MODERATION POLICY EXAMPLE

Purpose
The purpose of the moderation policy is to ensure that assessment practices within the organisation are conducted in accordance with NQF principles.
Scope
The policy will deal with issues around fairness, validness and reliability with regard to assessment practices within an organisation.
References
· SAQA criteria and guidelines for assessment of NQF registered unit standards and qualifications.
· SETA/ETQA Moderation Pack
Moderation Process
Moderation of assessment will occur at both the level of FUTURE PERFORMANCE TRAINING (internal moderation) and external moderation. Both internal and external moderation systems will ensure that assessors produce assessments that are credible, fair, valid, reliable and practicable.
The following will be the process for internal moderation:
Step 1: Design
Future Performance Training will ensure that the choice and design of assessment method and tools are appropriate to the unit standards and qualifications being assessed.
Step 2: Implementation
Future Performance Training will ensure that the assessment is appropriately conducted and matches the specifications of unit standards and qualifications. Regular discussions among assessors will take place.
Step 3: Review
Future Performance Training will ensure that lessons are learnt from the design and implementation of moderation and the necessary changes will be made whenever deemed appropriate.
The moderation system will include the following components:
· Appropriate timing (schedule)
· Scope of the moderation
· Moderation materials
· Registered moderators (personnel)
Moderation will be carried as follows:
· Revising exemplars of assessments and benchmarking materials against established criteria.
· Doing statistical moderation
· (10 % sample of assessments ETDP SETA)
· (10% sample of assessments HW SETA)
· (25% sample of assessments SSETA)
· Conducting external assessments
· Site visit by external moderators
· Panel meetings by external moderators
· Establishment of a moderation committee
ETQA Moderators
Moderators who wish to carry out the moderation function for standards and qualifications must be a registered constituent moderator with THE RELEVANT ETQA/SETA.
The moderators will have achieved the unit standards ‘moderate assessment’ and ‘design and develop assessments’ or conduct outcome based moderation.  Moderators must be subject matter experts in the field or sub-field in which they carry out their moderation activities.
Moderators should be able, if required, to moderate the assessment instrument including the instructions to the assessor, instructions to the candidate, recording format, scoring guide etc. These detailed instructions are an essential part of an assessment task or instrument. They are often made into a handbook to guide the assessors and standardize their approach to conducting an assessment task or a series of tasks. This set of instructions is usually known as an assessment guide.
Moderators will have the following characteristics:
· The ability to identify and solve problems
· The ability to work as a team member
· Organizes and manage oneself and activities when planning, preparing, conducting and recording the moderation.
· The ability to collect, organize and critically evaluate information.
· Effective communication skills
· Understanding of the impact of moderating assessments on individuals, organisations and the credibility of recognition through the NQF system.
· The ability to plan, conduct and give feedback in a culturally sensitive manner.
· The ability to guide conversation to keep it flowing smoothly, keep the discussion focused and have confidence.
· The ability to encourage expression of viewpoints without showing preference or sharing personal views and must be non-judgemental.
· Be an expert in the field and understand, be well informed and familiar with the subject.
· Have the ability to be comfortable with all types of people and be able to apply different communication styles.
Moderators will have an understanding of:
· Principles of assessment
· Principles and practices of RPL
· Methods of assessment
· Principles and mechanisms of the NQF
· Assessment policies and ETQA requirements
· Moderation Techniques, systems and specific moderation requirements
· The role and function of a moderator
· Knowledge of quality assurance and policy and procedure
· Understanding of organisational or institutional contexts
Moderators will have the following functions:
· Verify that assessments are valid, fair, reliable and practical
· Evaluate assessment design, assessment process, assessment outcomes and documentation of proof of individual learners’ competence status
· Evaluate registered Assessors performance.
· Identify and provide evidence for the de-registration of Registered Constituent Assessors
· Identify areas within the assessment system that may require improvements
· If required, identify any needs to redesign assessments and assessment tools/instruments if required
· If required, identify any need to redesign moderation and/or moderation systems tools
· Provide an appeals procedure for any learners that may feel dissatisfied
· Provide feedback to SETQAA on Unit Standards and Qualifications
· Provide support and guidance to Assessors
Internal moderation
Internal moderation will be conducted after every assessment process and reports will be submitted with the upload of learner achievements to SETQAA and it will be conducted by registered constituent moderators. Reports will be submitted to SETQAA at the intervals as specified and required.
The intervals for the submission of internal moderation reports:
· Every third month of the learnership.
The internal moderator will concentrate on the assessment plans that have been put in place, such as:
· Accreditation status
· Structured curriculum
· Implementation procedures of the Quality Management System
· Required workplace exposure as per the qualification/learnership
· Learning material and relevance to the qualification/learnership
· Assessment tools to be used for summative and formative assessments
· Constituent status of assessors
· Assessment plans
· Design of assessment activities and process to be followed
· Assessment guides
· Moderation sampling requirements
· Formative and summative assessments will both have been conducted at this stage
· Assessment will also include procedures such as:
· Rating scales
· Work samples
· Simulations
· Role plays
· Observing learner performance
· Critiquing learner products
· Conducting interviews
· Reviewing learner’s background or previous performance using portfolios
· The internal moderator will moderate the assessment tools keeping in mind:
· The content of the standard to be assessed
· Professional judgement of the Assessor in terms of:
· Level of candidate
· Resources available
· Learner’s experience
· Purpose of assessment
· Credits to be awarded
· Month 6 of the qualification/learnership.
The moderator will identify gaps from the tools and processes followed and provide recommendations to the Assessor.  The internal moderator will concentrate on the following areas:
· Assessment guides indicating:
· Design of assessment activities and processes to be followed
· Assessment plan
· Assessment is fit for purpose
· Consistency, reliability, validity, appropriateness and practicability of assessment
· Assessment tools
· Portfolio of evidence indicating:
· Authenticity
· Evidence assessed reflects current level of learner’s competence
· Sufficiency, currency, reliability and validity of evidence
· Applied competence assessment/ workplace experiential learning/ workplace evidence
· Progress, Assessor and Moderation reports
· Learner records of Future Performance Training database and upload of achievements
· Moderation guide indicating:
· Moderation report indicating:
· Assessment process is fair, unbiased and does not present any barriers for the learner
· Assessment was conducted in line with policies that are in line with SETQAA policies
· Ability and competency of Assessor
· Learner’s readiness in respect of the assessment and progress in respect of the learning experience
· Assessments conducted by various Assessors to check reliability and consistency of assessment practices (combination of Competent and Not Yet Competent results)
· Feedback provided to the Assessor
· Moderation review
· Month 9 of the qualification/learnership
The moderator shall:
· Remedy any shortfalls identified and test the provided recommendations
· Guiding and informing the assessment processes that are meant to prepare the learners for Summative/Integrated Assessments.
· Internal moderation conducted at this stage will be similar to moderation conducted at Month 6.
At the beginning of month 10 a request for Final External Moderation and Summative Assessment will be sent where applicable.
A random sample of 25% of the learners’ Portfolios of Evidence or assessments conducted will always be used by the Moderator.
· Month 11 of the qualification/learnership
The internal moderator will provide the final report, which will consist of moderation activities conducted during and after assessments. Moderation will cover all areas including but not limited to:
· Accreditation status
· Structured curriculum
· Implementation mechanisms of the Quality management System
· Required workplace exposure as per the qualification/learnership
· Learning material and relevance to qualification/learnership
· Constituent status of assessor and moderators
· Assessment guides indicating:
· Design of assessment activities and processes to be followed
· Assessment plan
· Assessment is fit for purpose
· Consistency, reliability, validity, appropriateness and practicability of assessment
· Assessment tools
· Portfolio of evidence indicating:
· Authenticity
· Evidence assessed reflects current level of learner’s competence
· Sufficiency, currency, reliability and validity of evidence
· Applied competence assessment/ workplace experiential learning/ workplace evidence
· Progress, Assessor and Moderation reports
· Learner records of Future Performance Training database and upload of achievements
· Moderation guide indicating:
· Design of moderation activities and processes to be followed
· Moderation plan
· Sampling requirements
· Moderation report indicating:
· Assessment process is fair, unbiased and does not present any barriers for the learner
· Assessment was conducted in line with policies that are in line with SETQAA policies
· Ability and competency of Assessor
· Learner’s readiness in respect of the assessment and progress in respect of the learning experience
· Assessments conducted by various Assessors to check reliability and consistency of assessment practices (combination of Competent and Not Yet Competent results)
· Feedback provided to the Assessor
· Moderation review
We will have registered Constituent Moderators available to fill the moderation requirement and moderators will follow the moderation process as set out below:
External moderation
Future Performance Training will provide a random sample of 25% for the purposes of external moderation. The following will be made available for the purposes of external moderation:
· Structured curriculum
· Implementation mechanisms of the Quality Management System
· Learning material and its relevance to the qualification / learnership / skills programme
· Constituent status of assessors and moderators
· Assessment guides indicating:
· Design of assessment activities and the process that will be followed
· Assessment tools used for formative assessments
· Assessment tools used for summative assessments
· Portfolio of evidence indicating:
· Authenticity
· Summative assessments
· Progress and Assessor reports
· Learner records of Future Performance Training database and upload of enrolment / achievements
· Moderation guide indicating:
· Design of moderation activities and processes followed
· Moderation plan
· Sampling requirements
· Moderation report
· Internal moderation report
Evidence using a variety of assessment techniques, including work samples, simulations, role plays, written, oral, portfolios and projects will be gathered.
During external moderation the External Moderator will have access to:
· Accreditation report
· Quality Management Systems
· Assessment strategies, guides and instruments
· Portfolio of Evidence
· Project report
· Detailed Future Performance Training database of learners, assessors and moderators
· Internal moderation reports and systems
The principles of good assessment
The universal assessment principles of fairness, validity, reliability and practicability form the foundation of the ETDQA and Future Performance Training assessment policy.
Fairness relates mainly to the assessment process. Validity relates mainly to the assessment design. Reliability relates mainly to the conduct of the assessment. And practicability relates mainly to the financial and time implications of assessment.
A fair assessment should not in any way hinder or advantage a candidate. Fairness is the overarching principle for good assessment practices, but the other principles help to clarify exactly what we mean by a fair assessment. Examples of unfairness might include:
· Unequal opportunities or resources;
· Biased assessment (e.g. In relation to ethnicity, gender, age, disability, social class, language);
· Unethical behaviour by the assessor, candidate or other person involved (threats, bribes, copying, leaking of confidential information, etc.);
· Any irregularities in the conduct of the assessment;
· A lack of transparency about the assessment process; or
· Ambiguous or unclear assessment instructions.
Language must not be barrier to assessment. Learners have a right to assessed in a language of their choice whenever possible. Learners should generally be assessed in a language they are most proficient in; which may be any one of the eleven official languages of South Africa. Learners have a right to an interpreter for an assessment, unless the assumption for the unit standard is competency within the language of assessment, and where the language of assessment is different to that of the candidate.
A valid assessment really assesses what it claims to assess. In order to achieve validity in the assessment, assessors should:
· Check that the selected assessment instrument really targets the selected outcomes/unit standards;
· Check that the assessment method that is ‘fit for purpose’;
· Ensure that the evidence is authentic (it was generated by the candidate in an appropriate context);
· Ensure that the evidence is current (up-to-date), if  this is a requirement; and
· Ensure that the evidence is sufficient to show competence and covers the range given in the range statement, where this exists.
A reliable assessment is one that is in line with other assessments made by the same and other assessors in relation to the same unit standard or qualification. Reliability in assessment is about consistency. Consistency means that comparable judgments are made in the same (or similar) contexts each time a particular assessment is conducted. Assessment judgments should also be comparable between different assessors. Assessment results should not be perceived to have been influenced by variables such as:
· Assessor bias;
· Different assessors interpreting the standards or qualifications differently;
· Assessor stress and fatigue; or
· Assessor assumptions about the candidate, based on previous performance.
The principles of fairness, validity and reliability imply that some form of moderation practices (both internal and external) need to be applied to assessments. In other words, moderation is a key element of a reliable assessment system.
A practicable assessment is effective without placing unreasonable demands on the relevant role-players. Assessment should be designed to be as effective as possible in the context of what is feasible and efficient in a particular learning programme or RPL process.  It should try to avoid unreasonable demands in relation to:
· The time commitments required for the generation, collection, presentation and assessment of evidence involving:
· The candidate;
· The assessor;
· Third party witnesses (mentors, line-managers, coaches…); and
· Evidence facilitators, RPL advisors and others involved in advice and support.
References
· SAQA criteria and guidelines for assessment of NQF registered unit standards and qualifications.
· THE RELEVANT ETQA/SETA guidelines for assessment
· THE RELEVANT ETQA/SETA guidelines for moderation.
Definition
Moderation means the process which ensures that assessment of the outcomes described in national qualifications framework standards or qualifications, is fair, valid and reliable.
Policy - moderation
Moderation of assessment will occur at both the level of FUTURE PERFORMANCE TRAINING(internal moderation) and at the level of the THE RELEVANT ETQA/SETA ETQA (external moderation).  Both internal and external moderation systems will ensure that assessors produce assessments that are credible, fair, valid, reliable and practicable.
The following will be the process for internal moderation at FUTURE PERFORMANCE TRAINING
Step 1: design
Future Performance Training willensure that the choice and design of assessment plan, assessment method and tools are appropriate to the unit standards and qualifications being assessed.
Moderators are expected to follow the process set out in the unit standard ‘moderate assessment’.   These are summarized in the specific outcomes, entitled:
· Plan and prepare for moderation
· Conduct moderation
· Advise and support assessors and assessment agencies
· Report, record and administer moderation
· Review moderation systems and processes.
· Evidence must be gathered for moderation of assessments of candidates with special needs, and RPL cases.
· Moderation must cover a range of assessment practices including assessment instruments, assessment design and methodology, assessment records; reporting and feedback mechanisms.
· Evidence must be gathered for moderation of assessments involving a variety of assessment techniques, including work samples, simulations, role-plays, written, oral, portfolios and projects.
· Moderation interactions could include pre-moderation interaction; standards discussion; recording and record keeping; reporting and feedback mechanisms; post-moderation; interaction and support and recommendations.
Step 2: implementation
Future Performance Training willensure that the assessment is appropriately conducted and matches the specifications of unit standards and qualifications. 10% of assessed PoE’s will be randomly moderated to ensure that proper assessment processes and principles are adhered to and are according to the THE RELEVANT ETQA/SETA’s guidelines and criteria. In terms of a new assessor, 100% of the assessed PoE’s will be moderated. Regular discussions among assessors will take place.
Step 3: review
Future Performance Training willensure that lessons are learnt from the design and implementation of moderation and the necessary changes will be made whenever deemed appropriate.
The moderation system will include the following components:
· Appropriate timing (schedule)
· Planning of moderation (moderation plan)
· Scope of the moderation
· Moderation materials
· Registered moderators (personnel)
Moderation will be carried as follows:
· Revising exemplars of assessments and benchmarking materials against established criteria.
· Doing statistical moderation (10 % sample of assessments)
· Conducting external assessments
· Site visit by external moderators
· [bookmark: _GoBack]Panel meetings by external moderators
· Establishment of a moderation committee
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