university procedures have been 
exhausted. 

3. PRINCIPLES 
 

• Assessment must enable learners to demonstrate what they know, understand and can do against the 
relevant standards, criteria or learning outcomes. 

• Assessment must be planned, communicated and sequenced so that learners know what is expected, 
when assessment will take place, how evidence will be judged and when feedback will be provided. 

• Assessment decisions must be evidence-based, professionally judged and recorded clearly enough to 
support internal quality assurance, external scrutiny and learner progression. 

• Formative assessment should be used to support learning and improvement before a summative decision 
is made wherever qualification rules allow. 

• Feedback must be constructive, developmental and timely, helping learners understand strengths, gaps 
and next steps without compromising assessment rules or giving unfair advantage. 

• Assessment must be inclusive and accessible, with reasonable adjustments and access arrangements 
considered in line with learner need and awarding organisation requirements. 

• Assessment must protect academic integrity. Learners must submit their own work, acknowledge sources 
appropriately and comply with rules on plagiarism, collaboration, use of AI and authenticity declarations. 

• Assessment practice must be quality assured through standardisation, sampling, IQA, EQA and targeted 
support where risks or inconsistencies are identified. 

• Assessment records must be accurate, secure, retained for the required period and available for audit, 
EQA, appeal, complaint or investigation. 

4. ROLES AND RESPONSIBILITIES 
 

Role Key responsibilities 

Assistant Principal Quality/ 
Quality Nominee 

Owns the policy, oversees implementation, ensures significant 
assessment risks are escalated, and confirms appropriate reporting to 
awarding organisations or regulators where required. 

Directors of Curriculum and 
Curriculum Team Leaders 

Ensure assessment arrangements are implemented consistently within 
curriculum areas, including assessment planning, workload 
management, standardisation, feedback quality, retention of evidence 
and timely action on IQA/EQA findings. 

Course Leaders / Programme 
Leads 

Maintain assessment plans, issue assessment information to learners, 
coordinate assessment deadlines, ensure records are complete and 
monitor learner progress, extensions, resubmissions and appeals. 

Teachers, trainers and 
assessors 

Set clear assessment expectations, make valid and reliable assessment 
decisions, provide timely feedback, check authenticity, record 
assessment outcomes accurately and report concerns about 
malpractice, academic offences or maladministration. 

Lead IQAs / IQAs 
Plan and complete risk-based sampling, standardisation and verification 
activity; confirm assessment decisions are valid, fair and consistent; and 
ensure required corrective actions are completed and recorded. 

Exams / MIS 

Support assessment-related administration, awarding organisation 
communications, registrations, claims, certification, access 
arrangements and formal examination or external assessment 
processes. 
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Role Key responsibilities 

Learners 

Understand assessment expectations, meet deadlines, request support 
or adjustments promptly, submit authentic work, acknowledge sources 
including permitted AI use, keep copies of evidence where required, and 
engage with feedback and appeals processes appropriately. 

Subcontractors / partners 
Comply with this policy, College quality assurance requirements and all 
awarding organisation requirements, including secure assessment 
administration, evidence retention and reporting of concerns. 

  
5. Assessment planning and learner information 

 
• Within the early stages of a programme, learners must receive an assessment plan or equivalent 

programme assessment schedule that identifies key assessment points, deadlines, assessment methods, 
evidence requirements and expected feedback dates. 

• Assessment plans must be realistic, sequenced appropriately, inclusive and manageable for learners and 
staff. They should be reviewed when curriculum delivery, awarding organisation requirements or learner 
circumstances change. 

• Learners must be told how assessment decisions are made, which criteria or standards apply, what support 
is available, how to request reasonable adjustments and how resubmission, reassessment, retake or 
appeal processes operate. 

• Any changes to assessment dates or deadlines must be communicated clearly and recorded. Individual 
extensions must be fair, consistently applied and must not disadvantage other learners or compromise 
qualification rules. 

• Where assessment takes place in the workplace, remotely, on a digital platform or through e-portfolio 
evidence, assessment expectations and authentication arrangements must be explained before evidence 
is submitted. 

6. Formative assessment and feedback 
 

• Formative assessment should be used routinely to check learning, identify misconceptions, stretch 
learners and inform teaching, coaching or intervention. 

• Feedback should be timely, specific and developmental, helping learners understand what they have done 
well, what needs improvement and what they should do next. 

• Feedback must not provide excessive direction, model answers or amend instructions that could 
compromise the independence of summative assessed work. 

• Where assessment rules allow, learners should have an opportunity to act on formative feedback before a 
final summative decision is made. 

• Feedback may be given verbally, digitally, through annotated work, through e-portfolios or through learning 
platforms, but it must be sufficient to support learner progress and quality assurance. 

7. Summative assessment and competence decisions 
 
• Summative assessment must be carried out using the approved assessment method, criteria, standards, 

evidence requirements and documentation for the programme or qualification. 
• Assessment decisions must be based on evidence that is valid, current, authentic, sufficient and reliable. 
• Competence-based assessments must confirm that the learner can apply skills and knowledge to the 

required standard and, where required, can do so consistently and safely in realistic or workplace 
conditions. 

• Where assessments are graded, learners must be given access to grading criteria and must understand 
the difference between pass, merit, distinction or equivalent standards before assessment takes place. 

• Assessors must record the rationale for assessment decisions clearly enough for IQA, EQA, appeal or audit 
purposes. 

• Assessed work should normally be returned to learners within ten working days unless a different timescale 
is required by the awarding organisation, university, assessment method or programme model. 
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8. Digital assessment, online platforms and AI 
 

• Digital assessment, e-portfolios, online platforms and remote assessment may be used where they are 
appropriate to the qualification, accessible to learners, secure and compliant with awarding organisation 
requirements. 

• Learners must be told whether, when and how AI tools may be used in relation to learning activities and 
assessed work. Permitted use must be clearly distinguished from misuse. 

• Learners must not submit work generated wholly or substantially by AI as their own. Any permitted AI use 
must be acknowledged in line with assessment and referencing requirements, including the tool used, the 
date used, how it was used and evidence such as screenshots where required. 

• Staff must not rely solely on AI tools to mark, grade or make assessment decisions. Professional 
judgement, qualification criteria and evidence requirements remain central to assessment decisions. 

• Where assessors have doubts about authenticity, including potential misuse of AI, they must pause the 
assessment decision where appropriate, gather evidence, follow relevant internal procedures and seek 
guidance from Quality, Exams/MIS or the awarding organisation as required. 

• AI detection or similarity reports may support professional judgement but must not be used as the sole 
basis for an allegation, assessment decision or sanction. 

9. Authenticity, academic integrity and malpractice 
 
• Learners must submit work that is their own and must complete candidate declarations, authenticity 

statements or platform confirmations where required. 
• Plagiarism, collusion, fabrication, cheating, unauthorised assistance, impersonation, false declarations 

and misuse of AI may constitute academic misconduct, malpractice or maladministration. 
• Where suspected academic misconduct or assessment malpractice is identified, staff must follow the 

Academic Offences Policy and/or Malpractice and Maladministration Policy and must notify the Assistant 
Principal Quality/Nominee where awarding organisation reporting may be required. 

• Assessment must not proceed to a confirmed result where there is unresolved evidence that authenticity, 
validity or assessment integrity may be compromised. 

• Records of concerns, evidence reviewed, decisions made and communications with learners or awarding 
organisations must be retained securely. 

10 . Reasonable adjustments and inclusive assessment 
 

• Learners must be given information about how to request support, access arrangements or reasonable 
adjustments at the earliest appropriate point. 

• Reasonable adjustments must be considered in line with learner need, assessment requirements, 
awarding organisation rules and the requirement not to alter the demand or validity of the assessment. 

• Staff must consider barriers linked to disability, learning difficulty, health, temporary injury, language, 
digital access or other relevant circumstances and must seek specialist advice where needed. 

• Approved adjustments must be recorded and communicated to relevant staff while respecting 
confidentiality and data protection requirements. 

• Where a requested adjustment cannot be approved because it would compromise assessment validity or 
awarding organisation rules, the reason must be explained and alternative support considered where 
possible. 

11. Internal quality assurance and standardisation 
 

• All programmes with internally assessed components must have appropriate IQA arrangements, including 
risk-based sampling, standardisation and review of assessment decisions. 

• Standardisation must take place before formal assessment where required and at appropriate points 
during the year to support consistent interpretation of criteria and standards. 

• IQA activity must include attention to fairness, consistency, feedback quality, authenticity, evidence 
sufficiency, assessor judgement and compliance with current awarding organisation requirements. 
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• Where IQA identifies concerns, assessment decisions must be held, amended or reviewed as required and 
actions must be recorded and followed through. 

• EQA feedback, awarding organisation updates and changes to qualification requirements must be shared 
with relevant staff and incorporated into assessment practice promptly. 

12. Extensions, resubmissions, reassessments and retakes 
 
• Extensions, resubmissions, reassessments and retakes must be managed in line with qualification rules, 

awarding organisation requirements and College procedures. 
• Any extension or further assessment opportunity must be fair, recorded, supported by appropriate evidence 

where required, and consistently applied across learners in comparable circumstances. 
• Where resubmission is permitted, learners must be clear about the timescale, evidence required and any 

conditions attached to feedback, grading or reassessment. 
• Where plagiarism, malpractice or misuse of AI is suspected or confirmed, resubmission or retake 

opportunities must follow the relevant awarding organisation rules and internal policies. 
• For higher education provision validated by a university or awarding body, the validated partner’s 

regulations for extensions, reassessment, mitigation and appeals must be followed. 

13. Records, retention and data security 
 
• Assessment plans, feedback, assessment decisions, IQA records, standardisation records, authenticity 

declarations, reasonable adjustment records and appeal documentation must be retained in line with 
college, awarding organisation and regulatory requirements. 

• Assessment records must be accurate, timely, complete and stored securely on approved College systems 
or approved partner platforms. 

• Access to assessment records, learner evidence, awarding organisation portals and certification systems 
must be restricted to authorised staff and managed in line with college data protection and information 
security requirements. 

• All documentation relating to assessment appeals should be retained for three academic years unless a 
longer period is required by the awarding organisation, university, regulator, legal requirement or open 
complaint/appeal/investigation. 

14. Academic appeals process 
 
Learners have the right to request a review or appeal where they believe an assessment decision, assessment 
process or quality assurance process has not been applied fairly, consistently or in accordance with published 
requirements. A disagreement with academic judgement alone will not normally constitute valid grounds for 
appeal unless there is evidence of procedural irregularity, bias, error, failure to consider approved adjustments, 
or non-compliance with awarding organisation requirements. 
 

14.1 Informal resolution 
 

• Where appropriate, learners should first discuss the assessment decision with the assessor and/or Course 
Leader to understand the decision, feedback and evidence requirements. 

• If the matter is resolved informally, the outcome should be recorded by the programme team where 
relevant. 

14.2 Formal internal appeal 
 

1. A formal appeal must be submitted in writing to the MIS Exams Manager or nominated alternative where 
there is a conflict of interest, normally within ten working days of the assessment decision being 
communicated unless awarding organisation rules specify a different timescale. 

2. The appeal must set out the assessment decision being appealed, the grounds for appeal and any 
supporting evidence. 
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3. The MIS Exams Manager will coordinate an investigation with at least two staff who have not been involved 
in the original assessment decision. The relevant Director of Curriculum and Assistant Principal Quality 
must be informed where appropriate. 

4. The investigation will consider whether the assessment and quality assurance process complied with 
college procedures, awarding organisation requirements, published criteria and relevant access or 
reasonable adjustment arrangements. 

5. The learner will receive a written outcome explaining whether the appeal is upheld, partially upheld or not 
upheld, the reasons for the decision and any corrective action required. 

6. Where the appeal identifies significant irregularity, malpractice or maladministration, the Assistant 
Principal Quality/ Nominee will consider whether the awarding organisation or university must be notified. 

14.3 External appeal or escalation 

• Following completion of the College’s internal appeals process, learners may appeal directly to the relevant 
awarding organisation or validating university using its published procedures. 

• Where a learner requests College support, they must submit a copy of the appeal and supporting 
information to the Exams Manager within two weeks of the assessment outcome.  

• The Exams Manager will determine whether there are valid grounds for college support. If approved, the 
College will write to the awarding organisation within ten working days and provide the learner with a copy 
of the correspondence.  

• Where support is not approved, the learner will be informed of the reasons in writing within ten working 
days. Any appeal against this decision will be considered by the Assistant Principal Quality, whose decision 
is final. 

• The College will only support appeals that have already been submitted by the learner and will not initiate 
an appeal, act as an advocate, or act as a communication channel between the learner and the awarding 
organisation.  

• Learners must notify the College in writing within five working days if an appeal is withdrawn. 
• Where all awarding organisation or university appeal processes have been exhausted, learners may have 

access to a further external review route, such as the relevant qualifications regulator or, for eligible higher 
education programmes, the Office of the Independent Adjudicator (OIA). 

• All appeal documentation will be retained for three academic years. 

 
Equality Impact Assessment (EIA) 

Please ensure that you have read the Equality Impact Assessment guidance document before 
completing this form. 

Stage 1: Identify the Policy, Procedure or Practice 

Name of policy, procedure or practice Assessment of Learning and Competence Policy 

Owner of policy, procedure or practice Quality 

Status of policy, procedure or practice Final 

Accessibility of policy, procedure or 
practice All staff and students 

Stage 2: Description of Policy, Procedure or Practice 

What are the main aims of the policy, procedure or practice? 

This policy explains assessment expectations for staff and learners, and the process to follow in order to appeal an assessment 
decision. 
 

Who does the policy, procedure or 
practice cover? 

All learners and staff 
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G
 

How often is this policy, procedure or 
practice reviewed? 

Bi-annually, or as the business need requires 

Stage 3: Implications for a Protected Characteristic Group 
Is there a potential implication or barrier for a protected characteristic group? 

 YES/NO What is the implication / Barrier?  
 
 
 
 
 
 

Go to Stage 4 

Age No  
Disability No  
Ethnicity No  
Gender No  
Gender Re-Assignment No  
Marriage / Civil Partnership No  
Pregnancy / Maternity No  
Religion / Belief No  
Sexual Orientation No  

 Tick  
 

     GO TO Stage7 
No potential implications or barriers exist for a protected characteristic group 
associated with this policy, procedure, or practice. 

 

 

Stage 4: Protected Characteristic Group Implications Evidence Base 
What evidence do you have for the conclusion of a potential implication or barrier for a protected characteristic 
group? (none or comment) 

 
None 

What impact does this evidence show? Tick  
Positive Impact  Go to Stage 7 
Negative Impact  Go to Stage 5 
No Impact  Go to Stage 7 

Stage 5: Involve and Consult Stakeholders to Address any Negative Impacts 
Please provide brief details of involvements and consultations undertaken to 
address negative impacts (none or comment) 

 
 

Go to Stage 6 
 

Stage 6: Consultation Enforced Changes 
Outline any changes made to the policy, procedure, or practice as a result of 
consultations with stakeholders (none or comment) 

 
 

Go to Stage 7  

Stage 7: Published Results 
Once completed, this policy, procedure or practice and EIA and any relevant supporting information should be submitted 
to CMT for approval and inclusion on CollegeiP. 
Please list all supporting documents submitted with this assessment here: 

None 

Signing Off Process 

Name of Staff Completing E.I.A Lindsey Harlow 

Signature  

Date Completed 15/07/26 
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