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Manual Purpose  
 
The purpose of this manual is to explain the requirements for, and the process of, national 
external moderation to all accredited Tertiary Education Organisations (TEOs) that report 
credits against standards managed by the New Zealand Qualifications Authority (NZQA).  
 
This manual is intended for any person working in a TEO engaged in assessment and/or 
moderation activity related to NZQA-managed standards. This includes Chief Executive 
Officers (CEOs), heads of departments (HODs), academic managers, internal moderators, 
moderation liaisons and assessors. 
 
This manual is a reference guide to assist TEOs through each step of the national external 
moderation process, including: 
·  submitting an assessment plan to NZQA 
·  meeting national external moderation requirements 
·  receiving moderation reports 
·  how to interpret the moderation results 
·  the outcomes of poor moderation results 
·  what to do if asked to resubmit assessment material and assessed learner work 
·  how to clarify or appeal moderation reports where the TEO disagrees with the 

moderation results. 
 
 
Feedback on the TEO Manual  
 
We appreciate feedback from TEOs on the relevance, layout and information supplied in 
this manual. Please return feedback to TAM by 1 November 2009 using the form on p 54. 
 
 
Online version 
 
An online version of this manual is available at:  
http://www.nzqa.govt.nz/for-providers/moderation/tertiary.htm 
 
 
Frequently Asked Questions  
 
Frequently Asked Questions (FAQs) are listed at the end of each section.  
 
Glossary 
 
All abbreviations are listed in alphabetical order in the Glossary section on page 52 of this 
manual. Website links for related topics are also provided on page 53. 

 
Changes to this year’s manual 
 
This year’s manual includes new information about: 
·   assessment using commercial materials on page 15 
·   integrated assessment on page 14 
·  general information about a variety of assessment resources available online 

(including weblinks) page 34. 



 5 

National Qualification Framework Updates 

Framework updates, produced monthly on the NZQA website, provide information on 
changes to National Qualifications Framework unit standards and qualifications and list 
the new and reviewed unit standards and qualifications registered on the National 
Qualifications Framework (NQF).  

Detailed reports of reviews of unit standards and qualifications are available at: 
·  http://www.nzqa.govt.nz/framework/updates/index.html 
·   http://www.nzqa.govt.nz/framework/updates/developments/index.html 

Other sources of Framework information for TEOs such as QA Operations Circulars can 
also be found at the following link: 
http://www.nzqa.govt.nz/publications/circulars/tertiary.do 

NZQA web update alert 
 
NZQA offers website users two update services, described below.  To receive one or more 
of these alerts, go to: http://www.nzqa.govt.nz/news/website-updates/subscribe.html 
 
What's New  
·  provides an alert service to NZQA general updates for general website users  
·  includes media releases, newsletters, consultations and other developments published 

on our website.  
·  sends an email each month with links to NZQA's What's New page. 

 
Review Summaries  
·  provides a monthly summary of changes to achievement and unit standards, and 

qualifications. 
·  includes media releases, newsletters, consultations and other developments published 

on our website.  
·  sends an email each month with links to NZQA's Review Summaries page. 

 



 6 

Tertiary Assessment and Moderation (TAM) 
 
Tertiary Assessment and Moderation (TAM) manages national external moderation in 
tertiary moderation systems (for example, Core Skills) for standards for which NZQA is 
the Standard Setting Body (SSB). 
 
Within TAM, Assessment and Moderation Facilitators (AMFs) monitor and support a 
group of TEOs through the national external moderation process.  
 
The AMFs also liaise with, and monitor the work of, moderators across a group of 
moderation systems (page 42).  
 
TAM’s Operation Officers provide administrative support for these activities.  
 
TAM collates and analyses individual TEO national external moderation results and 
reports its findings annually to the TEO and the relevant quality assurance body. 
 
 
Queries regarding moderation reports and unit standard interpretations 
 
Clarifications and queries regarding moderation reports should be directed to TAM, rather 
than individual moderator/s. 
 
Clarifications related to unit standard interpretations should be directed to National 
Qualifications Services (by email to nqs@nzqa.govt.nz) or Maori Qualifications Services 
(mqs@nzqa.govt.nz).  
 
If you have any questions relating to assessment and moderation or require further 
assistance in the first instance, please refer to your organisation’s Moderation Liaison 
person or ask them to contact us at: 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tertiary Assessment and Moderation 
NZQA 
PO Box 160 
WELLINGTON 6140 
 
Phone: 04 463 3000 
Email: TAM@nzqa.govt.nz 
Fax: 04 463 3114 
Web: www.nzqa.govt.nz 
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Moderation 
 
The purpose of moderation is to provide assurance that assessment is fair, valid and at 
the national standard, and that the assessors are making consistent judgements about 
learner performance. 
 
Internal Moderation  is the responsibility of each accredited organisation.  Internal 
moderation may occur among assessors at a single site, at a provider’s multiple sites or 
between an Industry Training Organisation’s registered workplace assessors.  
 
Internal moderation helps to ensure consistency of assessment within an accredited 
organisation, over time and between assessors. 
 
Internal moderation processes must be embedded in the quality management systems of 
every TEO. 
 
National external moderation systems ensure that accredited organisations are 
conducting assessment that is nationally consistent and at the national standard.  
 
Every NQF- registered standard is attached to an Accreditation and Moderation Action 
Plan (AMAP). The Moderation Information section in that AMAP sets out the national 
external moderation system for the standard.  
 
It is the responsibility of the accredited organisation to ensure that they engage in the 
national external moderation system for standards for which they are assessing and 
reporting credits. 
 
Role of the TEO Moderation Liaison 
 
Each TEO is required to nominate a Moderation Liaison. 
·  The Moderation Liaison’s role is to coordinate the organisation’s moderation of 

NZQA-managed standards. 
·  All moderation enquiries should be directed through the Moderation Liaison to TAM. 
·  The Moderation Liaison ensures assessment materials and samples of assessed learner 

work are sent to the designated moderator. 
·  The moderator sends moderation reports to the Moderation Liaison. 
·  The Moderation Liaison circulates correspondence from TAM to the appropriate 

people within their organisation. 
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K� hui  
 
K� hui are moderation meetings held throughout the year to moderate assessment materials 
and learner samples for the following moderation systems: Tikanga-a-iwi,  
Te Reo M� ori and Te Reo Rangatira.  
 
Five K� hui will be held in 2009.  
 
If your organisation is being moderated in one of these systems, it is important to note that 
the submission date for these systems may be different to that of the overall submission 
date shown on your moderation plan.  
 
The K� hui submission date for your organisation can be found on your moderation 
plan.  
 
A separate letter outlining the process for submitting materials for moderation by K� hui 
will be sent to your organisation after moderation plans have been sent.  
 
Information about the formatting of learner samples for K� hui can be found via this link: 
http://www.nzqa.govt.nz/publications/circulars/sequal.do 



 9 

National external moderation process flow 

Assessment plan 
·  TAM sends a circular to TEOs in November/December asking for an Assessment Plan 

for NZQA-managed unit standards they are reporting credits for. 
·  TEOs list the NZQA-managed standards they expect to assess that year and when they 

expect to assess them. 
·  TEOs send plans to TAM in January, or complete online by February. 
 

Moderation report  
·  Moderator sends the moderation report/s to the TEO and TAM. 
·  Moderation report records outcomes of moderation – see section six, page 30 

regarding clarification/appeal. 
 

Moderation plan 
·  TAM selects the unit standards for moderation and the submission date, based on the 

TEO’s moderation history. 
·  TAM sends the moderation plan to the TEO in April/May accompanied by the TEO 

manual. 
·  The moderation plan indicates the submission date, the standards that will be 

moderated and the moderators’ addresses. 
·  TEO sends assessment materials and assessed learner work to the moderator at the 

address on the moderation plan, by the submission date. 
·  TEO contacts TAM before the submission date if the TEO requires changes to the 

moderation plan submission date, the standards being assessed, or the TEO is unable 
to supply assessment materials and assessed learner work.  

Assessment material not submitted 
·  If assessment materials and assessed learner samples are not received, the moderator 

will send an Assessment Materials Not Received (AMNR) report to the TEO three 
weeks after the submission date  

 

National External Moderation Results Report (NEMR) 
·  When all moderation is complete, TAM sends a summary of moderation results for 

the year across all moderation systems to the TEO. 
·  An accompanying letter details any further actions required by the TEO.  

Further Action 
·  TEO may contact TAM regarding concerns related to comments in a modification 

report. 
·  TEO may contact TAM to discuss appeal when there are serious concerns regarding 

comments included in a moderation report. 
·  See sections 6, 7 and 8 regarding clarifications/appeals, resubmissions and 

consequences of on-going non-compliance. 
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Section One:  Assessment Plan 
 
Assessment plan for NZQA-managed standards 
 
The assessment plan is a list of all NZQA-managed standards the TEO plans to assess in 
the coming year.  TEOs must complete an assessment plan annually.  If a TEO is 
reporting credits for a standard, that standard must be included on the assessment plan. 
 
Industry Training Organisation (ITO)-managed standards 
 
TEOs should not record standards that are managed by ITOs or other SSBs on the NZQA 
assessment plan.  ITOs and SSBs are responsible for their own national external 
moderation for standards they manage.  Further information regarding this is available in 
the Industry Training Federation (ITF) website at: http://www.itf.org.nz, or in the relevant 
Accreditation and Moderation Action Plan (AMAP). 
 
Outsourcing 
 
TEOs that report credits for standards that are assessed under an outsourcing arrangement 
are required to list these standards on their assessment plan. 
 
Online assessment plan  
 
TEOs are expected to use the online facility to complete their annual assessment plan. 
 
The Moderation Liaison should contact the Tertiary Helpline on 0800 422 599 or email 
Tertiary.Help@minedu.govt.nz to apply for access to the NZQA secure extranet. TEO 
logons can be obtained via: http://cms.steo.govt.nz/News+and+Info/ESAA.htm 
 
TEO representatives can log in to complete their assessment plans via: 
https://secure.nzqa.govt.nz/for-providers/tertiary/login.do  
 
Benefits of using the online system 
 
Multi-site organisations can enter one plan per site if preferred (a single moderation plan 
will be sent to the “parent” site). 
 

A TEO can: 
·  submit an online assessment plan two weeks later than a paper-based assessment plan 
·  view copies of their assessment plans from previous years 
·  use the 2009 assessment plan as a template for the 2010 assessment plan 
·  check whether their assessment plan has been received by NZQA 
·  start entering standards in their online assessment plan at any time. 
 
Changes to Assessment Plans 
  
If your organisation is no longer assessing standards selected for moderation, or learner 
samples are not available, please email tam@nzqa.govt.nz immediately. Refer to the 
contact details on page 6 of this manual. 
 
This notification must occur before the submission date. 
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Frequently Asked Questions (FAQs)  – Assessment plans 
 
Q. Why do I need to complete an assessment plan? 
A. To fulfil accreditation requirements. The assessment plan forms the basis of a TEO’s 

moderation plan for NZQA-managed standards. 
 
Q. How do I get a login so I can enter my assessment plan online? 
A. Go to: http://cms.steo.govt.nz/News+and+Info/ESAA.htm 
 
Q. Who should I contact if I need help with my assessment plan? 
A. Email: tam@nzqa.govt.nz  
 
Q. Why do I need to inform NZQA of my assessment dates? 
A.  To help TAM determine a single submission date for you to submit materials for 

moderation in all subjects. 
 
Q.  What if our TEO assesses across multiple sites? 
A. If a single head office controls the multiple sites, then you should submit one 

assessment plan incorporating standards being assessed at all the sites. 
 
Q. What if my TEO is not yet accredited to assess a particular standard? 
A. It depends on whether accreditation has been applied for or not: 

·  If your organisation has applied for accreditation, add the standards to the 
assessment plan and contact the appropriate Quality Assurance Body (QAB) to 
discuss progress with your application.  Email:  QAD-PRA@nzqa.govt.nz 

·  If your organisation has not applied for accreditation, do not add standards to the 
assessment plan.  Contact your QAB to discuss applying for accreditation.  

 
Q.  If I have questions about outsourcing what do I do? 
A.  Email: tam@nzqa.govt.nz 
 
Q. What should I do if I need to change my assessment plan later in the year? 
A. Email: tam@nzqa.govt.nz 
 
Q. What happens if I do not send in an assessment plan? 
A.  TEOs who do not complete an assessment plan may be referred to the appropriate 

QAB as non-compliant with national external moderation requirements. 
 
Q. I work for a TEO but I am not the Moderation Lia ison. Can I contact TAM? 
A. No. All queries related to national external moderation should be made through the 

Moderation Liaison for your TEO.  (Queries about interpretations of unit standards can 
be made by anyone.) 
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Section Two:  Moderation Plan 
 
TAM issues a moderation plan which lists the standards selected for national external 
moderation for the year, based on the information in a TEO’s assessment plan. Selection 
of these standards is based on NZQA-determined criteria.  
 
TEOs will receive a revised moderation plan if a change is made to the submission date, 
systems selected, standards selected, or moderator details. 
 
Send assessment materials and three samples of assessed learner work to the moderator 
stated on the moderation plan.  

 

 
 Figure 1: Moderation Plan 
 
A moderation plan will be sent to the Moderation Liaison during April/May. If a 
moderation plan is not received by your organisation, contact tam@nzqa.govt.nz  
 
Conflicts Of Interest 
If a TEO receives the moderation plan and an allocated moderator is known personally by 
the TEO, TAM should be contacted immediately.  This prevents a conflict of interest 
arising before moderation takes place. 

NZQA moderation 
system.  

All clarifications and queries should 
be directed to TAM and not to the 
moderator/s. 

Moderator details for 
sending assessment 
materials for each 
standard. 

Single submission 
date for all standards 

Standards 
that will be 
moderated. 
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FAQs – Moderation Plan 
 
Q. What should I do when I receive a moderation plan? 
A.  Note the standards selected for national external moderation and the submission date. 

The Moderation Liaison must arrange to have the assessment materials and three 
assessed learner samples at the appropriate moderator/s by the due submission date. 

 
Q. Can I contact the moderator by telephone, email or letter? 
A. No. All concerns or queries must be directed to TAM. See page 6 for contact details. 
 
Q. What if I am not assessing a standard on my moderation plan? 
A. Email: tam@nzqa.govt.nz before the submission date so a substitute standard can be 

arranged.   
 
Q. When should I send assessment materials to the moderator? 
A.  By the submission date as listed on the moderation plan. 
 
Q. What should I do if I cannot send assessment materials to the moderator by the 

submission date? 
A. Email: tam@nzqa.govt.nz as soon as possible and a new submission date may be 

arranged. 
 
Q. What happens if I miss the submission date? 
A.  The moderator will send your organisation an Assessment Materials Not Received 

report (AMNR) approximately three weeks after the submission date. A copy of the 
AMNR is also sent to TAM. 

 
Q. What happens if I am late submitting assessment materials? 
A.  Assessment materials submitted later than the submission date are recorded as “late” 

on the National External Moderation Results report (NEMR).  You may also receive 
an AMNR if the moderator does not receive assessment materials within three weeks 
of the submission date. 

 
Q. Can I send assessment materials much earlier than the submission date? 
A.  Yes. However, the moderator will only moderate these assessment materials before the 

submission date if their workflow allows it. 
 
Q. If I receive an AMNR should I send materials for moderation? 
A. No. Wait until you receive your organisation’s National External Moderation Results 

report.  The accompanying letter will advise the next steps to be taken. 
 
Q. What if a standard is moderated by K� hui? 
A. Check the moderation plan to see whether the submission date for these standards is 

different to the submission date for other standards.  Send the assessed learner work, 
and assessment material to the NZQA address on the moderation plan.  There are five 
K� hui in 2008. 

 
Q. What should I do if there is no moderator indicated on the moderation plan? 
A. Email: tam@nzqa.govt.nz  
 
Q. I work for a TEO but I am not the Moderation Lia ison.  Can I contact TAM? 
A. No.  All queries related to moderation plans and national external moderation should 

be made by your organisation’s Moderation Liaison. 
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Section Three: Submitting assessment materials for moderation 
 
Assessment material 
 
Assessment materials sent for moderation should include: 
·  assessment activities 
·  assessment schedules including evidence and judgement statements (qualitative and 

quantitative) and model answers if applicable 
·  three assessed learner samples for each unit standard with either NC (no credit) or C 

(credit) 
·  eight assessed learner samples for each achievement standard, from across a range of 

achievement: N (Not Achieved), A (Achieved), M (Merit), E (Excellence), and 
including borderline samples 

·  three assessed learner samples for each unit standard from a secondary system. 
 
The materials can be in the form of: 
·  materials developed by or under the jurisdiction of the TEO, including evidence 

guides and workplace assessment briefs 
·  commercially produced assessment materials 
·  assessment materials published by the Ministry of Education (MoE) for achievement 

standards 
·  assessment materials published by NZQA for unit standards 
·  modified MoE materials for achievement standards 
·  modified NZQA materials for unit standards 
·  assessment evidence including attestations, witness testimonies, verified checklists 
·  video evidence if appropriate (please use VHS & DVDs only).  
 
Assessment materials sent to the moderator should:  
·  for unit standards, have learner samples verified as being assessed either at NC (no 

credit) or C (credit). 
·  for achievement standards, have learner samples verified as being assessed with N 

(Not Achieved), A (Achieved), M (Merit), E (Excellence)  
·  have the learner samples identified as A, B, C or 1, 2, 3 (i.e. no names where possible) 
·  have passed through an internal moderation process 
·  be sent by the submission date on the moderation plan 
·  include a tertiary moderation cover sheet (pages 18 and 44 for completed samples) for 

each standard being moderated. 
 
Information about available assessment resources can be found in Section Nine of this 
manual on page 34. 
 
Integrated assessment materials 
 
Best practice assessment principles for the assessment of unit standards states that 
“Assessment of related or similar learning outcomes should be integrated, where 
possible”.  Chapter 4 of the publication Learning and Assessment: A Guide To Assessment 
For the National Qualifications Framework, available on the NZQA website at: 
http://www.nzqa.govt.nz/for-providers/resources/index.html, includes an explanation of 
this type of assessment. 
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Submitting integrated assessment materials for moderation 
TEO moderation plans may include standards where assessment has been integrated with 
other standards not selected for national external moderation.  TEOs may submit the 
whole integrated assessment package to NZQA, but assessment material and learner 
samples must clearly indicate which parts of the material apply to the standard selected 
for moderation.  For example: 
·  assessment materials and learner work could be marked with Post-it notes or be 

printed on different coloured paper 
·  an assessment grid or “map” that indicates which elements/standards have been 

assessed in which assessment activities could be included with materials 
·  written information could be included that clearly explains to the moderator how (and 

in which part of the materials) the standard selected for moderation has been assessed. 
 
Contact TAM (page 6) if you would like further advice on this matter.   
 
Commercial assessment materials 
 
Please remember that your organisation is responsible for the validity of any assessment 
materials it uses leading to the reporting of credit, whether these materials are self-
designed or commercially produced.  This means that your internal moderation processes 
should also be applied to such materials. 
 
Commercial materials may include a moderation report and/or a certificate verifying that 
the purchased materials have been internally moderated by the vendor. This does not 
mean that the materials have met the national standard or that NZQA has verified the 
materials.  Commercial materials are not exempt from national external moderation. 
 
Incomplete assessment materials 
 
Materials cannot be moderated if assessor judgements are not identified on either the 
learner samples or on the tertiary moderation cover sheet. In such cases, the moderator 
will notify TAM. TAM will contact the TEO for further clarification. 
 

If assessment materials are sent without assessed learner samples, the moderator will 
contact TAM. TAM will contact the TEO for an explanation. This may result in TAM 
asking the moderator to return the assessment materials without moderation. The TEO 
may be requested by TAM to submit assessment materials for an alternative standard for 
which they have assessed learner work. 
 

Please Note: NZQA does not undertake any pre-assessment moderation of assessment 
materials. This is part of the internal moderation process of the TEO. 
 
Late submission of assessment materials 
 

TEOs are expected to submit assessment material by the submission date as stated on the 
moderation plan. If this date is unable to be met, email: tam@nzqa.govt.nz. Assessment 
materials not submitted on time will be recorded as late on the National External 
Moderation Results report (see section five, pages 28 and 29). 
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Preparing visual submissions for moderation for NQF standards 
 
Assessors involved in assessment of performance in M� ori Performing Arts, Operational 
Languages (ESOL), Business and Management, Dance, Drama, English, Languages, 
Media Studies, Music, Te Reo M� ori, Te Reo Rangatira and Physical Education may need 
to submit audio-visual copies of assessed work of selected students for moderation.  
 
Assessors and Moderation Liaison are asked to bear the following considerations in mind 
when preparing visual submissions for moderation: 
 
Performance identification 
Please present visual copies of only the performances to be moderated. 
 
Format  
CD-R or DVD-R format or standard VHS videotape (standard play, not long play) should 
be used.  
 
Do not send Blueray discs, Hi8, DV or MiniDV tapes, or HD files. 
 
Other technology such as USB flash drives, YouTube, are not suitable due to high security 
and virus transmission risks. 
 
CD/DVD File Format Type  
The following file format types are acceptable:  

·  Portable Document Format (.pdf)  
·  JPEG Image Format (.jpg, .jpeg, .jpe …)  
·  Graphics Interchange Format (.gif)  
·  Standard formats as used in Windows Media Player  
·  PowerPoint  
·  QuickTime  

Other graphics formats may not be able to be read. 
 
Apple Macintosh users must ensure submitted files can be read easily on a PC, except in 
the case of Media Studies.  For Media Studies, PC users must ensure submitted files can 
also be read easily on an Apple Macintosh. 
 
Quality  
Use new, previously unrecorded tapes, DVDs or CDs. To ensure the material is readable, 
it should be tested on a machine other than the one used for recording before being sent 
for moderation.  
 
Damage 
To avoid damage to tapes, DVDs or CDs, TEOs are asked to package materials carefully 
in bubble-wrap or similar packaging for transport to the moderator.  
 
Learner identification  
It will assist moderators if the Student Identification for Visual Submissions for NQF 
Standards form is used to identify the student whose work is to be moderated. A copy of 
this form can be downloaded from the NZQA website at:  
http://www.nzqa.govt.nz/ncea/acrp/secondary/forms.html 
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Strategies for successful identification on the videotape, CD or DVD itself include: 

·  a personal introduction  
·  the student’s name written on the board behind the performer  
·  a voice-over introduction of the student 
·  placing all of each student’s work in a folder named after the student, e.g. ”Sarah”. 

Each file within the folder can then be named and numbered to indicate the 
sequencing of the work,  e.g. “Sarah1.jpg”, “Sarah2.jpg”. etc.  

·  submitting a student’s work in the form of a PowerPoint presentation which 
clearly sequences images as separate slides in the form of a slideshow.  Written 
student evidence may be added as notes if PowerPoint is used.  
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Tertiary moderation cover sheet  
 
A completed Tertiary Moderation Cover Sheet should be attached to assessment materials 
for each standard submitted to the moderator. Clearly indicate the full TEO name and 
code. 
 
�
 

�
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 2: Tertiary moderation cover sheet 
Figure 3: Page one of the moderation report 

�
�
 
Figure 2: Tertiary Moderation coversheet 

�

Tick relevant boxes. 

For privacy 
reasons 
learner names 
should not be 
indicated. 

Both the Learner and 
Assessor Judgement 
columns must be filled in. 
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 FAQs - Submitting assessment materials for moderation 
 
Q.  Do I have to use the latest version of the standard? 
A. Where possible, yes. The moderator may bring to the TEO’s attention that there is a 

new version. Version changes, which include safety issues or legislation, are effective 
immediately. Further information is available on Framework Updates at: 
http://www.nzqa.govt.nz/framework/updates/index.html  

 
Q.  Does every range statement in a unit standard need to be assessed? 
A.  When a range statement: 

·  is stated in the special notes, the range items must be evidenced against all 
elements of the unit standard 

·  appears immediately below the element, then the range items must be evidenced 
against all performance criteria (PC) in that element 

·  appears immediately below the PC, then the range items must be evidenced 
against that PC. 

 
Q.  Is it important to send the assessment schedule? 
A.  Yes, because without an assessment schedule, a moderator may not be able to 

determine how assessment decisions have been made. 
 

Q.  What will happen if I do not send assessment materials? 
A.  Your organisation will receive an AMNR report which will be considered as non-

compliance with national external moderation requirements on your organisation’s 
part. 

 
Q. What will happen if I cannot send learner samples? 
A.  Contact TAM. We will work with you to either change your organisation’s submission 

date to when three assessed learner samples will be assessed and ready for national 
external moderation, or select an alternative standard. �

 

Q. Do I need to send teaching materials or workbooks? 
A. Only if they contain the actual assessment activities. 
 

Q. Can I send photocopies of assessment materials to the moderator? 
A. Yes, as long as the copies are legible. 
 

Q.  Who is responsible for pre-assessment moderation of assessment materials? 
A.  All TEOs are responsible for ensuring that assessment materials are fit for purpose. 

The TEO’s internal moderation process should cover pre-assessment moderation of 
assessment materials. 

 

Q.  Can commercial assessment materials be used without internal pre-assessment 
moderation? 

A. This is not good practice. All assessment material, irrespective of its source, should go 
through an internal moderation process to determine whether the assessment materials 
are fit for purpose, ie allow learners the opportunity to meet the national standard. 
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Section Four: Moderation Report 
 
Note: The moderation report was changed in 2006.  It now consists of four or five 
pages. Moderation results are now on the second page of the report.  
 
The moderation report describes the outcomes of the moderation.  The moderator 
completes the moderation report and sends a copy to the TEO and TAM within three 
weeks of the submission date. 
 
The focus of the front cover is an overall summary of findings, rather than moderation 
results. 
 

 
Figure 3: Page one of the moderation report 

Overview: This gives a clear 
summary of moderation findings 
in relation to the standard where 
there are issues of concern.  It will 
refer to the assessment materials 
and assessor judgements. 

Commentary (optional): This 
section is completed when the 
moderator can give some specific 
feedback to assist the assessor that 
is not directly related to the 
standard. 

Next Steps: This section will be 
included in all reports for schools 
and TEOs. 
There is a separate and different 
statement for schools and TEOs. 
The moderator does not alter this 
section. 

TEOs Only 
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Explanation of results 
 
The focus of page two is the moderation results, and records if the assessment materials 
and learner samples are at the national standard. 
 
The number in the first box indicates the number of learner samples with which the 
moderator has agreed with the assessor’s decision.  
 
The number in the second box indicates the learner samples sent for national external 
moderation. 
 

 
Figure 4: Page two of the moderation report 
 

If the moderator has ticked “The assessment materials meet the national standard”: 

·  the assessment materials have met the national standard 
·  the TEO could consider areas for improvement that the moderator may have provided 

comments on. 
 
If the moderator has ticked “The assessment materials require modification”: 

·  the assessment materials must be modified before they are used again 
·  the moderation report will indicate changes required for the assessment materials to 

meet the national standard, or specify where the materials do not meet the standard 
·  the standard may be chosen again for moderation as a resubmission in the same year, 

or in the following year. 
 
If the moderator has ticked “The assessment materials do not meet the national standard”: 

·  the assessment materials must be significantly altered before they can be used again 
·  the moderation report will indicate changes required for the assessment material to 

meet the national standard 
·  NZQA will notify the TEO of what further action will be required for this assessment 

in a letter that will be sent with the National External Moderation Results report (see 
section five, pages 28 and 29). 
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Overall decisions about assessment materials 
 
Assessment materials meet the national standard when: 
·  Special Notes have been considered and all elements have been assessed. 
·  Range statements have been appropriately covered and the performance criteria have 

been fully considered. 
·  There are sufficient “Yes’s” in the assessment materials and schedule sections of the 

moderation report to validate the assessment materials. 
 
Common reasons for assessment materials requiring modification include: 
·  Omissions in the assessment materials are minor. 
·  Omissions in the assessment schedules are minor. For example, evidence statements 

need more specific information to ensure consistency of assessor judgements. 
·  Learner responses/evidence statements/model answers are referred to in the 

assessment schedule but are not provided for moderation. 
·  Required changes to the assessment materials and/or assessment schedule are minor. 
 
Common reasons for assessment materials not meeting the national standard include: 
·  Special notes and/or all elements of the standard are not covered. 
·  Several range statements and/or performance criteria are not fully considered. 
·  Assessment schedule is not submitted. 
·  Evidence and/or judgement statements are not sufficiently detailed to assure 

consistent assessor decisions will be made. 
·  Practical/performance work is not verified (e.g. supervisor/manager signed 

checklists). 
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The focus of pages 3 and 4 of the moderation report is detail of moderation of assessment 
activities and the assessment schedule. 
 

 
Figure 5: Page three/four of the moderation report. 
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The focus of pages four/five is the details of moderation of assessed learner work. 
 
The moderator records their judgement of the learner work provided on the assessed work 
page and the Tertiary Moderation Cover Sheet. 
  
This information is transferred to page two of the moderation report against The assessor 
judgements about learner performance are at the national standard for   
           out of              samples in the sample given below. 
 
The moderator agreed with the assessor decisions for one out of three samples and has 
disagreed with the decision for learner A and learner C. 
 
These results appear on the National External Moderation Report sent to the TEO 
accompanied with a letter notifying the TEO if any further action is required. 
 
 

 
Figure 6: Page four/five of the moderation report 

3 1 

The moderator agrees 
with 1 out of 3 assessor 
decisions. 

NC 

NC C 

C C 

C 

A 

B 

C 
Learner C has not provided 
sufficient evidence for task 4 

Learner A has provided 
sufficient evidence for task 4 

The moderator indicates the 
reason for not agreeing with 
the assessor’s decisions. 
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FAQs – Moderation Report 
 
Q.  Who do I contact if I do not receive a moderation report three weeks after the 

submission date? 
A.  Email: tam@nzqa.govt.nz 
 
Q.  What should I do when I receive the moderation report? 
A.  · �� If the moderation report indicates that the assessment materials require 

modification or do not meet the national standard, modify the assessment material, 
as instructed in the moderation report, before the assessment materials are used 
again. 

·  Wait for the NEMR from TAM.  This will indicate any further action required, 
e.g. a resubmission and/or an action plan 

·  Keep the moderation report to assist with internal reviews described in your 
organisation’s quality management system (QMS). 

 
Q.  If the moderation report indicates that modifications to the assessment material 

are required and I make the changes, should I send revised assessment materials 
to the moderator? 

A.  Not straight away. If the letter accompanying the NEMR report states that a 
resubmission is required, a form will be included asking your organisation to provide a 
date when revised assessment materials and learner samples will be available for 
moderation. 

 
Q.  Who can I contact if I require clarification or have concerns regarding the results 

and/or comments on the moderation report? 
A.  Contact TAM.  Refer to the contact details on page 6 of this manual. Do not contact 

the moderator. 
 
Q.  Do I have to change learner results if the moderator does not agree with the 

assessor decision? 
A.  No. Learners should not be penalised by issues arising out of quality assurance. Your 

organisation’s quality management systems should have policies governing this issue. 
 
Q.  When does an assessment meet the national standard? 
A.  When a moderator confirms: 

·  the assessment materials provide the learner an opportunity to meet the 
requirements of the standard 

·  the assessment schedule allows the assessor to make fair, valid and consistent 
decisions about the learner performance 

·  the assessor decisions about learners are consistent with the national standard. 
 
Q. Are moderators check-moderated as part of the quality assurance process? 
A. Yes. All moderators have a percentage of their moderation decisions check moderated 

by the National Moderator and/or by TAM. 
 
Q. I work for a TEO but I am not the Moderation Lia ison. Can I contact TAM about 

the moderation report? 
A. All queries related to national external moderation must be made through the 

Moderation Liaison for your TEO.  (Queries about interpretations can be made by 
anyone.) 
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Assessment Materials Not Received (AMNR) report 
 
TEOs are expected to submit assessment material and three assessed learner samples by 
the submission date stated on the moderation plan.   
 
Not sending these materials will result in an Assessment Materials Not Received report 
being issued. This result is considered a non-compliance with national external 
moderation requirements. The AMNR is not a reminder to send materials for moderation. 
 
If your organisation is unable to submit assessment materials and/or learner samples,   
contact TAM prior to your organisation’s submission date to discuss revising your 
organisation’s moderation plan. 
 
 
FAQs – Assessment Materials Not Received 
 
Q. What do I do if I receive an AMNR report? 
A.  Do not send assessment materials to the moderator. The letter accompanying the 

National External Moderation Results report (see pages 28 and 29) will advise you 
whether further actions are required. 

 
Q. What if I did send the assessment materials to the moderator and still received 

an AMNR report? 
A. Contact TAM (page 6). 
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Assessment Materials Not Received (AMNR) Report 
 
If the moderator does not receive the moderation materials within three weeks of the 
submission date, an AMNR report will be sent to the TEO and to TAM. 

 
Figure 7: Assessment Material Not Received Report

Moderator adds date. 
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Section Five: National External Moderation Results 
 
The National External Moderation Results report (NEMR) summarises the National 
External Moderation Results for that particular submission date across all systems that 
were moderated for the TEO. 
 
The NEMR report is sent within two months of the submission date to the TEO after the 
last moderation report for that moderation round has been received by NZQA. 
 
A letter attached to the NEMR report summarises the moderation results. Where some or 
all moderation results do not meet the national standard the letter will also details any 
actions required to address issues identified by moderation. Actions taken following non-
compliance might include:  
·  request for revised assessment materials and learner samples to be submitted for 

moderation 
·  request for an action plan (or revised action plan) to address issues identified 
·  referral to the relevant Quality Assurance Body to take further legislative action. 
 
For more information about non-compliance with national external moderation 
requirements refer to Section 8, on page 33. 
 
TEOs are encouraged to contact TAM and seek clarification on the NEMR report and/or 
the contents of the accompanying letter when further information is required. 
 
An example of an NEMR report is shown on page 29. 
 
FAQs - National External Moderation Results 
 
Q. What is an NEMR? 
A: The National External Moderation Results report summarises all national external 
moderation results for your organisation for that submission date. 
 
Q: How many NEMR reports will our organisation get in a year? 
A.  Normally, your organisation will receive only one NEMR a year. However, a further 

NEMR is sent following a resubmission round.  A revised NEMR is sent following a 
successful appeal. 

 
Resubmissions 
Q.  If a moderation report indicates that modifications to the assessment material are 

required, should I send the revised materials to the moderator once the changes 
are made? 

A.  No.   Do this only if the letter accompanying the NEMR report states that a 
resubmission is required. 

 
Action plans 
Q. What should I include in an action plan for addressing non-compliance with 

national external moderation requirements, if I am asked for one? 
A. The letter will include an appendix providing guidance in this respect. 
 
Q. Can I contact TAM for help with our action plan? 
A. Yes. Contact the person indicated in the letter accompanying the NEMR report. 
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Figure 8: National External Moderation Results report  

 
 

Standards 
moderated by 
NZQA. 

This information is 
taken from page 2 of 
the moderation 
report. 

Assessment materials 
not submitted. 

The assessor 
judgements about 
learner performance 
are at the national 
standard for 2, 3 and 0 
out of 3 samples. 

A – meets the national 
standard 
M – to be modified before 
use 
X – does not meet the 
national standard�

Provides 
summary of 
verification 
decisions. 
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Section Six: Clarification of moderators comments 
and/decisions and appeals of moderation decisions 

Clarifying moderation reports 

Where a TEO is unclear about the meaning of comments in a moderation report or the 
basis on which the overall moderation decision has been made, TEOs are encouraged to 
contact TAM to seek clarification. 

Appeals 

Where a TEO has serious concerns about a moderation report there is an appeal process. 
However, it is recommended that TEOs contact TAM to seek clarification about 
moderator comments or moderator decisions before formally appealing. 

TEOs that appeal moderation decisions must detail their specific concerns in a letter and 
send this together with a completed Tertiary Appeal Moderation Cover Sheet, the original 
assessment materials, assessed learner work, and a copy of the moderation report to TAM.  

TEOs may appeal moderation decisions any time after the moderation report has been 
received and up to three weeks after the date of the NEMR letter.   

TAM will acknowledge receipt of each appeal and request additional information if it is 
required.  

NZQA will process the appeal, which will take up to six weeks. NZQA will send a 
moderation appeal results letter with the materials to the TEO. A new moderation report 
may be included. The outcome of this appeal is final. 

FAQs – Clarification/Appeals 
 
Q.  Who should be contacted if I require clarification, or where there are concerns  

regarding the results and/or comments on the moderation report? 
A.  Contact TAM (not the moderator).   Contact details are on page 6 of this manual.  
 
Q. What should I do if some of the moderator’s comments are unclear or I disagree 
with  the comments? 
A. Contact TAM (page 6) 
 
Q.  How do I appeal the moderation results? 
A.  Contact TAM in the first instance to discuss or seek clarification about your 
 moderation report. To proceed with an appeal, complete Tertiary Appeal Moderation 
 Cover Sheet on page 49 of this TEO manual. The appeal material should be sent to 
 TAM. 
 
Q.  When can I appeal? 
A.  You may appeal as soon as you receive your moderation report, but no later than three 
 weeks from the date of the letter accompanying the NEMR. 
 
Q. Is the outcome of an appeal final? 
A. Yes.  
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Q. What should the appeal material include? 
A. The appeal material should include:  

·  Tertiary Moderation Appeal Cover Sheet 
·  assessment materials and assessment schedules originally sent for moderation 
·  assessed learner samples originally sent for moderation  
·  moderation report  
·  letter outlining what is being appealed and why. 

 
Q.  How do I know that TAM has received the appeal? 
A.  TAM will send a letter acknowledging the receipt of the appeal letter and materials.  
 
Q. Will I receive a new or revised moderation report? 
A. Yes, if the appeal is successful or the original moderator’s comments can be clarified. 
 Otherwise, the original report stands. 
 

 
Figure 9: Tertiary Moderation Appeal Cover Sheet

Tick the relevant 
boxes to indicate the 
enclosed supporting 
evidence for your 
appeal. 

Complete details such as 
provider name and 
standard being appealed. 

Name and signature 
of the Moderation 
Liaison and the 
CEO. 
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Section Seven: Resubmissions 
 
Materials required for resubmission will be indicated in a letter accompanying the 
National External Moderation Results report (pages 28 and 29). The letter will also 
include a Resubmission of Assessments for Moderation form for the TEO to complete and 
return to TAM.  
 
TAM will negotiate a resubmission date with the TEO and then send your organisation a 
resubmission plan. 
 

 
Figure 10: Resubmission of Assessments for Moderation form 
 
Where NZQA requires resubmission: 
·  TAM will arrange this with the TEO 
·  the resubmission requirements will be confirmed with a resubmission plan being sent 

to the TEO. 
 
When resubmitting, TEOs must send the following to the moderator: 
·  Tertiary Moderation Cover Sheet  
·  modified assessment materials 
·  assessment schedules including evidence and judgement statements 
·  assessed learner work 
·  version of the standard assessed. 
 
If the assessment materials do not meet the national standard, or require further 
modification after resubmission, TAM may recommend to the appropriate QAB that 
further action is appropriate. TAM will notify the TEO of this decision by letter. 
 
FAQs - Resubmission 
 
Q. When should I resubmit assessment materials? 
A. Only when your organisation receives a resubmission plan from TAM. 
 
Q. Can I ask for materials to be moderated before they are used again? 
A. No. NZQA does not usually conduct pre-assessment moderation of assessment 
materials. 
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Section Eight: National External Moderation Requirements 
 
To maintain accreditation, TEOs are required to meet the national external moderation 
requirements as set out in the Accreditation and Moderation Action Plan (AMAP) for unit 
standards for which accreditation has been granted. 
 
To meet NZQA national external moderation requirements, TEOs are required to: 
·  provide an assessment plan for the year 
·  meet moderation deadlines 
·  provide assessment materials and make assessor judgements that are at the national 

standard. 
 

TAM will report on-going non-compliance to the appropriate QAB and the CEO or 
equivalent authority of the TEO. 
 
Non-Compliance 
 
Non-compliance means not meeting national external moderation requirements. TAM will 
contact non-compliant TEOs by letter, outlining concerns relating to the results of 
moderation. TEOs are expected to respond to these concerns with a written action plan 
within the time specified. 
 
If the response or further moderation fails to address the identified issues, we will send a 
letter to the TEO advising the non-compliance in relation to accreditation requirements.  
 
Ongoing unresolved non-compliance is referred to the relevant QAB and may ultimately 
result in the withdrawal of accreditation of a system and/or standards. 
 
Information regarding Applying for NQF accreditation is available at:  
http://www.nzqa.govt.nz/for-providers/aaa/applications/nqf/apply.html 
 
Information regarding Maintaining Registration and Accreditation is available at: 
http://www.nzqa.govt.nz/for-providers/aaa/glance/index.html 
 
FAQs - National External Moderation Requirements 
 
Q. What is non-compliance, and is it a serious issue? 
A.  Non-compliance is not meeting all the requirements of national external moderation. 

On-going non-compliance may lead to referral to the relevant Quality Assurance Body 
(QAB). 

 
Q.  Who are the relevant Quality Assurance Bodies? 
A.  In most cases, for: 

·  Institutes of Technology and Polytechnics – the QAB is the Institute of 
Technology and Polytechnics Quality (ITPQ) 

·  Private Training Establishments, W� nanga, Government Training Establishments 
– the QAB is External Evaluation and Review, NZQA 

·  Universities – the QAB is the Committee for University Approvals and 
Programmes (CUAP). 

 
Q.  Within the TEO, who should be liaising with TAM over non-compliance 

regarding moderation? 
A.  Ordinarily the CEO, or an equivalent authority within the TEO, should liaise with 

TAM. The Moderation Liaison person should also be involved. 
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Section Nine: Assessment Resources 

 
This section provides examples of resources available online relating to assessment and 
moderation of unit standards. 
Generic resources 
 
Resources in this section can be accessed from the following link: 
http://www.nzqa.govt.nz/for-providers/resources/index.html 
 

 
 
 
1 Best practice principles for the assessment of unit standards can be located at the 
following link: 
http://www.nzqa.govt.nz/for-providers/resources/bestpract-us.html 
 
2 Learning and Assessment: A Guide to Assessment for the National Qualifications 
Framework:  Published in 2001, this provides comprehensive guidance for assessors of 
unit standards.  This is available at: http://www.nzqa.govt.nz/for-
providers/resources/index.html

Access NQF guide to 
learning and assessment here. 

Link to information in specific 
subjects here.  

Access Case 
Studies  

Access Best Practice 
guidelines here. 
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3 Generic Computing – levels 1 to 4 assessment resource may be useful for all unit 
standard assessors.  It includes an explanation of what assessment involves, provides 
examples of possible assessment tools and guidance about portfolio and integrated 
assessment. 
 
This is available at:  
http://www.nzqa.govt.nz/for-providers/resources/computing/us-assessment.html 

 
 

 
 

Links to definitions and 
explanations of characteristics 
of unit standards. 

Possible assessment tools can 
be accessed here. 
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4 Case studies of assessment and moderation are intended for use as examples of 
assessment and moderation in practice – they are not definitive guides. The case study 
document can be found at the following link: 
http://www.nzqa.govt.nz/for-providers/resources/casestudy/index.html 
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Subject Specific Resources 
Information by subject on assessment development plans for unit standards, assessment 
activity design, exemplars, and other general information for systems listed below can be 
found at:  
http://www.nzqa.govt.nz/for-providers/resources/index.html 

·  Core Skills 
·  Dance 
·  Early Childhood Education 
·  Generic Computing, levels 1 to 4 
·  Pacific Early Childhood Education 
·  Supported Learning 
·  Generic Computing Levels 1-4 

 

 
  
 

Link to Core 
Skills 
resources. 

Description of 
resource. 
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Field M� ori  
A range of assessment resources are available for unit standards registered on the Field 
M� ori section of the National Qualifications Framework.   These resources can be 
located at the following link: 
http://www.nzqa.govt.nz/for-maori/resources/index.html 
 

Links to specific assessment 
resources for each of the listed 
systems. 
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NCEA Resources 
Exemplars, assessment specifications, assessment schedules, clarification of standards, 
and national moderator reports are located online for a range of NCEA subjects at the 
following link. These resources are aimed at assisting organisations to develop their own 
assessments and relate mainly to school curriculum-based standards, such as English, 
Mathematics, Science etc 
 
These resources also provide a range of assessment ideas that may be of general use for 
TEOs. 
http://www.nzqa.govt.nz/ncea/resources/index.html 
 

 
 
Pages for individual NCEA subjects contain a number of assessment resources specific 
to the unit standards in that subject.  

 
For example:  http://www.nzqa.govt.nz/ncea/resources/maths/index.html 
 

 

List of NCEA subjects for which 
content is available. 

Examples of assessments 
for learners at various 
levels of achievement 
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Section Ten: Overview of reports and forms 
 
Assessment plan 2009 (page 41-43) 
The TEO submits their completed Assessment Plan when requested by TAM. 
 
Tertiary moderation cover sheet (page 44) 
The TEO completes the Tertiary Moderation Cover Sheet and attaches it to the assessment 
materials for each standard selected for moderation. 
 
Moderation Report (pages 45-48) 
The TEO is sent a completed moderation report, by the moderator, three weeks after the 
TEO’s submission date. 
 
Tertiary Moderation appeal cover sheet (page 49) 
The TEO completes the Moderation Appeal Cover Sheet when they appeal moderation 
decisions. 
 
Achievement/Unit standard review report (page 50) 
The TEO completes the Achievement/Unit Standard Review report to record issues with 
unit and achievement standards. 
 
Contact details form (page 51) 
TEOs should use this to inform TAM if there are changes in the Moderation Liaison 
contact details. 
 
Glossary (page 52) 
The glossary details the acronyms used in this manual. 
 
Links (page 53) 
This page lists the web links for further information that may be required by a TEO. 
 
Feedback form (page 54) 
TEOs are invited to use the feedback form to suggest improvements or report any issues 
with the National External Moderation Manual for Tertiary Education Organisations 
2006. 
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Assessment Plan for 2010 
 
Section A: Contact Details  
 
Moderation Liaison Details 
Contact person:  
 
 
 
TEO Name: 
 
 
 
Address: 
 
 
 
 
 
 
 
 
 
Phone: 
 
 
 
 
Mobile: 
 
 
Fax: 
 
 
Email: 
 
 
 
       Details remain unchanged for 2010 
 

 This organisation is assessing NZQA managed standards in 2010 (please complete Sections A, B and C) 
 
       This organisation is not assessing NZQA managed standards in 2010 (please complete Section A only). 
 
 
Signature: Date: 
 

Please return to: Operations Officer 
Tertiary Assessment and Moderation (TAM) 
NZQA 
PO Box 160  
Wellington 
tam@nzqa.govt.nz 
Fax: 04 463 3114 

 

 

 

 

 

 

 

 

 

 



 42 

Section B: NZQA-managed systems assessed in 2010 
 
Provider:  MoE/Provider Code:  

Moderation System Moderation System 2008 
Accounting 
Accounting Middle Level 
Adult Education and Training 
Adult Literacy Education 
Agricultural and Horticultural Science 
Art History 
Astronomy 
Beauty Therapy and Cosmetology 
Biology system includes:  

Human Biology 
Business and Management system includes: 

Accounting – Middle Level 
Business Administration 
Business Environment 
Business Operations and Development 
Financial Skills 
Management 
Marketing 
M� ori Business and Management 

Careers 
Cervical Screening 
Chemistry 
Chinese 
Christian Theological and Ministries Education Sector 
(CTMES) 
Classical Studies 
Communication Skills 4-8 
Computing 1-4 
Computing 5-8 
Cook Islands M� ori 
Core Health (First Aid) 1-3 
Core Health 3-6 
Core Skills system includes: 

Communication Skills 1-3 
Core Generics 
Service Sector 

Dance 1-4 
Dance 5-8 
Drama 1-4 
Drama 5-8 
Early Childhood Education and Care system includes:  

Pacific Islands Early Childhood Education  
Economics 1-3 
Economics 4-8 
Education Administration 
English 
FaEM 
French 
Field M� ori Systems 

Environment M� ori 
Funeral Services M� ori 
Hauora   
K� rero me ng�  Reo  
Mana W� hine 
M� ori Geography 
M� ori Performing Arts  

2009 
Field M� ori Systems (cont): 

Marae Catering 
Ng�  Mahi a te Whare Pora 
Oranga 
P� ngarau 
P� taiao 
Te M� tauranga M� ori me te Whakangungu 
Tikanga-a-Iwi 
Tikanga 
Tourism M� ori 
Whakairo 
Whenua 

Geography 
German 
Graphics and Design Technology 
Health Education 
History 
Home and Life Sciences 
Indonesian 
Information Management 
Japanese 
Korean 
Latin 
Lea Faka-Tonga 
Legal Studies 
Mathematics 1-4 
Mathematics 5-8 
Media Studies / Journalism 
Music 1-4 
Music 4-8 
Natural Health 
Operational Languages (ESOL) 
Pacific Studies 
Photographic Imaging 
Physical Education 
Physics 
Psychology 
Religious Studies 
Samoan 
Science 1-3 
Science 4-8 
Sexual and Reproductive Health 
Social Studies 
Sociology 
Spanish 
Special Education 
Supported Learning 
Te Reo M� ori 
Te Reo Rangatira 
Teacher Education 
Technology 
Visual Arts 1-4 
Vagahau Niue 
Visual Arts 5-8  
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Section C: Standards assessed (by system) in 2010 
 
Provider:  
Please complete a separate page for each of the systems indicated in Section B.  
 

 
System 

 
Standard 
number 

 

 
Version 
number 

 

 
Expected 

latest 
assessment 

date 
(dd/mm/yyyy) 

 

 
Assessed by another 

organisation 
(complete only if the 

results are reported by 
your organisation) 

�
M� ori �
(tick if 

applicable) 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      

��������	
����
�����	
������������

Assessment plan entered by    Date  

 



National External Moderation Manual for Tertiary Education Organisations 2009 
Copyright © New Zealand Qualifications Authority 2009   44

 
� � �

NATIONAL QUALIFICATIONS FRAMEWORK 
 
TERTIARY MODERATION COVER SHEET 

 

This sheet must be completed and submitted with moderation material for each standard. 
Moderation System/Subject:    

Provider Name:  

Standard No:   Version:   Level:   

The following assessment materials should be attached or enclosed with this form: 
  (Tick the boxes to confirm): 

 assessment  activity with 
any relevant resources 

   assessment 
  schedule 

 assessed work  

 Please indicate source of assessment material by ticking the appropriate box: 

 own 
materials  

  

commercial  
materials  modified 

MOE/NZQA 
materials  

Other, e.g. unmodified  
   MOE/NZQA 
   materials 

 
LEARNER SAMPLES: 
 

·  Unit Standards: Submit three samples of assessed work from learners who are at or near the 
national standard. Identify assessor judgement by NC (no credit) or C (credit). 

·  Achievement Standards: Submit eight samples of assessed work.  Where available, samples 
should cover the range of judgements eg N (not achieved), A (achieved), M (merit) 
or E (excellence). 

 
Learner* Assessor Judgement Learner* Assessor Judgement 

    

 
 

   

 
 

   

 
 

   

 
* The intent is to distinguish between the pieces of work and not to identify learners, e.g. it is sufficient to label assessed 

work from each learner as 1, 2, … or A, B, …  



National External Moderation Manual for Tertiary Education Organisations 2009 
Copyright © New Zealand Qualifications Authority 2009   45

 
  
��	
���������
�
��	
��������������
 

Moderation Report 

 
 
Moderation System/Subject:  

Tertiary Education Organisation /School Name:  

Standard No: 

Date received:  

Version:  Level:  

 
Overview 
 
 
 
 
 
Commentary (optional) 
 
 
 
 
Next Steps (to be inserted for a school) 
 
The purpose of moderation is to provide feedback to assessors to assist in making 
judgements at the national standard. 
 
·  Refer to your Principal’s Nominee if you require further guidance in the interpretation of 

this report. 
·  Further clarification is available through the appeals process. The Rules and Procedures 

outline this process: http://www.nzqa.govt.nz/ncea/acrp/secondary/5/522.html. 
 
Next Steps  
 
·  Only to be taken if clarification for advice or an appeal is being undertaken  
·  Refer to your Moderation Liaison person 
·  Appeals Process for moderation: 

National External Moderation Manual for Tertiary Education Organisations 
 http://www.nzqa.govt.nz/for-providers/moderation/tertiary.html 
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The assessor judgements about learner performance are at the national standard for:   

  out of   samples. 
 

           Tick one box 

 

The assessment materials meet the national standard. 
 

 
The assessment materials require modification. 

 

 
The assessment materials do not meet the national standard. 

 

 
Note: NZQA will send a summary of moderation results advising of any further 
moderation requirements. 
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Assessment materials (tick relevant boxes below): 

 own materials commercial materials  modified 
MOE/NZQA 
materials  

 other eg unmodified 
MOE/NZQA materials 

 

Assessment Materials for Learners 

1 Is the standard to be assessed correctly identified (number, version, elements)? 
Comments 
 

 

2 Does the learner have the opportunity to meet the requirements of the standard (brief, event, 
activity, task etc)? 
Specify Element No. or 
A, M, E Criteria 

 

Y/N 
 

Comments 

   
   
   
   

 
 

3 Are the assessment conditions clear and appropriate?   
Comments 
 
 

 

Assessment Schedule  
 

4 Are there statements provided that give examples of learner responses which meet the   
 requirements of the standard (evidence statements)? 

Specify Element No.  
or A, M, E Criteria 

 

Y/N 
 

Comments 

   
   
   

   
 

5 Are there statements provided that clearly describe performance levels (quality and quantity) 
which meet the requirements of the standard (judgement statements)? 

Specify Element No.  
or A, M, E Criteria 

 

Y/N 
 

Comments 
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  Are assessor judgements at the national standard? 
 

Learner 
Assessor Judgement 
NC, C or N, A, M, E 

Moderator Judgement 
NC, C or N, A, M, E 

 

Comment 
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TERTIARY MODERATION APPEAL COVER SHEET 
 
Providers are advised to contact NZQA - telephone 04 463 3000, fax 04 463 3114, email 
tam@nzqa.govt.nz - before using this form when appealing moderation decisions on the 
assessments for a standard.  Please note that an appeal must be made within 3 weeks of 
the date of the National External Moderation Results letter. 

�

$��%
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The following are enclosed with this form  (tick relevant boxes): 
 
 assessment activity with 

any relevant resources 
 assessment schedule  assessed work 

 
 other  original moderation report  reasons for appeal 

 
 
Reasons for appealing the moderation decision:  
Please detail reasons on additional attached sheets.  
 
Provider contact person name: ______________________________________________ 
 
Provider contact person signature:___________________________________________ 
 
CEO name: _____________________________________ 
 
CEO signature: ___________________________________ 
 
Date of submission of appeal:________________________________ 
 

Please send the completed cover sheet and details of reasons for the appeal with the original 
assessment materials and a copy of the moderation report to Operations Officer, Tertiary 
Assessment and Moderation, NZQA, PO Box 160, WELLINGTON. 
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ACHIEVEMENT/UNIT STANDARD REVIEW REPORT 
 
Provider should use this form to record interpretation issues, if they arise, for unit or 
achievement standards managed by NZQA.  Please forward this form to Operations Officer, 
Tertiary Moderation, NZQA, PO Box 160, WELLINGTON, email tam@nzqa.govt.nz.  This 
feedback can inform interpretation guidelines and/or be used when standards are reviewed. 
 

 

Achievement/ Unit 
Standard No. 

Interpretation Issue(s)  
Please specify special note, element, 
performance criterion, credit, level etc 

and the nature of the issue(s). 

Suggested Solution(s) 
 

   

   

 
 
Provider Name:   
 
Moderation Liaison Name:                                                           Signature:    
 
Date:   
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 Contact Details Form 
 
Complete this form to inform Tertiary Assessment and Moderation of the Moderation Liaison’s 
contact details or when there is a change in these details. 
 

���������	��
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Moderation Liaison details: 
 
Name:  
 
 
TEO Name: 
 
 
Address:  
 
 
 
 
 
 
 
 
 
 
 
 
Phone: 
 
 
Mobile: 
 
 
Fax: 
 
 
Email: 
 
 
 
 
 

Please return to: Operations Officer 
Tertiary Assessment and Moderation 
NZQA 
PO Box 160  
Wellington 
tam@nzqa.govt.nz 
Fax: 04 463 3114 
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Glossary 
 
AMAP Accreditation and Moderation Action Plan 
  
AMNR Assessment Materials Not Received report 
  
GTE Government Training Establishment 
  
ITF Industry Training Federation 
  
ITO Industry Training Organisation 
  
MQS  M� ori Qualifications Services – NZQA team responsible for unit 

standards and national qualifications registered in Field M� ori. 
  
NEMR National External Moderation Results report 
  
NQS National Qualifications Services – NZQA team responsible for 

developing unit standards and national qualifications that are not the 
responsibility of an ITO or MQS. The responsibilities of NQS include 
generic unit standards and qualifications. 

  
PDS Provider Development Services - NZQA team responsible for Provider 

Development and Support for M� ori and Pasifika providers. 
  
PRA Provider Registration and Accreditation - NZQA team responsible for 

assuring the quality of tertiary educational organisations other than 
polytechnics and universities. 

  
PTE Private Training Establishment 
  
QA Quality Assurance 
  
QAB Quality Assurance Body 
  
QMS Quality Management System 
  
SSB Standard-Setting Body 
  
TAM Tertiary Assessment and Moderation - NZQA team responsible for 

national external moderation of accredited TEOs assessing 
NZQA-managed standards. 

  
TEO Tertiary Education Organisation - includes universities, polytechnics and 

private tertiary education providers, industry training organisations, 
government training organisations, and other providers. 
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Links 
 
Best Practice Assessment Principles for the Assessment of Unit Standards 
http://www.nzqa.govt.nz/for-providers/resources/index.html 
 
Best Practice Principles of Moderation (This document is currently under review.) 
http://www.nzqa.govt.nz/for-providers/resources/index.html 
 
Framework Updates 
http://www.nzqa.govt.nz/framework/updates/index.html 
 
Industry Training Federation 
http://www.itf.org.nz 
 
List of ITOs 
http://www.tec.govt.nz/education_and_training/itos.htm 
 
Applying for NQF accreditation 
http://www.nzqa.govt.nz/for-providers/aaa/glance/index.html 
 
Maintaining Registration and Accreditation 
http://www.nzqa.govt.nz/for-providers/aaa/applications/registration/preparation.html 
 
National External Moderation Manual for Tertiary Education Organisations 2008 
http://www.nzqa.govt.nz/for-providers/moderation/tertiary.html 
 
NCEA 
http://www.nzqa.govt.nz/ncea/ 
 
NZQA  
http://www.nzqa.govt.nz 
 
Provider Login  
https://secure.nzqa.govt.nz/for-providers/tertiary/login.do 
 
QA Standard One and QA Standard for ITOs 
http://www.nzqa.govt.nz/for-providers/qastandards/ 
 
Log in guide – Tertiary Education Organisation extranet 
http://cms.steo.govt.nz/News+and+Info/ESAA.htm 
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NATIONAL EXTERNAL MODERATION MANUAL FOR TERTIARY 
EDUCATION ORGANISATIONS 2009  
 
FEEDBACK REPORT 
 
Please use this form to help us improve the National External Moderation Manual for Tertiary 
Education Organisations 2009.  This information will be used when the manual is next 
reviewed. 
�
�
�"�  name_______________________________ 

 
�  The TEO manual does not need improvement.         �
�
�  The following information requires clarification: 

�
�
�
�
�
�
�
�  The following improvements are recommended: 
�
�
�
�
�
�
�
�
�
Thank you. We welcome any suggestions for improvement. Please return this form by  
1 November 2009 to: 
�

Operations Officer 
Tertiary Assessment and Moderation 
Fax: 04 463-3114 
Email: tam@nzqa.govt.nz 
NZQA 
PO Box 160 
WELLINGTON 6140 
 

 Moderation Liaison name 

 


