MEDIA STUDIES DEPARTMENTAL GUIDELINES  AND PROCEDURES

Departmental/School wide Policies to consider:

Internal and external moderation

The processes that a department puts in place to monitor the quality of internal assessment tasks and assure the professional judgements of assessors and participate in the national assessment review processes administered by NZQA.

This will include:-

· Storage of assessment items including 8 samples of student work for moderation purposes (random 

· Recording of results

· Authenticity checks

· How your judgements are checked i.e. strip, panel marking, peer moderation?

· Assessment policies should make it clear to students the implications of missed assignments and outline the process to be followed

External assessment

· Students will need opportunities to practice for these within units of work studied

· Assessment results from school exams can provide information on performance, when needed, for compassionate consideration.

Further assessment opportunities

· Re-assessment?  Or re-submission?

· Any further assessment opportunity needs to be valid so the new assessment activity would need to be different in some significant way from the original

Lateness / extensions

·  What is your extension procedure?

Compassionate considerations

· How do you provide evidence?

Authenticity

· A blanket form should be created for every piece of assessment work that is worked on out of the classroom

Equipment policy

· Will students take equipment out of school/home?

· How will you safeguard equipment?

Permission to use student produced material

· A blanket form should be used at the start of the year.

· It could include release details about use of copyright materials

Communication with students

· At the beginning of all courses, students should be provided with information on:

· The aims of the course together with its specific objectives

·  The content of the course and where it fits into their development and the curriculum

·  Course requirements and expectations

·  Assessment and certification information

· Appeal procedures

·  Policy on missed assessments and reassessment

· Avenues of assistance

· Homework policy

· Work completion requirements

· Guidelines for success in the subject

· Resources

· Record-keeping

· Students should be consulted or informed about all policies which affect them

Communication with Parents/Caregivers

· Permission slips for field trips/filming days/camera use

· Permission to show rated films/ sensitive material 

Appeals / reviews

Good practice includes:-

· Written information in booklets for year groups and parents 

· Clarifying the criteria for credit, merit and excellence before assessments are delivered

· Discussing marking processes with classes when assignments are returned and reminding them of appeal processes

· Providing opportunities for students to sign off results to indicate they agree with the grade awarded

Privacy Act

· Who has access to the records and under what conditions?
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