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Manual Purpose

The purpose of this manual is to explain the remments for, and the process of, national
external moderation to all accredited Tertiary Edion Organisations (TEOSs) that report
credits against standards managed by the New Z&glaalifications Authority (NZQA).

This manual is intended for any person working TE® engaged in assessment and/or
moderation activity related to NZQA-managed stadsglarhis includes Chief Executive
Officers (CEQOSs), heads of departments (HODs), avadmanagers, internal moderators,
moderation liaisons and assessors.

This manual is a reference guide to assist TEQ@agir 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 matargbssessed learner work
how to clarify or appeal moderation reports whéeTEO disagrees with the
moderation results.

Feedback on the TEO Manual

We appreciate feedback from TEOs on the relevdageut and information supplied in
this manual. Please return feedback to TAM by 1é¥aver 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/moderationiftey.htm

Frequently Asked Questions

Frequently Asked Questions (FAQSs) are listed aktiek of each section.

Glossary

All abbreviations are listed in alphabetical ordethe Glossary section on page 52 of this
manual. Website links for related topics are alswigled 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 assessnmesgurces available online
(including weblinks) page 34.



National Qualification Framework Updates

Framework updates, produced monthly on the NZQAsitepprovide information on
changes to National Qualifications Framework utahdards and qualifications and list
the new and reviewed unit standards and qualiboatregistered on the National
Qualifications Framework (NQF).

Detailed reports of reviews of unit standards anali€ications are available at:
http://www.nzqga.govt.nz/framework/updates/index.htm
http://www.nzga.govt.nz/framework/updates/develepts/index.html

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

NZQA web update alert

NZQA offers website users two update services, ridest below. To receive one or more
of these alerts, go to: http://www.nzga.govt.nz/sevebsite-updates/subscribe.html

What's New
provides an alert service to NZQA general updategéneral website users
includes media releases, newsletters, consultatind®ther developments published
on our website.
sends an email each month with links to NZQA's Véhdew page.

Review Summaries
provides a monthly summary of changes to achieveaahunit standards, and
qualifications.
includes media releases, newsletters, consultatiodother developments published
on our website.
sends an email each month with links to NZQA's BevSummaries page.



Tertiary Assessment and Moderation (TAM)

Tertiary Assessment and Moderation (TAM) managéi®nal external moderation in
tertiary moderation systems (for example, Corel§Kibr standards for which NZQA is
the Standard Setting Body (SSB).

Within TAM, Assessment and Moderation FacilitatpA#1Fs) monitor and support a
group of TEOs through the national external modangbrocess.

The AMFs also liaise with, and monitor the work mipderators across a group of
moderation systems (page 42).

TAM’s Operation Officers provide administrative gapt for these activities.

TAM collates and analyses individual TEO nationdkenal moderation results and
reports its findings annually to the TEO and tHevant quality assurance body.

Queries regarding moderation reports and unit standrd interpretations

Clarifications and queries regarding moderatiororepshould be directed to TAM, rather
than individual moderator/s.

Clarifications related to unit standard interpretas should be directed to National
Qualifications Services (by email to ngs@nzga.g@ytor Maori Qualifications Services
(mgs@nzqga.govt.nz).

If you have any questions relating to assessmeahtrarderation or require further
assistance in the first instance, please refeotw grganisation’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



Moderation

The purpose of moderation is to provide assurdmaeassessment is fair, valid and at
the national standard, and that the assessorsakiagrconsistent judgements about
learner performance.

Internal Moderation is the responsibility of each accredited orgaresat Internal
moderation may occur among assessors at a sitgjasa provider’'s multiple sites or
between an Industry Training Organisation’s regetevorkplace assessors.

Internal moderation helps to ensure consisten@sséssment within an accredited
organisation, over time and between assessors.

Internal moderation processes must be embeddée iguality management systems of
every TEO.

National external moderation systems ensure that accredited organisations are
conducting assessment that is nationally consistedhiat the national standard.

Every NQF- registered standard is attached to ameditation and Moderation Action
Plan (AMAP). The Moderation Information sectiontivat AMAP sets out the national
external moderation system for the standard.

It is the responsibility of the accredited orgati@ato ensure that they engage in the
national external moderation system for standavdsvhich they are assessing and
reporting credits.

Role of the TEO Moderation Liaison

Each TEO is required to nominate a Moderation biais
The Moderation Liaison’s role is to coordinate tnganisation’s moderation of
NZQA-managed standards.
All moderation enquiries should be directed throtlghModeration Liaison to TAM.
The Moderation Liaison ensures assessment matandlsamples of assessed learner
work are sent to the designated moderator.
The moderator sends moderation reports to the MdiderLiaison.
The Moderation Liaison circulates correspondeinae TAM to the appropriate
people within their organisation.



K hui

K hui are moderation meetings held throughout the tgemoderate assessment materials
and learner samples for the following moderatiostays: Tikanga-a-iwi,
Te Reo Mori and Te Reo Rangatira.

Five K hui will be held in 2009.

If your organisation is being moderated in onehaflse systems, it is important to note that
the submission date for these systems may be elifféo that of the overall submission
date shown on your moderation plan.

The K hui submission date for your organisation can be fand on your moderation
plan.

A separate letter outlining the process for subngtmaterials for moderation by Kui
will be sent to your organisation after moderafitens have been sent.

Information about the formatting of learner sampgK hui can be found via this link:
http://www.nzqga.govt.nz/publications/circulars/saljdo



National external moderation process flow

Assessment plan

TAM sends a circular to TEOs in November/Decemis&irey for an Assessment Plgn
for NZQA-managed unit standards they are repoxtieglits for.

TEOs list the NZQA-managed standards they expeassess that year and when thjey
expect to assess them.

TEOs send plans to TAM in January, or completenantiy February.

s
Moderation plan ll
TAM selects the unit standards for moderation dwedstibbmission date, based on th
TEQO’s moderation history.
TAM sends the moderation plan to the TEO in Aprédivaccompanied by the TEO
manual.
The moderation plan indicates the submission diagestandards that will be
moderated and the moderators’ addresses.
TEO sends assessment materials and assessed {garkéo the moderator at the
address on the moderation plan, by the submissitan d
TEO contacts TAM before the submission date ifilB®© requires changes to the

moderation plan submission date, the standardg lasisessed, or the TEO is unablg
to supply assessment materials and assessed leamier

—
Assessment material not submitted
If assessment materials and assessed learner saan@leot received, the moderator
will send anAssessment Materials Not ReceiYAWINR) report to the TEO three
weeks after the submission date

—

JdL

Moderation report

Moderator sends the moderation report/s to the AaBOTAM.

Moderation report records outcomes of moderatisee-section six, page 30
regarding clarification/appeal.

-
< >

National External Moderation Result®eport (NEMR)

When all moderation is complete, TAM sends a sumgromoderation results for
the year across all moderation systems to the TEO.

An accompanying letter details any further acticeguired by the TEO.

Further Action

TEO may contact TAM regarding concerns relatedotmments in a modification
report.

TEO may contact TAM to discuss appeal when thezesarious concerns regarding
comments included in a moderation report.

See sections 6, 7 and 8 regarding clarificatioqsals, resubmissions and
consequences of -going noi-complianc.




Section One: Assessment Plan

Assessment plan for NZQA-managed standards

The assessment plan is a list of all NZQA-managaadsards the TEO plans to assess in
the coming year. TEOs must complete an assesptanannually. If a TEO is
reporting credits for a standard, that standardt ip@sncluded on the assessment plan.

Industry Training Organisation (ITO)-managed standards

TEOs should not record standards that are manag&dds or other SSBs on the NZQA
assessment plan. ITOs and SSBs are responsiliteefoown national external
moderation for standards they manage. Furthernmdton regarding this is available in
the Industry Training Federation (ITF) websiterdatp://www.itf.org.nz, or in the relevant
Accreditation and Moderation Action Plan (AMAP).

Outsourcing

TEOs that report credits for standards that areszesl under an outsourcing arrangement
are required to list these standards on their assa# plan.

Online assessment plan

TEOs are expected to use the online facility to glete their annual assessment plan.

The Moderation Liaison should contact the Tertidgjpline on 0800 422 599 or email
Tertiary.Help@minedu.govt.nz to apply for accesthhtoNZQA secure extranet. TEO
logons can be obtained via: http://cms.steo.goitiexs+and+Info/ESAA.htm

TEO representatives can log in to complete thaessment plans via:
https://secure.nzga.govt.nz/for-providers/tertiagih.do

Benefits of using the online system

Multi-site organisations can enter one plan peri§ipreferred (a single moderation plan
will be sent to the “parent” site).

A TEO can:
submit an online assessment plan two weeks lat@rdipaper-based assessment plan
view copies of their assessment plans from preweass
use the 2009 assessment plan as a template f201lleassessment plan
check whether their assessment plan has been eedepNZQA
start entering standards in their online assesspiantat any time.

Changes to Assessment Plans

If your organisation is no longer assessing staiglaelected for moderation, or learner
samples are not available, please email tam@nagangommediately. Refer to the
contact details on page 6 of this manual.

This notification must occur before the submissiate.

10



Frequently Asked Questions (FAQs) — Assessment pka

Q. Why do | need to complete an assessment plan?
A. To fulfil accreditation requirements. The assesst plan forms the basis of a TEO’s
moderation plan for NZQA-managed standards.

Q. How do | get a login so | can enter my assessntgilan online?

A. Go to: http://cms.steo.govt.nz/News+and+Info/ESAmM

Q. Who should | contact if | need help with my asssment plan?

A. Email: tam@nzga.govt.nz

Q. Why do | need to inform NZQA of my assessment das?

A. To help TAM determine a single submission dateyou 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 multipléesi, then you should submit one
assessment plan incorporating standards beingsaskastall the sites.

Q. What if my TEO is not yet accredited to assessarticular standard?

A. It depends on whether accreditation has beeheapfor or not:

- If your organisation has applied for accreditatiadd the standards to the
assessment plan and contact the appropriate QéAaktyrance Body (QAB) to
discuss progress with your application. Email: [RRA@nzga.govt.nz
If your organisation has not applied for accretatdo not add standards to the
assessment plan. Contact your QAB to discuss eqgplgr accreditation.

Q. If I have questions about outsourcing what do tdo?

A. Email: tam@nzqa.govt.nz

Q. What should I do if I need to change my assessnteplan later in the year?

A. Email: tam@nzga.govt.nz

Q. What happens if | do not send in an assessmerniap?

A. TEOs who do not complete an assessment plarbmagferred to the appropriate

QAB as non-compliant with national external moderatequirements.

Q. I work for a TEO but | am not the Moderation Liaison. Can | contact TAM?
A. No. All queries related to national external racation should be made through the

Moderation Liaison for your TEO. (Queries abouermpretations of unit standards can
be made by anyone.)

11



Section Two: Moderation Plan

TAM issues a moderation plan which lists the statislaelected for national external
moderation for the year, based on the informatoa TEO’s assessment plan. Selection
of these standards is based on NZQA-determinegriexit

TEOs will receive a revised moderation plan if amipe is made to the submission date,
systems selected, standards selected, or moddeditols.

Send assessment materials and three samples s$eddearner work to the moderator

stated on the moderation plan.

MEW ZEALAND QUALIFICATICNE AUTHORITY
MANA TOHU MATAURANGA O ADTEARDA

National Qualifications Framework

Provider - Moderation Plan 2009

This form identifies the unit standards that NZQA has selecied for moderation this year.
Please nole: This moderation plan replaces any moderation plans previously received.

Single submission
date for all standards

TEO: ABC Training
TEO Code: 5599

Submission Date: 27/01

All clarifications and queries should
be directed to TAM andot to the
moderator/s.

e

Should you have any queries please con
Tertiary Assessment and Moderati
NZQA

PO Bex 160
Wellingion

Tel: 04-802-3000
Fax: 04-802-3114
Lmail; tam@nzga.g

Standards
that will be
moderated.

Moderator details for
sending assessment
materials for each

standard.

NZQA moderation
system.

System Standards selected | Moderator
for moderation B
Computing 1-4 2785 Jo Blogs, 123 Muray Street, Dunedin
English BR1é Callum Lambess, 123 Constable Street, Auekland
Core Skills 107381 Jack Robbmson, PO BUX 123456, Tauranga

Figure 1: Moderation Plan

A moderation plan will be sent to the Moderatioaikon during April/May. If a
moderation plan is not received by your organisatcmntact tam@nzga.govt.nz

Conflicts Of Interest

If a TEO receives the moderation plan and an aéatenoderator is known personally by
the TEO, TAM should be contacted immediately. Tisvents a conflict of interest
arising before moderation takes place.

12



FAQs — Moderation Plan

Q.
A.

Q.
A.

Q.
A.

Q.
A.

Q.

A.

Q.
A.

Q.
A.

>0 >0

>0

>0 >0

What should | do when | receive a moderation pla?

Note the standards selected for national eatanoderation and the submission date.
The Moderation Liaison must arrange to have thessssent materials and three
assessed learner samples at the appropriate madelat the due submission date.

Can | contact the moderator by telephone, emadr letter?
No. All concerns or queries must be directedAdvl. See page 6 for contact details.

What if | am not assessing a standard on my modation plan?
Email: tam@nzqa.govt.nz before the submisside da a substitute standard can be
arranged.

When should | send assessment materials to theoderator?
By the submission date as listed on the moaderatan.

What should | do if I cannot send assessment neials to the moderator by the
submission date?

Email: tam@nzqa.govt.nz as soon as possibleaar&v submission date may be
arranged.

What happens if | miss the submission date?

The moderator will send your organisationfamsessment Materials Not Received
report (AMNR) approximately three weeks after thbraission date. A copy of the
AMNR is also sent to TAM.

What happens if | am late submitting assessmemntaterials?

Assessment materials submitted later thanubengssion date are recorded as “late”
on theNational External Moderation Resultsport (NEMR). You may also receive
an AMNR if the moderator does not receive assessmaterials within three weeks
of the submission date.

.Can | send assessment materials much earlier thahe submission date?
. Yes. However, the moderator will only modertitese assessment materials before the

submission date if their workflow allows it.

. If I receive an AMNR should | send materials formoderation?
. No. Wait until you receive your organisation’sidnal External Moderation Results

report. The accompanying letter will advise thetrsteps to be taken.

.What if a standard is moderated by K hui?
. Check the moderation plan to see whether thengsgion date for these standards is

different to the submission date for other stanslaifgend the assessed learner work,
and assessment material to the NZQA address andlderation plan. There are five
K hui in 2008.

. What should I do if there is no moderator indicaed on the moderation plan?
. Email: tam@nzqa.govt.nz

. | work for a TEO but | am not the Moderation Liaison. Can | contact TAM?
. No. All queries related to moderation plans aational external moderation should

be made by your organisation’s Moderation Liaison.

13



Section Three: Submitting assessment materials fanoderation

Assessment material

Assessment materials sent for moderation shoulddec
assessment activities
assessment schedules including evidence and jucdeta¢ements (qualitative and
quantitative) and model answers if applicable
three assessed learner samples for each unit siandh either NC (no credit) or C
(credit)
eight assessed learner samples for each achievetaadard, from across a range of
achievement: N (Not Achieved), A (Achieved), M (MgrE (Excellence), and
including borderline samples
three assessed learner samples for each unit sdiafinolan a secondary system.

The materials can be in the form of:
materials developed by or under the jurisdictiothaf TEO, including evidence
guides and workplace assessment briefs
commercially produced assessment materials

assessment materials published by the Ministrydafdation (MoE) for achievement
standards

assessment materials published by NZQA for unndsaeds

modified MOE materials for achievement standards

modified NZQA materials for unit standards

assessment evidence including attestations, witeetismonies, verified checklists
video evidence if appropriate (please use VHS & 3\dnly).

Assessment materials sent to the moderator should:

- for unit standards, have learner samples verifeedeang assessed either at NC (no
credit) or C (credit).
for achievement standards, have learner sampldsedeaxs being assessed with N
(Not Achieved), A (Achieved), M (Merit), E (Excetiee)
have the learner samples identified as A, B, C,&; B (i.e. no names where possible)
have passed through an internal moderation process
be sent by the submission date on the moderatam pl
include a tertiary moderation cover sheet (pageantB44 for completed samples) for
each standard being moderated.

Information about available assessment resouraebefound in Section Nine of this
manual on page 34.

Integrated assessment materials

Best practice assessment principles for the assagsoh unit standardstates that
“Assessment of related or similar learning outcostesuld be integrated, where

possible”. Chapter 4 of the publicatibearning and Assessment: A Guide To Assessment
For the National Qualifications Framewarkvailable on the NZQA website at:
http://www.nzqga.govt.nz/for-providers/resourcesérdhtml, includes an explanation of

this type of assessment.

14



Submitting integrated assessment materials for modation
TEO moderation plans may include standards whesesament has been integrated with
other standards not selected for national extenualeration. TEOs may submit the
whole integrated assessment package to NZQA, Basamsent material and learner
samples mustlearly indicate which parts of the material apply to skendard selected
for moderation. For example:
- assessment materials and learner work could beeuavkh Post-it notes or be
printed on different coloured paper
an assessment grid or “map” that indicates whieimehts/standards have been
assessed in which assessment activities couldcheded with materials
written information could be included that cleaglyplains to the moderator how (and
in which part of the materials) the standard selgébr moderation has been assessed.

Contact TAM (page 6) if you would like further adgion this matter.

Commercial assessment materials

Please remember that your organisation is resplensibthe validity of any assessment
materials it uses leading to the reporting of dredihether these materials are self-
designed or commercially produced. This meansyihiat internal moderation processes
should also be applied to such materials.

Commercial materials may include a moderation riegod/or a certificate verifying that
the purchased materials have been internally mastbkey the vendor. This does not
mean that the materials have met the national atdrat that NZQA has verified the
materials. Commercial materials are not exemphfnational external moderation.

Incomplete assessment materials

Materials cannot be moderated if assessor judgenagatnot identified on either the
learner samples or on the tertiary moderation cekieet. In such cases, the moderator
will notify TAM. TAM will contact the TEO for furtker clarification.

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

Please NoteNZQA does not undertake any pre-assessment mamtecdtassessment
materials. This is part of the internal moderatoocess of the TEO.

Late submission of assessment materials

TEOs are expected to submit assessment materiaelsubmission date as stated on the
moderation plan. If this date is unable to be retail: tam@nzqga.govt.nz. Assessment
materials not submitted on time will be recordediaaées on théNational External
ModerationResultgeport (see section five, pages 28 and 29).
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Preparing visual submissions for moderation for NQFstandards

Assessors involved in assessment of performankk ari Performing Arts, Operational
Languages (ESOL), Business and Management, Damaed) English, Languages,
Media Studies, Music, Te Reo ki, Te Reo Rangatira and Physical Education maygne
to submit audio-visual copies of assessed worlelgicsed students for moderation.

Assessors and Moderation Liaison are asked tothedollowing considerations in mind
when preparing visual submissions for moderation:

Performance identification
Please present visual copies of only the perforesix be moderated.

Format
CD-R or DVD-R format or standard VHS videotape iistad play, not long play) should
be used.

Do not send Blueray discs, Hi8, DV or MiniDV tapesor HD files.

Other technology such as USB flash drives, YouTabe 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 fidesb®e read easily on a PC, except in
the case of Media Studies. For Media Studies, $&sumust ensure submitted files can
also be read easily on an Apple Macintosh.

Quality

Use new, previously unrecorded tapes, DVDs or dBsnsure the material is readable,
it should be tested on a machine other than thaisee for recording before being sent
for moderation.

Damage
To avoid damage to tapes, DVDs or CDs, TEOs aredcaskpackage materials carefully
in bubble-wrap or similar packaging for transportiie moderator.

Learner identification

It will assist moderators if thtudent Identification for Visual Submissions f@MN
Standarddorm is used to identify the student whose wortoibe moderated. A copy of
this form can be downloaded from the NZQA website a
http://www.nzqa.govt.nz/ncea/acrp/secondary/fortng.h
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Strategies for successful identification on theewihpe, CD or DVD itself include:
a personal introduction
the student’s name written on the board behingpér®rmer
a voice-over introduction of the student
placing all of each student’s work in a folder nanadter the student, e.g. "Sarah”.
Each file within the folder can then be named amohimered to indicate the
sequencing of the work, e.g. “Sarahl.jpg”, “Sargit?. etc.
submitting a student’s work in the form of a Powan® presentation which
clearly sequences images as separate slides iartheof a slideshow. Written
student evidence may be added as notes if PowerBaised.
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Tertiary moderation cover sheet

A completedTertiary Moderation Cover Sheshould be attached to assessment materials
for each standard submitted to the moderator. l@adicate the full TEO name and
code.

NZOA

R TER_ SR D O SN ST SRR T
Mats PUHU M AN Ls, D sl s AR s

NATIONAL QUALIFICATIONS FRAMEWORK
TERTIARY MODERATION COVER SHEET

This sheet must be completed and submitted with moderation material for each standard.

Moderation System/Subject: Computing 1-4

TE O Name: XY Institute

Standard Meo: 2735 Version: 4 Level: 3

The following assessment materials should be attached or enclosed withd  Tick relevant boxea

(Tigk the Boxes B corfing):

..‘I"'{ asspssment schvi w:irh.H a=gesannent
4 sehedulbe

any relewant pesoares
Please indicate source of assessment material by ticking the appropriate bos:

assessad work

v I:’ commercial miodified |:| nther e unmoedified
EL::L;_ﬂ, maberials MOES W28 WHDE BT A materials
materials

LEARMNER SAMFLES:

» Unit Standards: Submit three samples of assessed work from learners who are at
or near the national standard. Identify assessor judgement by NC (no eredit) 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
chieved), M {merit} or E (excellence).

For privacy
reasons
learner names
should not be

indicated. J Learner | Assessor Judgement Learnert Assessor Judgement
S
B C Both theLearnerand
] Assessor Judgement
C C columns must be filled in.
|
|

Figure 2: Tertiary Moderation coversheet
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FAQs - Submitting assessment materials for moderan

Q. Do | have to use the latest version of the stdard?

A. Where possible, yes. The moderator may bring td#@’s attention that there is a
new version. Version changes, which include satstyes or legislation, are effective
immediately. Further information is available orafiework Updates at:
http://www.nzqga.govt.nz/framework/updates/index.htm

. Does every range statement in a unit standardeed to be assessed?
When a range statement:

is stated in the special notes, the range items bausvidenced against all
elements of the unit standard
appears immediately below the element, then thger&ems must be evidenced
against all performance criteria (PC) in that eletme
appears immediately below the PC, then the ramgesitmust be evidenced
against that PC.

>0

. Is it important to send the assessment sched@le
Yes, because without an assessment scheduledarator may not be able to
determine how assessment decisions have been made.

>0

. What will happen if | do not send assessment rterials?
Your organisation will receive an AMNR reporhigh will be considered as non-
compliance with national external moderation regmients on your organisation’s
part.

>0

. What will happen if I cannot send learner sampls?
Contact TAM. We will work with you to either eange your organisation’s submission
date to when three assessed learner samples vaidessed and ready for national
external moderation, or select an alternative stechd

>0

. Do | need to send teaching materials or workbo@®
. Only if they contain the actual assessment a8,

. Can | send photocopies of assessment materiatsthe moderator?
. 'Yes, as long as the copies are legible.

. Who is responsible for pre-assessment moderati@f assessment materials?

. All TEOs are responsible for ensuring that asegent materials are fit for purpose.
The TEQO'’s internal moderation process should cpverassessment moderation of
assessment materials.

>0 >0 >0

. Can commercial assessment materials be used lout internal pre-assessment
moderation?

A. This is not good practice. All assessment maleirirespective of its source, should go

through an internal moderation process to determimether the assessment materials

are fit for purpose, ie allow learners the oppatiuto meet the national standard.

QO
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Section Four: Moderation Report

Note: The moderation report was changed in 2006It now consists of four or five

pages. Moderation results are now on the seconel giatpe report.

The moderation report describes the outcomes ahttaeration. The moderator
completes the moderation report and sends a coitne toEO and TAM within three

weeks of the submission date.

The focus of the front cover is an overall sumnwrfindings, rather than moderation

results.

Moderation System/Subject:

Tertiary Education Organisation /School Name:

Standard No: Version: Level:

Date received:

Overview

NZ®A

NEW ZEALAND QUALIFICATIONS AUTHORITY
MANA TOHU MATAURANGA O AOTEAROA

NATIONAL QUALIFICATIONS FRAMEWORK

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) ﬁ)mmentarv (optional): This
section is completed when the

P moderator can give some specific

Next Steps (to be inserted for a TEQ)

feedback to assist the assessor that
) is not directly related to the
Next Steps (to be inserted for a school) Qtan darc

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/5/5222 html

Refer to your Moderation Liaison person
Appeals Process for moderation:
National External Moderation Manual for Tertiary Education Organisations

http://www.nzga.govt.nz/for-providers/moderation/manual/8/8.html section.

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

_

Figure 3: Page one of the moderation report| 1EOS Only
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Explanation of results

The focus of page two is the moderation resultd,ranords if the assessment materials
and learner samples are at the national standard.

The number in the first box indicates the numbdeafner samples with which the
moderator has agreed with the assessor’s decision.

The number in the second box indicates the leaa®iples sent for national external
moderation.

Figure 4: Page two of the moderation report

If the moderator has ticked “The assessment méganaet the national standard™:

the assessment materials have met the nationalasthn

the TEO could consider areas for improvement thanioderator may have provided
comments on.

If the moderator has ticked “The assessment mé&egquire modification”:

the assessment materials must be modified befeyedte used again
the moderation report will indicate changes requite the assessment materials to
meet the national standard, or specify where themads do not meet the standard

the standard may be chosen again for moderatiarresubmission in the same year,
or in the following year.

If the moderator has ticked “The assessment m&aetanot meet the national standard”:

the assessment materials must be significantlyealtbefore they can be used again
the moderation report will indicate changes requfte the assessment material to
meet the national standard

NZQA will notify the TEO of what further action wibe required for this assessment
in a letter that will be sent with tidational External Moderation Resultsport (see
section five, pages 28 and 29).
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Overall decisions about assessment materials

Assessment materials meet the national standard:whe
Special Notes have been considered and all elerhaxésbeen assessed.

Range statements have been appropriately covecethamperformance criteria have
been fully considered.

There are sufficient “Yes’s” in the assessment nelteand schedule sections of the
moderation report to validate the assessment raigeri

Common reasons for assessment materials requimaification include:
Omissions in the assessment materials are minor.
Omissions in the assessment schedules are minoexBmple, evidence statements
need more specific information to ensure consigteh@assessor judgements.
Learner responses/evidence statements/model anamearsferred to in the
assessment schedule but are not provided for miatera
Required changes to the assessment materials asd&ssment schedule are minor.

Common reasons for assessment materials not mekéngational standard include:
Special notes and/or all elements of the standa&rt@t covered.
Several range statements and/or performance eraeginot fully considered.
Assessment schedule is not submitted.
Evidence and/or judgement statements are not mifflg detailed to assure
consistent assessor decisions will be made.

Practical/performance work is not verified (e.gpstvisor/manager signed
checklists).
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The focus of pages 3 and 4 of the moderation repal¢tail 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 ntatlen of assessed learner work.

The moderator records their judgement of the leanwek provided on the assessed work
page and th&ertiary Moderation Cover Sheet

This information is transferred to page two of thederation report again§he assessor
judgements about learner performance are at thenat standard for
1 | out of 3 sampliesthe sample given below.

The moderator agreed with the assessor decisiomséout of three samples and has
disagreed with the decision for learner A and leaf.

These results appear on the National External Mxdier Report sent to the TEO
accompanied with a letter notifying the TEO if dnyther action is required.

A NC C Learner A has provided
sufficient evidence for task 4

B c c The moderator indicates the
reason for not agreeing with
the assessor’s decisic.

Learner C has not provided

NC sufficient evidence for task 4

The moderator agrees
with 1 out of 3 assessor
decisions

Figure 6: Page four/five of the moderation report
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FAQs — Moderation Report

Q.
A.

Q.
A -

Who do | contact if | do not receive a moderatin report three weeks after the
submission date?
Email: tam@nzqa.govt.nz

What should | do when | receive the moderatiomeport?

If the moderation report indicates that the assessmaterials require
modification or do not meet the national standarddify the assessment material,
as instructed in the moderation report, beforeagsessment materials are used
again.

Wait for the NEMR from TAM. This will indicate anfyrther action required,

e.g. a resubmission and/or an action plan

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

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

are required and | make the changes, should | sengvised assessment materials
to the moderator?

. Not straight away. If the letter accompanyihg NEMR report states that a

resubmission is required, a form will be include#ting your organisation to provide a
date when revised assessment materials and lesarmgries will be available for
moderation.

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

and/or comments on the moderation report?

A. Contact TAM. Refer to the contact details @ye 6 of this manual. Do not contact

the moderator.

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

assessor decision?

A. No. Learners should not be penalised by isaniesg out of quality assurance. Your

>0

>0

organisation’s quality management systems shouwld palicies governing this issue.

. When does an assessment meet the national stardf?
. When a moderator confirms:

the assessment materials provide the learner aortojojity to meet the
requirements of the standard

the assessment schedule allows the assessor tdfarakalid and consistent
decisions about the learner performance

the assessor decisions about learners are corsisterihe national standard.

. Are moderators check-moderated as part of the qality assurance process?
. Yes. All moderators have a percentage of theidenation decisions check moderated

by the National Moderator and/or by TAM.

. l work for a TEO but | am not the Moderation Liaison. Can | contact TAM about

the moderation report?

A. All queries related to national external modemraimust be made through the

Moderation Liaison for your TEO. (Queries abouerpretations can be made by
anyone.)
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Assessment Materials Not Received (AMNR) report

TEOs are expected to submit assessment materidheewlassessed learner samples by
the submission date stated on the moderation plan.

Not sending these materials will result inAssessment Materials Not Receiveplort
being issued. This result is considered a non-ciamgé with national external
moderation requirements. The AMNR is not a remiriddesend materials for moderation.

If your organisation is unable to submit assessmeterials and/or learner samples,
contact TAM prior to your organisation’s submissatate to discuss revising your
organisation’s moderation plan.

FAQs — Assessment Materials Not Received

Q. What do | do if | receive an AMNR report?

A. Do not send assessment materials to the maneffidie letter accompanying the
National External Moderation Resultsport (see pages 28 and 29) will advise you
whether further actions are required.

Q. What if I did send the assessment materials tdné 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 moderatioterizs within three weeks of the
submission date, an AMNR report will be sent to T and to TAM.

S

Moderator adds date.

Figure 7: Assessment Material Not Received Report
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Section Five: National External Moderation Results

TheNational External Moderation Resultsport (NEMR) summarises tiNational
External Moderation Resulfsr that particular submission date across allesys that
were moderated for the TEO.

The NEMR report is sent within two months of thémission date to the TEO after the
last moderation report for that moderation rounsl @en received by NZQA.

A letter attached to the NEMR report summarisesnbderation results. Where some or
all moderation results do not meet the nationaidsed the letter will also details any
actions required to address issues identified bgleration. Actions taken following non-
compliance might include:

request for revised assessment materials and lesanmgples to be submitted for

moderation

request for an action plan (or revised action ptargddress issues identified

referral to the relevant Quality Assurance Bodyake further legislative action.

For more information about non-compliance with ol external moderation
requirements refer to Section 8, on page 33.

TEOs are encouraged to contact TAM and seek datifin on the NEMR report and/or
the contents of the accompanying letter when furntifermation 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 Resultsport summarises all national external
moderation results for your organisation for thaireission date.

Q:How many NEMR reports will our organisation getin a year?

A. Normally, your organisation will receive onlp® NEMR a year. However, a further
NEMR is sent following a resubmission round. Aised NEMR is sent following a
successful appeal.

Resubmissions

Q. If a moderation report indicates that modificaions to the assessment material are
required, should | send the revised materials to th moderator once the changes
are made?

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

Action plans

Q. What should I include in an action plan for addessing non-compliance with
national external moderation requirements, if | amasked for one?

A. The letter will include an appendix providingidance in this respect.

Q. Can | contact TAM for help with our action plan?
A. Yes. Contact the person indicated in the leitsrompanying the NEMR report.
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A — meets the national
standard

M — to be modified before
use

X — does not meet the
national standard

This information is
taken from page 2 of
the moderation

report.

Standards
moderated by
NZQA.

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

Provides
summary of
verification

decisions.

Assessment materials
not submitted.

Figure 8: National External Moderation Results repo
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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 consriard moderation report or the
basis on which the overall moderation decisionbesen made, TEOs are encouraged to
contact TAM to seek clarification.

Appeals

Where a TEO has serious concerns about a moderapont there is an appeal process.
However, it is recommended that TEOs contact TAMeek clarification about
moderator comments or moderator decisions befaredity appealing.

TEOs that appeal moderation decisions must détill specific concerns in a letter and
send this together with a complefeertiary Appeal Moderation Cover Shette original
assessment materials, assessed learner work,camy af the moderation report to TAM.

TEOs may appeal moderation decisions any time #feemoderation report has been
received and up to three weeks after the datecoNEMR letter.

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

NZQA will process the appeal, which will take upsia weeks. NZQA will send a
moderation appeal results letter with the matet@mthe TEO. A new moderation report
may be included. The outcome of this appeal id.fina

FAQs — Clarification/Appeals

Q. Who should be contacted if | require clarificaton, or where there are concerns
regarding the results and/or comments on the modete&n report?
A. Contact TAM (not the moderator). Contact dstare on page 6 of this manual.

Q. What should I do if some of the moderator’'s commnts are unclear or | disagree
with the comments?
A. Contact TAM (page 6)

Q. How do | appeal the moderation results?

A. Contact TAM in the first instance to discussseek clarification about your
moderation report. To proceed with an appeal, detapertiary Appeal Moderation
Cover Sheebn page 49 of this TEO manual. The appeal matehialild be sent to
TAM.

Q. When can | appeal?
A. You may appeal as soon as you receive your natida report, but no later than three
weeks from the date of the letter accompanyingNB®IR.

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 scheduleslorigent for moderation
assessed learner samples originally sent for mbdera
moderation report
letter outlining what is being appealed and why.

Q. How do | know that TAM has received the appeal?
A. TAM will send a letter acknowledging the redeip the appeal letter and materials.

Q. Will I receive a new or revised moderation repat?
A. Yes, if the appeal is successful or the origmalderator's comments can be clarified.
Otherwise, the original report stands.

Complete details such as
provider name and
standard being appealed.

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

Name and signature
of the Moderation
Liaison and the
CEO.

Figure 9: Tertiary Moderation Appeal Cover Sheet
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Section Seven: Resubmissions

Materials required for resubmission will be indexhin a letter accompanying the
National External Moderation Resultsport (pages 28 and 29). The letter will also
include aResubmission of Assessments for Moderation fartte TEO to complete and
return to TAM.

TAM will negotiate a resubmission date with the TR then send your organisation a
resubmission plan.

Figure 10: Resubmission of Assessments for Moaer&dirm

Where NZQA requires resubmission:
TAM will arrange this with the TEO
the resubmission requirements will be confirmedwitresubmission plan being sent
to the TEO.

When resubmitting, TEOs must send the followingh® moderator:
Tertiary Moderation Cover Sheet
modified assessment materials
assessment schedules including evidence and juchgestatements
assessed learner work
version of the standard assessed.

If the assessment materials do not meet the nastaradard, or require further

modification after resubmission, TAM may recommeéndhe appropriate QAB that
further action is appropriate. TAM will notify tREEO of this decision by letter.

FAQs - Resubmission

Q. When should | resubmit assessment materials?
A. Only when your organisation receives a resubiamsplan from TAM.

Q. Can | ask for materials to be moderated beforelhtey are used again?

A. No. NZQA does not usually conduct pre-assessmmemteration of assessment
materials.
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Section Eight: National External Moderation Requirements

To maintain accreditation, TEOs are required totrtreenational external moderation
requirements as set out in the Accreditation anddviation Action Plan (AMAP) for unit
standards for which accreditation has been granted.

To meet NZQA national external moderation requireteeTEOs are required to:
provide an assessment plan for the year
meet moderation deadlines

provide assessment materials and make assessenjedts that are at the national
standard.

TAM will report on-going non-compliance to the appriate QAB and the CEO or
equivalent authority of the TEO.

Non-Compliance

Non-compliance means not meeting national extenualeration requirements. TAM will
contact non-compliant TEOs by letter, outlining cems relating to the results of
moderation. TEOs are expected to respond to thesmems with a written action plan
within the time specified.

If the response or further moderation fails to addrthe identified issues, we will send a
letter to the TEO advising the non-compliance iatren to accreditation requirements.

Ongoing unresolved non-compliance is referred ¢oréhevant QAB and may ultimately
result in the withdrawal of accreditation of a gystand/or standards.

Information regardind\pplying for NQF accreditatiors available at:
http://www.nzqa.govt.nz/for-providers/aaa/applioas/nqgf/apply.html

Information regarding/laintaining Registration and Accreditatios available at:
http://www.nzqa.govt.nz/for-providers/aaa/glanceér.html

FAQs - National External Moderation Requirements

Q. What is non-compliance, and is it a serious isse@
A. Non-compliance is not meeting all the requiretseof national external moderation.
On-going non-compliance may lead to referral tordlevant Quality Assurance Body

(QAB).

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

Institutes of Technology and Polytechnics — the Q&Be Institute of
Technology and Polytechnics Quality (ITPQ)
Private Training Establishments, Wanga, Government Training Establishments
—the QAB is External Evaluation and Review, NZQA
Universities — the QAB is the Committee for Univgr&\pprovals and
Programmes (CUAP).

>0

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

A. Ordinarily the CEO, or an equivalent authoxitijghin the TEO, should liaise with
TAM. The Moderation Liaison person should alsoreived.
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Section Nine: Assessment Resources

This section provides examples of resources availafiine relating to assessment and
moderation of unit standards.

Generic resources

Resources in this section can be accessed frofoltbeing link:
http://www.nzqga.govt.nz/for-providers/resourcesérghtml

Access Best Practice
aquidelines her:

Access Case
Studies

Access NQF guide to
learning and assessment here.

Link to information in specific
subjects here

1 Best practice principles for the assessment dfstandardsan be located at the
following link:
http://www.nzga.govt.nz/for-providers/resourcestpexct-us.html

2 Learning and Assessment: A Guide to Assessmethtefdtational Qualifications
Framework Published in 2001, this provides comprehensiudance for assessors of
unit standards. This is available at: http://wwaga.govt.nz/for-
providers/resources/index.html
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3 Generic Computing — levels 1 to 4 assessment resouay be useful for all unit
standard assessors. It includes an explanatiamalf assessment involves, provides
examples of possible assessment tools and gui@droce portfolio and integrated
assessment.

This is available at:
http://www.nzqa.govt.nz/for-providers/resources/pomg/us-assessment.html

Links to definitions and
explanations of characteristics
of unit standards.

Possible assessment tools can
be accessecere
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4 Case studies of assessment and moderatieintended for use as examples of
assessment and moderation in practice — they amefinitive guides. The case study
document can be found at the following link:

http://www.nzga.govt.nz/for-providers/resourcesésasdy/index.html
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Subject Specific Resources

Information by subject on assessment developmamisgbr unit standards, assessment
activity design, exemplars, and other general mfgron for systems listed below can be
found at:

http://www.nzqga.govt.nz/for-providers/resourcesérghtml

Core Skills

Dance

Early Childhood Education
Generic Computing, levels 1 to 4
Pacific Early Childhood Education
Supported Learning

Generic Computing Levels 1-4

Description of
resource

Link to Core
Skills
resources.
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Field M ori

A range of assessment resources are availablefiostandards registered on the Field
M ori section of the National Qualifications FrameluorThese resources can be
located at the following link:

http://www.nzga.govt.nz/for-maori/resources/indémh

Links to specific assessment
resources for each of the listed
systems.
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NCEA Resources
Exemplars, assessment specifications, assessniexlLges, clarification of standards,

and national moderator reports are located onbna fange of NCEA subjects at the
following link. These resources are aimed at asgjsirganisations to develop their own
assessments and relate mainly to school curricldased standards, such as English,
Mathematics, Science etc

These resources also provide a range of asses&iaasatthat may be of general use for
TEOs.

http://www.nzga.govt.nz/ncea/resources/index.html

4/List of NCEA subjects for which
content is available.

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

For example: http://www.nzqga.govt.nz/ncea/resairmoaths/index.html

Examples of assessments
for learners at various
levels of achievement

39



Section Ten: Overview of reports and forms

Assessment plan 2009 (page 41-43)
The TEO submits their completédsessment Plamhen requested by TAM.

Tertiary moderation cover sheet (page 44)
The TEO completes theertiary Moderation Cover Sheahd attaches it to the assessment
materials for each standard selected for moderation

Moderation Report (pages 45-48)
The TEO is sent a completed moderation reporthbyntoderator, three weeks after the
TEQ'’s submission date.

Tertiary Moderation appeal cover sheet (page 49)
The TEO completes thidoderation Appeal Cover Sheghen they appeal moderation
decisions.

Achievement/Unit standard review report (page 50)
The TEO completes thichievement/Unit Standard Reviesport to record issues with
unit and achievement standards.

Contact details form (page 51)
TEOs should use this to inform TAM if there are gpes in the Moderation Liaison
contact details.

Glossary (page 52)
The glossary details the acronyms used in this madanu

Links (page 53)
This page lists the web links for further infornoetithat may be required by a TEO.

Feedback form (page 54)

TEOs are invited to use the feedback form to sugggsovements or report any issues
with theNational External Moderation Manual for Tertiary &chtion 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
I:I This organisation is assessigQA managed standards in 20(lease complete Sections A, B and C)

I:I This organisation is not assessing NZQA rgadastandards in 201please complete Section A only).

Signature: Date:
Please return to: Operations Officer
Tertiary Assessment and Moderation (TAM)
NZQA
PO Box 160
Wellington

tam@nzga.govt.nz
Fax: 04 463 3114
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Section B: NZQA-managed systems assessed in 2010

Provider: MoE/Provider Code:
Moderation System 2009 Moderation System 2008
Accounting Field M ori Systems (cont):

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 $ect
(CTMES)
Classical Studies
Communication Skills 4-8
Computing 1-4
Computing 5-8
Cook Islands Mori
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 Mori

Funeral Services Mori

Hauora

K rero me ng Reo

Mana W hine

M ori Geography

M ori Performing Arts

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 Mori
Te Reo Rangatira
Teacher Education
Technology
Visual Arts 1-4
Vagahau Niue
Visual Arts 5-8

42




Section C: Standards assessed (by system) in 2010

Provider:
Please complete a separate page&ohof the systems indicated 8ection B.

System Standard | Version Expected Assessed by anotherp M ori
number | number latest organisation (tick if
assessment| (complete only if the| applicable)
date results are reported by

(dd/mm/yyyy) your organisation)

Assessment plan en
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NATIONAL QUALIFICATIONS FRAMEWORK

TERTIARY MODERATION COVER SHEET

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

Provider Name:
Standard No: Version: Level:

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

assessment activity with assessment assessed work
any relevant resources schedule

Please indicate source of assessment materiaikiyg the appropriate box:

own commercial modified Other, e.g. unmodified
materials materials MOE/NZQA MOE/NZQA
materials material

LEARNER SAMPLES:

Unit Standards: Submitthree samplesof assessed work from learners who are at orthear
national standard. Identify assessor judgement®y(md credit) or C (credit).

Achievement Standards:Submiteight samplesof assessed work. Where available, samples
should cover the range of judgements eg N (noteaell), A (achieved), M (merit)

or E (excellence).

Learner* Assessor Judgement Learner* Assessor Judgeent

* The intent is to distinguish between the piecewark and not to identify learners, e.g. it isfatiént to label assessed
work from each learneras 1, 2, ... or A, B, ...

National External Moderation Manual for Tertiary Education Organisations 2009
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Moderation Report

Moderation System/Subject:

Tertiary Education Organisation /School Name:

Standard No: Version: Level:
Date received:

Overview

Commentary (optional)

Next Steps (to be inserted for a school)

The purpose of moderation is to provide feedbacksgessors to assist in making
judgements at the national standard.

Refer to your Principal’s Nominee if you requirether guidance in the interpretation of
this report.

Further clarification is available through the aglsgorocess. The Rules and Procedures
outline this process: http://www.nzga.govt.nz/neegd/secondary/5/522.html.

Next Steps

Only to be taken if clarification for advice or appeal is being undertaken
Refer to your Moderation Liaison person

Appeals Process for moderation:

National External Moderation Manual for Tertiarydeation Organisations
http://www.nzga.govt.nz/for-providers/moderati@ntiary.html
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The assessor judgements about learner performaaee 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 natizmalagd.

Note: NZQA will send a summary of moderation rasadtvising of any further
moderation requirements.

National External Moderation Manual for Tertiary Education Organisations 2009
Copyright © New Zealand Qualifications Authority 2009
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Assessment materialgtick relevant boxes below):

own materials commercial materials modified other eg unmodified
MOE/NZQA MOE/NZQA materials
materials

Assessment Materials for Learners

1 Is the standard to be assessed correctly ideh{ifiember, version, elements)?
Comments

2 Does the learner have the opportunity to meetabhairements of the standard (brief, event,
activity, task etc)?

Specify Element No. or
A, M, E Criteria YIN Comments

3 Are the assessment conditions clear and appropriate
Comments

Assessment Schedule

4 Are there statements provided that give examplésaoher 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 desg@édyérmance levels (quality and quantity)
which meet the requirements of the standard (judmestatements)?

Specify Element No.
or A, M, E Criteria Y/N Comments

National External Moderation Manual for Tertiary Education Organisations 2009
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Are assessor judgements at the national star

Learner

Assessor Judgement
NC,CorN,A M E

Moderator Judgement
NC,CorN,A M, E

Comment

National External Moderation Manual for Tertiary Education Organisations 2009
Copyright © New Zealand Qualifications Authority 2009
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N
TERTIARY MODERATION APPEAL COVER SHEET

Providers are advised to contact NZQA - telephohd@&B 3000, fax 04 463 3114, email
tam@nzga.govt.nz - before using this form when alipg moderation decisions on the
assessments for a standard. Please note thapeal apust be madeithin 3 weeksof

the date of thé&lational External Moderation Resulstter.

$ % &

1) &

! & & % &

The following are enclosed with this form (tickeeant boxes):

assessment activity with assessment schedule assessed work
any relevant resources

other original moderation report reasons foreabp

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 ddtaglasmns for the appeal with the original
assessment materials and a copy of the moderagamtrto Operations Officer, Tertiary
Assessment and Moderation, NZQA, PO Box 160, WELETON.

National External Moderation Manual for Tertiary Education Organisations 2009
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N
ACHIEVEMENT/UNIT STANDARD REVIEW REPORT

Provider should use this form to record interpretaissues, if they arise, for unit or
achievement standards managed by NZQA. Pleasafdrhis form to Operations Officer,
Tertiary Moderation, NZQA, PO Box 160, WELLINGTOMNmail tam@nzga.govt.nz. This
feedback can inform interpretation guidelines antfused when standards are reviewed.

Achievement/ Unit Interpretation Issue(s) Suggested Solution(s)
Standard No. Please specify special note, element
performance criterion, credit, level etq
and the nature of the issue(s).

Provider Name:
Moderation Liaison Name: Signature:

Date:

National External Moderation Manual for Tertiary Education Organisations 2009
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Contact Detalls Form

Complete this form to inform Tertiary Assessmerd &8oderation of the Moderation Liaison’s
contact details or when there is a change in tHetals.

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@nzga.govt.nz
Fax: 04 463 3114

National External Moderation Manual for Tertiary Education Organisations 2009
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Glossary
AMAP
AMNR
GTE
ITF
ITO

MQS

NEMR

NQS

PDS

PRA

PTE
QA
QAB
QMS
SSB

TAM

TEO

Accreditation and Moderation Action Plan
Assessment Materials Not Receivegort
Government Training Establishment
Industry Training Federation

Industry Training Organisation

M ori Qualifications Services — NZQA team responsibleunit
standards and national qualifications registeregiaetd M ori.

National External Moderation Resuiltsport

National Qualifications Services — NZQA tearsp@ansible for
developing unit standards and national qualificaithat are not the
responsibility of an ITO or MQS. The responsibégiof NQS include
generic unit standards and qualifications.

Provider Development Services - NZQA team nesibde for Provider
Development and Support for Mri and Pasifika providers.

Provider Registration and Accreditation - NZ@am responsible for
assuring the quality of tertiary educational orgations other than
polytechnics and universities.

Private Training Establishment

Quality Assurance

Quiality Assurance Body

Quality Management System

Standard-Setting Body

Tertiary Assessment and Moderation - NZQA teasponsible for
national external moderation of accredited TEOgs88(g
NZQA-managed standards.

Tertiary Education Organisation - includes ensities, polytechnics and

private tertiary education providers, industryrrag organisations,
government training organisations, and other prengad

National External Moderation Manual for Tertiary Education Organisations 2009
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Links

Best Practice Assessment Principles for the Assasisai Unit Standards
http://www.nzqga.govt.nz/for-providers/resourcesérghtml

Best Practice Principles of Moderation (This docame currently under review.)
http://www.nzqga.govt.nz/for-providers/resourcesérghtml

Framework Updates
http://www.nzga.govt.nz/framework/updates/index..htm

Industry Training Federation
http://www.itf.org.nz

List of ITOs
http://www.tec.govt.nz/education_and_ training/itdsn

Applying for NQF accreditation
http://www.nzqga.govt.nz/for-providers/aaa/glanceér.htmi

Maintaining Registration and Accreditation
http://www.nzqga.govt.nz/for-providers/aaa/applioas/registration/preparation.html

National External Moderation Manual for Tertiaryugdtion Organisations 2008
http://www.nzga.govt.nz/for-providers/moderationtiy.html

NCEA
http://www.nzqga.govt.nz/ncea/

NZQA
http://www.nzga.govt.nz

Provider Login
https://secure.nzqa.govt.nz/for-providers/tertiagih.do

QA Standard One and QA Standard for ITOs
http://www.nzqga.govt.nz/for-providers/qastandards/

Log in guide — Tertiary Education Organisation arat
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 improveNia¢ional External Moderation Manual fdrertiary
Education Organisations 2009This information will be used when the manuaiéxt
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 improvent&lease return this form by
1 November 2009 to:

Operations Officer Moderation Liaison hame
Tertiary Assessment and Moderation

Fax: 04 463-3114

Email: tam@nzqa.govt.nz

NZQA

PO Box 160

WELLINGTON 6140
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