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TO:
Chief Executive Officers of Tertiary Education Organisations




NZQA Liaison Officers

ATTENTION:
NZDipBus Programme Manager

New Zealand Diploma in Business – administration 2007

This circular sets out requirements for the New Zealand Diploma in Business (NZDipBus) for 2007 and beyond.  

A table of contents has been included for easy reference. 
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Further circulars on NZDipBus will be issued throughout the year, some of which will require Tertiary Education Organisations (TEOs) to take certain actions or make submissions.  A copy of circulars already issued can be found on the NZQA website at:

· http://www.nzqa.govt.nz/publications/circulars/tertiary.doc
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General Administration
The New Zealand Diploma in Business (version two) was approved in December 2006 and is now on the New Zealand Register of Quality Assured Qualifications (KiwiQuals). Further information regarding entry criteria and transition arrangements is found under the Rules and Procedures section (see page 10). 

1
Year calendar

Appendix I has a calendar of dates.  It is suggested that the NZDipBus liaison officer put a copy for general reference in each campus for all NZDipBus staff to refer to during the year.  

2
TEO contact details and prescriptions offered in 2007

To ensure the Tertiary Assessment and Moderation (TAM) team keeps each Tertiary Education Organisation (TEO) well informed, TAM must have up-to-date contact information about the TEO.  The response form (Appendix II) requests names and contact details as well as which prescriptions will be offered in 2007. Please ensure this form is returned by Wednesday, 31 January 2007. 

Should the liaison officer or the administrator change during the year, please use this form to notify Tertiary Assessment and Moderation of the change as soon as possible. 

TAM’s postal contact details for responses are given on the last page of the form. 

Moderation

1
National external moderation schedule 2007

The national external moderation process is described in Appendix V.  Please read this carefully and follow the instructions and timeframe for moderation.
Please note this list provides for version one and version two of NZDipBus.  A TEO will submit either a version one prescription or a version two prescription; it will not submit both. 

2006 Semester Two
Due to NZQA by 26 January 2007

	150
	Computer Concepts

	101
	Accounting Practices

	160
	Quantitative Business Methods

	236
	Applied Management


2007 Semester One

Due to NZQA by 31 July 2007

	110
	Introduction to Commercial Law
	or
	510
	Introduction to Commercial Law

	139
	English for Business Studies
	or
	469
	Academic Skills for Business Studies

	201
	Financial Accounting
	or
	601
	Financial Accounting

	225
	International Trade and Finance
	or
	576
	International Trade and Finance


These prescriptions must come from Summer School when they have been delivered in Summer School.
2007 Semester Two

Due to NZQA by 31 January 2008

	120
	The Economic Environment
	or
	520
	The Economic Environment

	115
	Small Business Management
	or
	435
	Fundamentals of Small Business

	203
	Business Finance
	or
	603
	Business Finance

	248
	Marketing Planning and Control
	or
	648
	Marketing Planning and Control


2
National external moderation schedule 2008

The tertiary circular that will follow the March 2007 NACBS meeting will advise which prescriptions have been selected for moderation in semesters 1 and 2, 2008.

3
Resubmission charge

As for 2006, where a TEO has not met the national standard and is required to resubmit the assessment materials for moderation, the TEO may incur a charge for services.

Frequent causes for resubmission are: 

· incomplete submissions where material is missing

· significantly invalid materials.

To minimise these occurrences please: 

· use the material check list to ensure all required material is submitted

· ensure internal moderation processes are applied to quality assure material before external moderation. 

4
Low volume audit 2007

Tertiary Assessment and Moderation conducts an audit of the moderation process for low volume prescriptions in NZDipBus.  

Low volume prescriptions are identified as being those for which enrolment numbers are below 200 over a period of years.  Prescriptions that are classified as low volume are indicated in the booklet Procedures for the Moderation of Low Volume Papers published by the New Zealand Qualifications Authority (NZQA) in 2006, and include those reported as Unspecified Credits for locally approved prescriptions as a 199 or a 299 prescription.

For each TEO, a maximum of three low volume prescriptions are selected for the audit.  The prescriptions are selected on the basis of the largest number of results reported.

A sample of material required for 2007 audit will be requested as follows:

· one set of internal pre-assessment and post-assessment moderation reports for each low volume prescription that was offered in 2006

· one set of pre-assessment and post-assessment moderation reports that was completed by another TEO or industry person, for each low volume prescription that was offered in 2006.

Schedule of Low Volume Prescriptions for 2007

The schedule has been developed from the results reported by TEOs to NZQA.  

	Code
	Prescription

	199
	All local unspecified prescriptions

	204
	Management Accounting for Managers

	205
	Internal Auditing

	210
	Law of Legal Entities

	211
	Business Law

	215
	Advanced Small Business Management

	234
	Planning and Control

	252
	Systems Development Project

	270
	Advanced Banking

	275
	Lending and Securities

	285
	Tourism Industry Management

	299
	All local unspecified prescriptions


Local advisory committee

Section 6.3 of the Assessment and Certification Rules and Procedures For Tertiary Qualifications notes that:

“Each teaching institution accredited to offer NZDipBus programmes is required to have one or more Local Advisory Committees for Business Studies.  The membership of local advisory committees shall include members of the local 

business and professional community, members of the teaching staff of the institution (who shall overall not comprise more than one third of the membership), and students enrolled at the teaching institution. Each local advisory committee shall determine its own composition. 

The NZDipBus Regulations state that the following are specific functions of local advisory committees: 

· Making recommendations through the NACBS to the Qualifications Authority on improvements to the structure and administration of the qualification. 

· Reviewing standards and relevance of NZDipBus courses against the needs of the business community. 

· Receiving reports of national moderation of assessment and other quality assurance measures and recommending appropriate follow up actions. 

· Receiving reports on assessment results and making recommendations to the teaching institution where appropriate. 

· Preparing an annual report for the NACBS on the activities of Local Advisory Committees in the form specified. 

Local advisory committees have an important role in ensuring that industry developments and current practices are reflected in teaching NZDipBus programmes.  In particular, they can offer valuable comment on draft versions of revised prescriptions which have been circulated to teaching institutions for comment.”
NZQA requires each local advisory committee to report on its activities for the past year.  In particular on how it carried out its functions, as noted in the rules, and any issues that arose.  The report form is provided in Appendix III. This report must be sent to Tertiary Assessment and Moderation, NZQA, by 31 January 2007. 

Results and certificates

1
Credit transfer and assessment of prior learning

‘Credit Transfer’ refers to the obtaining of academic credit for an NZDipBus prescription on the basis of skills and knowledge already held by the student and which are embodied in a qualification already held by, or components of a qualification already credited to, the student.  It does not refer to the transfer of the academic record for a student from one teaching institution to another.

Please see circular T2006/004, Credit Transfer Rule Change and Prescription Approval Guidelines, for more information. 

‘Assessment of Prior Learning’ is sometimes also referred to as RPL (Recognition of Prior Learning) and refers to the obtaining of credit for a component of a qualification on the basis of knowledge and skills developed by the applicant outside formal programmes of education and training.  They may be developed, for example, through on-the-job training, self teaching or life experience.  Please refer to the NZQA website for more information on prior learning:  http://www.nzqa.govt.nz/for-learners/prior-learning.html

Please note that there is an organisation, Centre for Assessment of Prior Learning, that may assist candidates.  The web address is http://www.caplnz.ac.nz.  
NZQA collects information on the number of credit transfers and assessment of prior learning to monitor outcomes of these applications. Appendix IV contains a form for 

TEOs to report the number of applications received for credit transfer and assessment of prior learning. This report is due to Tertiary Assessment and Moderation, NZQA, by Wednesday, 31 January 2007.
2
Submission of results

As part of the requirements for accreditation for the NZDipBus, at the end of each semester all student results must be sent to Records Team, Qualifications Business Operations and Development, NZQA.  This includes results for students who

· do not pass

· enrol for an NZDipBus prescription as part of another qualification

· have been awarded a credit transfer (cross credit) for an NZDipBus prescription. 

Tertiary circular T2006/019 gives the current schedule of fees that applies to enrolments from 1 January 2007.

Payment ($12.00 per prescription result, less $2.00 per prescription, administration rebate retained by the TEO) must be included when results are submitted.  

After results are received, the student database is updated.  Where results are submitted electronically, result listings are sent to teaching organisations. 

· Please report results by the national codes used for NZDipBus prescriptions and not by any institutional numbers. 

· Only report current, nationally approved prescriptions or prescriptions for unspecified credit. 

· For 2006 results, the national code 199 reports prescriptions for unspecified credit at 100 level and the national code 299 reports prescriptions for unspecified credit at 200 level. 

· A ‘P’ grade must be used for credit transfer or assessment of prior learning results. 

Please note: since February 2005, NZQA has not issued student result notices to students.  A transcript of an individual’s results may be requested by contacting the Records team, NZQA, on telephone 04 463 3000.

3
TEO issued testamurs (certificates)

The NZDipBus testamurs will be awarded by the New Zealand Qualifications Authority in the joint names of the NZQA and accredited TEOs. 

TEOs may issue their own NZDipBus testamurs, subject to the following conditions as detailed in Appendix VI. 

Testamurs must not be issued to students who have not paid the required Qualifications Authority fees.
Data collection

1
Annual national data collection 2006
Statistical information from the 2006 national data collection is available on request. Please note that as not all accredited TEOs provided data, the statistics are not representative.  Care should be used to verify the data if you are to use the data to make informed decisions. 

2
Annual national data collection 2007

The annual national data collection for NZDipBus provides NZQA with an overview of:

· the number of students enrolled in the qualification

· the number of NZDipBus testamurs issued

· the nature of students enrolled – whether domestic or full fee paying

· the number of students enrolled in NZDipBus locally approved prescriptions.

The national data collection also assists NZQA to determine prescriptions that require national external moderation or a low volume audit.

The national data collection for 2007 requires the information mentioned above for semester one 2007, semester two 2007 and summer school 2006. 

A circular with instructions and tables for entering data will be sent to TEOs mid-2007. 

Rules and procedures

1
Tertiary rules and procedures

Assessment and Certification Rules and Procedures for Tertiary Qualifications include the rules and procedures for version one of the NZDipBus qualification.  This document is available on the NZQA website at: 

http://www.nzqa.govt.nz/qualifications/tertqual/regulations.html.

The document will be updated to include rules and procedures for version two of the NZDipBus early in 2007. 

If you have difficulty downloading a hard copy, please contact Tertiary Assessment and Moderation at tam@nzqa.govt.nz or telephone 04 463 3000.

2
NZDipBus version two entry criteria

All TEOs wishing to offer NZDipBus (version two) are required to have mandatory entry criteria appropriate to the structure of their course.  These entry criteria must be equal to, or above, the following:

Applicants less than 20 years old must have:

· a minimum of 14 numeracy credits at level 1 or higher in Mathematics or Pangarau on the National Qualifications Framework

· fifty credits at level 2 or above with at least 12 credits in each of three subjects including a minimum of 8 literacy credits at level 2 or higher in English or Te Reo Māori; 4 credits must be in Reading and 4 credits must be in Writing. The literacy credits will be selected from a schedule of approved achievement standards and unit standards. The schedule may be found on the NZQA website at: http://www.nzqa.govt.nz/ncea/ue/litreqs.html;

· or equivalent to the above.

International students where English is a second language must also have an IELTS score of 6.0 (academic) with no individual band lower than 5.5 or TOEFL score of 550.
3
Guidelines for the transition arrangements to version two of the NZDipBus 

The transition arrangements for version two of the NZDipBus are:

1 Any student who has passed 12 NZDipBus version one prescriptions and met all requirements for version one, and for which the results were reported to NZQA prior to 1 January 2008, will be awarded version one of the qualification.

2 Any student who enrols for their first NZDipBus prescription that is to be delivered in a semester or term that starts after 1 January 2009, will complete version two of the qualification.

3 Any student part way through version one of the qualification may elect to complete either version one or version two of the qualification.  Any version two prescription completed will be accepted towards the completion of version one of the qualification.  The last date of award of version one is 31 December 2010.  

4 For the purposes of awarding version two of the qualification, grades of ‘C’ or higher for version one core prescriptions that are reported to NZQA prior to 1 January 2009, will be accepted as equivalent to a ‘pass’ result for the corresponding version two prescriptions.  The results will be recorded with a version one prescription code and the grade achieved.
5 Results of ‘P’ for version one prescriptions (awarded through credit transfer or Assessment of Prior Learning) will not be acceptable for the purpose of awarding version two of the qualification.
6 Any student part way through version one of the qualification wishing to transfer to version two and who has reported results for elective version one prescriptions that have increased in level will need to attain the corresponding version two elective prescriptions through Assessment of Prior Learning (APL).  The APL process will be managed by the provider who will determine what additional material/assessments, etc will be required to achieve a ‘P’ grade for the version two prescriptions.  For elective prescriptions that have not increased in level, results for version one elective prescriptions will be accepted for version two of the qualification.  
Elective prescriptions changed in level

	Code
	Title
	Level
	Credit

	501 (101)
	Accounting Practices
	5
	20

	570 (170)
	Introduction to Banking and Financial Services
	5
	20

	580 (180)
	Principles of Tourism
	5
	20

	605 (205)
	Internal Auditing
	6
	20

	630 (230)
	Leadership
	6
	20

	635 (235)
	Employment Relations
	6
	20

	637 (227)
	Entrepreneurial Planning
	6
	20

	685 (285)
	Tourism Industry Management
	6
	20


Note:  

During the period 1 January 2008 – 31 December 2010, TEOs awarding the qualification must check that each applicant for the qualification satisfies the arrangements as specified in this transition plan.

Publicity

All accredited NZDipBus TEOs will ensure that the change to the qualification is well publicised to their current and prospective students and will make available copies of the transition plan during the transition period (1 January 2008 – 31 December 2010).

4
National prescriptions’ codes for version two

The codes have been listed in Table 3 in circular T2006/011 and in Appendix II.
5
Guidelines on credit transfer and unspecified credit 2006

The guideline was released to TEOs in circular T2006/004 Credit Transfer Rule Change and Prescription Approval Guidelines.

enquiries
Please direct any enquiries relating to the contents of this circular to:

D Suzi Grindell

Tertiary Assessment and Moderation

New Zealand Qualifications Authority

PO Box 160

Wellington

Phone:  04 463 3049

Fax:  04 463 3114

E-mail:  suzi.grindell@nzqa.govt.nz
Linda Glogau

Manager 

Qualifications Development and Tertiary Moderation

Appendices

Appendix I
Administrative information for NZDipBus 2007

Please note that all submissions should be sent to Tertiary Assessment and Moderation, NZQA, PO Box 160, Wellington unless otherwise specified. 

	26 January
	Final date for submission of material for national external moderation from semester two 2006.  Moderation reports will be returned to providers by early April.

	
	

	31 January
	Final submission date for the following forms:

1 Response form – 2007 NZDipBus arrangements (Appendix II).

2 Local advisory committee annual report for 2006 (Appendix III).

3
Information on credit transfers and assessment of prior learning in 2006 (Appendix IV).

	
	

	31 July
	Semester one results due to Records Team, NZQA.

Any grade changes (resulting from, for example, appeals) may be submitted after 31 July.

	
	

	31 July
	Final date for submission of material for national external moderation from semester one 2007.  Moderation reports will be returned to providers by early October 2007.

	
	

	31 August
	Records Team, NZQA, sends result listings to providers for results received by 31 July 2007.

	
	

	Late August
	Call for submission of material to Tertiary Assessment and Moderation, NZQA, for the 2007 low volume audit. 

	
	

	Late September
	Return of national data collection tables to Tertiary Assessment and Moderation, NZQA.

	
	

	24 December
	Semester two results due to Records Team, NZQA.

	
	

	31 January 08


	Records Team, NZQA, sends result listings to providers for results received by 24 December 2007.

	
	

	31 January 08


	Final date for submission of material for national external moderation from semester two 2007.  Moderation reports will be returned to providers by early April 2008.


Appendix II

Response form – 2007 NZDipBus contact details and prescriptions offered

Name of Tertiary Education Organisation: ________________________________

Ministry of Education code number:  __ __ __ __

Please return the completed form by Wednesday, 31 January 2007
1
NZDipBus Liaison Officer
Please give details of a person with whom contact may be made during the year regarding NZDipBus matters or issues. This should be a person in a senior NZDipBus management position.

Name:  _______________________________________________________________

Official designation (eg NZDipBus Programme Leader, HOD Business):  _______
______________________________________________________________________

Phone number (including extension):  _____________________________________

Fax number:  _________________
Email address:  _________________________

2
NZDipBus administrator
Please give administrator details below so we can maintain our database of NZDipBus administrators. Copies of NZDipBus circulars will be sent directly to administrators.

Name:  _______________________________________________________________

Official designation (eg NZDipBus Programme Administrator, Business Studies Department Secretary):  _________________________________________________

______________________________________________________________________

Phone number (including extension):  ______________________________________

Fax number:  _________________
Email address:  _________________________

3
NZDipBus prescriptions being offered in 2007
Please indicate which NZDipBus prescriptions you will be offering this year.  For prescriptions 199, 299, 497, 498, 499, 597, 598, 599, 697, 698 and 699 please also enter the names of any prescriptions you are offering.

This information is used to plan national external moderation, so please provide as accurate information as is known at this time.
Core prescriptions
Version one

	No
	Name of prescription
	Semester one
	Semester two
	Summer school

	100
	Accounting Principles
	
	
	

	110
	Introduction to Commercial Law
	
	
	

	120
	The Economic Environment
	
	
	

	130
	Organisation and Management
	
	
	

	140
	Business Communication
	
	
	

	141
	Marketing Principles
	
	
	

	150
	Computer Concepts
	
	
	


Version two

	No
	Name of prescription
	Semester one
	Semester two
	Summer school

	400
	Accounting Principles 
	
	
	

	510
	Introduction to Commercial Law
	
	
	

	520
	The Economic Environment
	
	
	

	530
	Organisation and Management
	
	
	

	541
	Fundamentals of Marketing
	
	
	

	550
	Business Computing
	
	
	

	560
	Business Communication
	
	
	


Optional prescriptions
Version one

	No
	Name of prescription
	Semester one
	Semester two
	Summer school

	101
	Accounting Practices
	
	
	

	115
	Small Business Management
	
	
	

	139
	English for Business Studies
	
	
	

	160
	Quantitative Business Methods
	
	
	

	170
	Fundamentals of Banking
	
	
	

	180
	Principles of Tourism
	
	
	

	199
	
	
	
	

	199
	
	
	
	

	199
	
	
	
	

	201
	Financial Accounting
	
	
	

	202
	Management Accounting
	
	
	

	203
	Business Finance
	
	
	

	205
	Internal Auditing
	
	
	

	206
	Taxation
	
	
	

	210
	The Law of Legal Entities
	
	
	

	211
	Business Law
	
	
	

	215
	Advanced. Small Business Management
	
	
	

	220
	Managerial Economics
	
	
	

	225
	International Trade and Finance
	
	
	

	227
	Entrepreneurial Planning
	
	
	

	230
	Leadership
	
	
	

	232
	Operations Management
	
	
	

	233
	Human Resource Management
	
	
	

	234
	Planning and Control
	
	
	

	235
	Employment Relations
	
	
	

	236
	Applied Management
	
	
	

	242
	Marketing Research
	
	
	

	244
	Buyer Behaviour and Comm. Strat.
	
	
	

	248
	Marketing Planning and Control
	
	
	

	250
	Applied Computing
	
	
	

	252
	Systems Development Project
	
	
	

	255
	Information Management
	
	
	

	270
	Advanced Banking
	
	
	

	275
	Lending and Securities
	
	
	

	285
	Tourism Industry Management
	
	
	

	299
	
	
	
	

	299
	
	
	
	

	299
	
	
	
	


Version two 

	No
	Name of prescription
	Semester one
	Semester two
	Summer school

	430
	Quantitative Business Methods
	
	
	

	432
	Office Management
	
	
	

	435
	Fundamentals of Small Business
	
	
	

	469
	Academic Skills for Business Studies
	
	
	

	497
	
	
	
	

	498
	
	
	
	

	499
	
	
	
	

	501
	Accounting Practices
	
	
	

	534
	Planning and Control
	
	
	

	544
	Buyer Behaviour and Communication Strategies
	
	
	

	570
	Introduction to Banking and Financial Services
	
	
	

	575
	Lending and Securities 
	
	
	

	576
	International Trade and Finance
	
	
	

	580
	Principles of Tourism
	
	
	

	597
	
	
	
	

	598
	
	
	
	

	599
	
	
	
	

	601
	Financial Accounting
	
	
	

	602
	Management Accounting
	
	
	

	603
	Business Finance
	
	
	

	605
	Internal Auditing
	
	
	

	606
	Taxation
	
	
	

	610
	The Law of Business Entities
	
	
	

	611
	Business Law
	
	
	

	620
	Managerial Economics
	
	
	

	630
	Leadership
	
	
	

	631
	Strategic Planning for Small Business
	
	
	

	632
	Operations Management
	
	
	

	633
	Human Resource Management
	
	
	

	635
	Employment Relations
	
	
	

	636
	Applied Management
	
	
	

	637
	Entrepreneurial Planning
	
	
	

	642
	Marketing Research
	
	
	

	648
	Marketing Planning and Control
	
	
	

	650
	Applied Computing
	
	
	

	652
	Systems Development Project
	
	
	

	655
	Information Management
	
	
	

	670
	Advanced Banking
	
	
	

	685
	Tourism Industry Management
	
	
	

	697
	
	
	
	

	698
	
	
	
	

	699
	
	
	
	


Signature of NZDipBus Liaison Officer:   ________________________________

Date:                                                              __​​​​​​​​​​​​​​​​​​​​​​​​​______________________________
	Please return the completed form by Wednesday, 31 January 2007 to:

D Suzi Grindell

Tertiary Assessment and Moderation 

New Zealand Qualifications Authority

PO Box 160

Wellington

Phone:
04 463 3049

Fax:
04 463 3114




Appendix III


NEW ZEALAND DIPLOMA IN BUSINESS

Report of local advisory committee(s) 2006

Name of Tertiary Education Organisation: ________________________________

Ministry of Education code number:  __ __ __ __

1
Please list all LAC members, including staff and students:

	NAME
	ORGANISATION
	OCCUPATION

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add additional rows if required

2
When did the LAC meet during the year?

____________________      ____________________      ____________________

____________________      ____________________      ____________________

3
Please list matters discussed by the Committee (relevant to NZDipBus):

(Attach at least one set of LAC meeting minutes from the current year)

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________
Use additional space if required.

Signature of NZDipBus Liaison Officer:   ________________________________

Date:                                                              __​​​​​​​​​​​​​​​​​​​​​​​​​______________________________

	Please return the completed form by Wednesday 31 January 2007 to:

D Suzi Grindell

Tertiary Assessment and Moderation 

New Zealand Qualifications Authority

PO Box 160

Wellington

Phone:
04 463 3049

Fax:
04 463 3114


Appendix IV


NEW ZEALAND DIPLOMA IN BUSINESS

2006 Credit transfer and assessment of prior learning applications 

Name of Tertiary Education Organisation: ________________________________

Ministry of Education code number:  __ __ __ __

(a) Credit Transfer

	
	Credit transfer towards NZDipBus prescriptions
	Credit transfer towards graduate profile


	Number of applications received
	
	

	Number of successful applications
	
	

	NZDipBus prescriptions for which these applications were made
	
	Not applicable


Any issues that have arisen or trends which have been observed with the credit transfer applications

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

(b) Assessment of Prior Learning

	Number of applications received
	

	NZDipBus papers for which these applications were made
	


Any issues that have arisen or trends which have been observed with the assessment of prior learning applications

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

Signature of NZDipBus Liaison Officer:   ________________________________

Date:                                                              __​​​​​​​​​​​​​​​​​​​​​​​​​______________________________

	Please return the completed form by 31 January 2007 to:

D Suzi Grindell

Tertiary Assessment and Moderation 

New Zealand Qualifications Authority

PO Box 160

Wellington

Phone:
04 463 3049

Fax:
04 463 3114


Appendix V

National external moderation information for, and advice to, Tertiary Education Organisations (TEOs)

The nature and purpose of the national external moderation system
NZDipBus is a national qualification, owned and administered by the New Zealand Qualifications Authority (NZQA).  TEOs accredited to offer NZDipBus prescriptions undertake assessment according to their own policies.

Separate systems operate for high volume prescriptions and low volume prescriptions.  High volume prescriptions are part of the national external moderation process.  To ensure the maintenance of a national standard, prescriptions are moderated on a cyclic basis.

The process is a quality assurance mechanism to ensure that an appropriate standard is maintained nationally across all TEOs, giving users of the qualification (students, employers and the business community) confidence that it has integrity.

Specifically, the moderation process has two functions:

· To identify the extent to which the assessment tasks for a prescription being moderated adhere to and cover the prescription.

· To establish a national standard, and to identify, in each aspect of the prescription, how each TEO’s standard relates to the national standard.

Outline of the moderation process

TEOs are notified several months in advance of prescriptions that are to be moderated, through a tertiary circular. TEOs offering these prescriptions submit material for moderation on the due date. 

Any TEO not offering a prescription in a nominated semester but offering it in the semester immediately prior also submits material for the nominated semester.

Each prescription has two moderators – one from industry and the other from a TEO except where there are over 20 submissions for a prescription.  When moderation submissions for a prescription are over 20, a lead moderator will also be contracted.  

Each TEO teaching the prescription sends in assessment material for the prescription.  The material submitted consists of:

1
Course outline and text book/reading list

A copy of the material provided to students.

2
Statistical summary

The form is available from http://www.nzqa.govt.nz/qualifications/tertqual/dipbus/moderation.html
3
Assessment tasks and marking schedules

These include test prescriptions, assignments, case studies, final examinations, and any other assessment tasks students were given to complete.  Marking schedules or suggested solutions for each assessment task must be included.

4
Student work samples

Select two items of assessed work:

· one substantial test or final examination (ie a supervised assessment)

· one substantial assignment, case study or project (ie a non-supervised assessment).

For each item, select three students, one in the lower quartile, one near the median, and one in the upper quartile, and submit the marked work from these students for the assessments selected (ie six items of assessed work are to be submitted).  

The level of student (lower quartile, near median, upper quartile) must be indicated.

The assessment material is evaluated by each moderator, independently of the other.  When moderation submissions for a prescription are over 20, a lead moderator will conduct check moderation to ensure the consistency of the moderation.

Following evaluation of the material, the academic or lead moderator confer and prepare the following reports:

· national external moderation reports for each TEO
· national moderation reports cover sheet,  which indicates, for each TEO, whether or not all required material has been submitted, and which highlights any strengths or matters of concern

· national external moderation summary report commenting on issues, standards and trends nationally.

Moderators are also asked to identify any assessment material which is particularly useful in identifying an appropriate national standard or which illustrates good practice.  Such material may be distributed to teaching institutions as exemplar material after approval has been obtained from the TEOs concerned.
Timeframe for moderation
It is essential that TEOs submit materials according to this timeframe to ensure that there are no consequential delays in the moderation process.  

If a TEO has delivered a prescription for moderation during summer school, the moderation submission in July must come from the summer school delivery. 

Moderation Timeframe:

	Activity
	Semester one
	Semester two

	Material received by NZQA from teaching institutions
	End of July
	End of January (the following year)

	Material received by moderators
	End of first week of August
	End of first week of February (the following year)

	Material returned from moderators to NZQA (6 – 8 weeks allowed for moderation)
	Early October
	End of March (the following year)

	Moderation reports received by teaching institutions
	End of October
	Early April (the following year)


NZQA will follow up missed submission dates.

Collection of material

It is suggested that material is put aside cumulatively during the progress of the course.  This means that the material will be readily available when it needs to be submitted for moderation.

Presentation of material

Please submit three copies of the material assembled in the following order:
1
Statistical summary form.

2
An assessment grid showing the assessments set for the whole course and their weightings.  It is helpful to mark on the grid those assessments for which student work has been submitted.

3
Each assessment followed immediately by its marking schedule.  Assessments should be assembled in the order in which they were completed during the course.

4
The marked student work for the supervised assessment.  The work from the student near the upper quartile should be presented first, followed by the work from the student near the median and then the work from the student near the lower quartile.

5
The marked student work from the unsupervised assessment, presented in the order as above.

6
Course outline and text book/reading list.

Please clearly label and identify the purpose of each piece of work submitted.  Using coloured paper to separate the various items may help.

Important note:

TEOs often fail to meet the national standard as a result of:

· not submitting crucial assessment documents such as the final exam, marking schedules etc

· failing to fully assess the learning outcomes

· lack of sufficient evidence in marking schedules to clearly show the required student response

· lack of detailed mark allocations or break-up of marks for each question to assist with consistency of assessor decisions.

Checking that these points do not apply to the material submitted by your organisation will help minimise this occurrence.  
Appendix VI

Agreement for approval to issue the New Zealand Diploma in Business (NZDipBus) from 1 January 2007 to 31 December 2007

Organisation Name

1. This agreement and the attached schedules set out the terms and conditions under which approval to issue the NZDipBus Diploma is granted.

2. Approved organisations agree to:

2.1 Seek official verification from the Qualifications Authority before an approved diploma is issued.

2.2 Ensure that the Qualifications Authority logo, seal and electronic signature of the Qualifications Authority Chief Executive are not to appear on the diploma.

2.3 Obtain approval in writing for any proposed changes to New Zealand Diploma in Business before implementing these changes.

2.4 Submit a replica1 copy of the diploma design annually to attain authorisation in writing from the Qualifications Authority together with a signed copy of the annual agreement as issued by the Qualifications Authority.

2.5 Submit verification applications on the provided form.

2.6 Electronically maintain a list of all learners as per the details outlined in Schedule 5, form ALVR0106 version 01, for which the diploma has been issued and make the list available for auditing by the Qualifications Authority.

2.7 Submit the electronic list of all learners for which the diploma has been issued annually or as requested, by the date stipulated to comply with Schedule 5.

2.8 Nominate a sole contact person who will be responsible for completing the details contained in Schedule 1, form CCDF0106, version 01 and return to the Qualifications Authority with the signed agreement.

2.9 Submit the details outlined in Schedule 3 of any learners who have been issued with a replacement diploma within 10 working days to the Qualifications Authority.

2.10 Ensure that multiple copies of an individual’s diploma are not provided.

3. The Qualifications Authority agrees to:

3.1 Provide written approval for the approved organisations to issue the diploma.

3.2 Process correct verification applications within a 10 working days timeframe where received independently from any required results processing.

3.3 Provide a written explanation to the approved organisation if the 10 working days timeframe cannot be maintained for any reason.

4. Both parties agree that if there are any issues with the verification process, the approval to issue the diploma may be withdrawn or suspended pending resolution of any issues that may have arisen.

5. Both parties agree that written notification will be provided if the approval is to be withdrawn, except where the Qualifications Authority has evidence that failure to seek verification has occurred, in which case, the approval will be immediately withdrawn.

6. There are five schedules attached to this agreement:

· Schedule 1 contains a Confirmation of Contact Details form to be completed and returned with a signed copy of this agreement, form CCDF0106, version 01.

· Schedule 2 lists the contact details at the Qualifications Authority, form NZQA0106, version 01.
· Schedule 3 contains the Verification Procedures, form number VP0106, version 01.
· Schedule 4 contains the Diploma Specifications, form number CDS0106, version 01.
· Schedule 5 contains the Annual List of Verification Request requirements, form number ALVR0106, version 01.

___________________________
_____________________


Bali Haque


Deputy Chief Executive


Date


Qualifications


New Zealand Qualifications Authority

____________________________
______________________


Chief Executive Officer


Date


Organisation Name
Schedule 1
CCDF0106
Confirmation of Contact Details Form

Please complete this form and return it with a signed copy of the Agreement to Records Team, Qualifications Division, New Zealand Qualifications Authority, PO Box 160, Wellington.

Please nominate a contact person to act as a central contact point.  All verifications and any related enquiries will be directed to the contact person and details specified below.

	Organisation name
	

	Contact person
	

	Address details
	

	
	

	
	

	Email address
	

	Phone number
	

	Fax number
	


Schedule 2







NZQA0106
NZQA Contact Details

All enquiries

Team Leader Records

Records Team

Phone 04 463 3000

Fax 04 463 3107

Contact addresses

Email:
tertiary records@nzqa.govt.nz

Post:

Records Team



Qualifications Division



New Zealand Qualifications Authority



PO Box 160



WELLINGTON

Schedule 3




VP0106
Verification Procedures

1. Failure to seek official verification will result in immediate withdrawal of the approval to issue the NZDipBus diploma and notification to your Quality Assurance Body (QAB).

2. Verification applications must only be submitted on the provided form. 

3. The verification process involves a database check that ensures the learner has the required credits which support the issue of the requested qualification and that all relevant fees are paid.

4. If the learner is eligible, then the qualification is added to that individual’s result transcript and noted as issued by the organisation that sought the verification.

5. Where the relevant fees are not paid, an explanation of the outstanding fees will be provided.

6. A Validation of Qualifications report (also known as a Print-Log) will also be generated, listing the outcome of the verification application for each learner.

7. Processing of the verification request will be based on the learner and qualification information provided.  Inaccurate or incomplete details will require the resubmission of the verification.

8. If a learner is not eligible at the time a verification is processed, the organisation will need to re-submit the verification for that learner by separate notification. 
Replacement Diploma

9. If a learner has misplaced/lost or destroyed the diploma, then they can apply for a replacement copy.  The learner must put the request in writing stating the reason the request for a replacement copy has been made.

10. Multiple copies of the diploma must not be supplied.

11. Approved organisations must provide the following details within 10 working days to the Qualifications Authority for any learner who has been issued with a replacement certificate:


Learners first and last names


Date of birth


Qualification code 


Qualification title and any relevant strands or optional strands


Reissue date

12. The details of any learner who has been issued with a replacement diploma must also be made available for auditing by the Qualifications Authority as requested.  

Schedule 4

CDS0106
Diploma Specifications

General Specifications

	Qualification Title
	

	Qualification Statement
	The diploma must include the following statement centred directly under the Qualification title.


	This is to certify that in [Month] [Year] [Name of learner] was awarded this qualification by [Approved Organisation title] accredited under the provisions of the New Zealand Education Act 1989

	Name of learner
	Must be the official name of learner as registered with NZQA

	Format
	Landscape or Portrait

	Size
	A4


Accredited Organisation Logos

Approved organisations may elect to include the logo of one other accredited organisation.  It is the responsibility of the approved organisation to obtain any third partys logo to be included on the diploma.  Only the logo of an accredited organisation can be displayed on the diploma.

Schedule 5
ALVR0106
Annual List of Verification Requests

The following details must be collated electronically as part of the requirement to maintain and submit an annual list of verification requests to the Qualifications Authority for audit purposes.

For each verification sought:

· Learner’s first and last names

· Date of birth (ddmmyyyy)

· Qualification title (registered title only)

· Qualification code (all 4 digits)

· Version number

· Date verification request placed 

· Date diploma issued to learner

· Total number of verifications sought for the year.




This circular includes forms in Appendices II, III and IV that must be returned by 


Wednesday, 31 January 2007.








1 Refers to unspecified credit awarded against a 199 or 299 code as a result of skills and knowledge matched against the graduate profile and not as a result of assessment in locally approved prescriptions. 


1 The replica copy must contain learner name, the qualification title and the actual qualification statement and any other details that will be included on the approved diploma issued to an individual.
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