Memo
To:
From:
Re:

AEOs/Principals/Deputy Principals of Colleges of Further Education/
Training Centre Managers/ Youthreach Co-ordinator/ Prison Education Service
Blake Hodkinson, FET Director
QA: Quality Assuring Assessment during Covid-19 Restrictions – V2

Date:
8th February 2021
________________________________________________________
A Chara,
Please find attached the updated Memo on Quality Assuring Assessment during Covid-19
Restrictions. The policies and procedures in this Memo include guidance to support staff in
selecting assessment techniques/instruments, devising alternative assessments and the
quality assurance of this. The document has been updated to include a useful index and
guidance on:
a. Using an existing assessment technique but adapting the assessment instrument e.g.
the conditions/manner in which it is assessed/evidence is produced/submitted
b. using an alternative technique(s) to the one prescribed in the validated programme
c. academic integrity declarations
d. receiving assessment evidence online and
e. conducting assessments online
The attached policy and procedure will be issued to Quality Teams also and kept under
review. Queries to FETQA@CDETB.ie
Ends.
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General Requirements for Quality Assuring Assessment during Covid-19 Requirements:
2.

During the current public health crisis and restrictions in place as a result of the Covid-19
pandemic, provision needs to be made for quality assuring assessment instruments, to include:
a. Using an existing assessment technique but adapting the assessment instrument e.g. the
conditions/manner in which it is assessed/evidence is produced/submitted
b. using an alternative technique(s) to the one prescribed in the validated programme
c. receiving assessment evidence online and
d. conducting assessments online

To facilitate this, the quality assurance procedures contained herein should be followed to ensure that
appropriate standards are maintained, and the integrity of FET awards are protected.
3.

Theory-based examinations where large numbers of learners are brought together to complete
under traditional proctored exam conditions should not be used.

4.

All learning outcomes for the validated CDETB programme including those in CDETB module
descriptors must be covered and assessed, and special validation requirements met e.g. access
to certain resources etc.

5.

An assessment technique is a valid and reliable way of assessing learner evidence for a
particular range of learning outcomes, e.g. practical skills should be assessment in a practical
manner e.g. by a skills demonstration. Valid and reliable assessment techniques for QQI awards
are grouped into the following six broad categories:
a.
b.
c.
d.
e.
f.

Assignment
Project
Portfolio
Skills Demonstration
Examination
Learner Record2

6.

Learners must be assessed by using a valid and reliable assessment technique. Different
techniques will be appropriate and valid to generate different forms of learner evidence for a
range of specific learning outcomes. The assessment technique(s) will be outlined in the CDETB
programme module descriptor.

7.

An assessment instrument is the specific activity/task or question(s) devised by the
assessor based on the specified assessment technique. All instruments devised by
assessors must relate to one or more of these techniques e.g. a case study may be
used as a part of an assignment, project. For example, if the assessment technique
specified in the programme module is a Learner Record, the assessment instrument
could be a Blog created by the learner. The design of the assessment instrument must:
 be appropriate to the technique and fit for purpose
 allow learners to generate sufficient evidence
 enable evidence to be generated which can be measured against

2

This guidance has been extracted from the QQI, Quality Assuring Assessment Guidelines for Providers, Revised 2013,
(Version 2 - revised 2018*)
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the learning outcomes outlined in the Award Specification
 enable reliable assessment decisions by assessors
 be selected to make the best use of available resources i.e. is ‘practicable’3.
The designed assessment instrument must have an assessment brief issued to learners with:




8.

Clear tasks devised based on the learning outcomes being assessed
accompanying instructions for completing the assessment e.g. deadlines etc.
assessment criteria/rubric (as per the validated programme module marking sheet or
devised for alternative assessment instrument)
and have a marking scheme based on the above

All assessment instruments must be:
 Valid: A valid assessment means that the assessment should measure what it is
supposed to measure i.e. only the standards of knowledge, skill or competence
required for the award should be assessed. An assessment is valid when it is fit
for/appropriate to the purpose, i.e. a practical assessment should be used to assess
practical skills allows the learner to produce evidence which can be measured against
the standards facilitates reliable assessment decisions by assessors is accessible to all
candidates who are potentially able to achieve it.
 Reliable: Reliability refers to the accuracy with which an assessment measures the
skill or attainment it is designed to measure. An assessment which is unreliable cannot
be valid. A reliable assessment consistently gives the same result under similar
conditions. A reliable assessment produces reliable assessment decisions. To be
reliable an assessment must:






be based on valid assessment techniques
ensure evidence is generated under consistently-applied conditions of
assessment
ensure reliability of learner evidence
produce consistent decisions across the range of assessors applying the
assessment in different situations and contexts and with different groups of
learners
be consistent over time

 Fair: A fair assessment in addition to being valid and reliable provides equity of
opportunity for learners. Unfairness in assessment is based on unequal opportunities
i.e. lack of resources/equipment, inappropriate techniques, inexperienced assessors.
For assessment procedures and practices to be fair and equitable for learners the
influence of these factors must be taken into account in the design and implementation
of assessment.
 Quality Assured: Quality is a key principle in ensuring the credibility of assessment.
Quality must be assured through CDETB’s providers’ own quality assurance and the
process of self-evaluation and monitoring.
 Transparent: A transparent assessment policy and guidelines will ensure clarity and
understanding by all relevant stakeholders. This will include clear and unambiguous
definitions and requirements with regard to fairness, consistency, validity and reliability.
3

Supra
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9. To ensure fair and consistent assessment of learner evidence, assessors should devise
marking schemes which are informed by the Marking Sheet in the validated programme
module. Where rubrics are used as an alternative to a marking scheme, the descriptors in the
rubric should be in line with the programme module and be sufficiently detailed to uphold the
principles of assessment outlined above. For additional information please see
https://www.nuigalway.ie/media/celt/files/coursedesign/Rubrics.pdf
10. Where evidence is being received via an online platform the Quality Team must ensure:
i. There are robust arrangements in place within the centre to confirm the identity
of remote learners and mitigate against fraudulent practices, attempts to gain
unfair advantage, or academic malpractice. For example, all systems and
processes used are capable of verifying the identity of learners and guarding
against cheating, plagiarism or other kinds of unfair advantage
ii. Mechanisms such as web-based methods or correspondence for the transfer
of learners’ work directly to assessors have been approved and tested by the
centre to ensure they are secure and reliable; and there is an institutionally
approved and consistent means of proving or confirming the safe receipt of
student work.
11. Academic integrity declarations by learners are good practice. These declarations can be
recorded as a once off and learners then requested to reaffirm upon submission of work. Note:
There is a facility in Moodle for learners to ‘tick a box’ to reaffirm their work is their own. See
Appendix 3 for an Academic Integrity Declaration which can be converted into an MS form for
ease of submission by learners and centre records.
12. All other modifications to CDETB programmes other than those provided for in this Memo will
require discussion – queries can be referred to Quality Teams for submission to
FETQA@CDETB
13. The quality assurance policy and procedures set out in this Memo will be reviewed as part of
quality improvement planning cycles and in conjunction with Quality Teams and relevant
governance units.
14. Any queries please link with Quality Teams and further queries can be referred to
FETQA@cdetb.ie
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2. Practice Direction for Quality Teams and Teaching/Training Staff on Quality Assuring
Alternative Assessment during Covid-19 restrictions:
Selecting Alternative Techniques and Instruments for Assessment/Timing
Assessments/Assessment Load for Learners:
1. Assessors should be cognisant of assessment at programme level to ensure suitable
scheduling and assessment workloads are maintained in the interests of the learner. E.g.
exams are converted to assignments and all due in and around the same time.
2. Teachers/training/tutoring staff are encouraged to use an integrated assessment approach to
reduce the assessment burden for learners. For more information, please see Integration of
Delivery and Assessment (fess.ie).
3. Where an assessment technique is not being changed to an alternative type of technique e.g.
a skills demonstration, but the manner in which the learning outcomes are being assessed or
the conditions under which the learning outcomes are being assessed is being the changed or
adapted e.g. for remote assessment, this new assessment instrument devised by the
assessor will also have to be quality assured. An assessor is not permitted to change learning
outcomes but the manner in/conditions under which they are assessed/evidence is produced
may be adapted appropriately.
4. Where the assessment technique in the CDETB programme is a theory-based examination
usually conducted in-centre, the following assessment techniques can be used in the
alternative:






Assignment (Level 4-6)
Portfolio of work (Levels 4-6)
Project (Levels 4-6)
Learner Record (Levels 4-6)
Examination (Levels 4-6) (Interview based examination only -see Section
5.1.1)

5. Where the assessment technique in the CDETB programme is a practical examination 4 the
following instruments can be used in the alternative:


Skills Demonstration (not subject to same level of time constraints)

6. An assessment technique can be converted into more than one instrument including an
instrument as part of an alternative assessment technique to take account of the timing of
assessments and the assessment burden for students, and the nature of the learning
outcomes e.g. knowledge based/skills based/competency based. For example an examination
could be converted into an online MCQ (see further guidance below) for short questions and
an assignment to cover more involved LOs usually assessed as part of Section B questions.

4

Practical examinations are generally used where a set period of time is allocated to the
learner to demonstrate he/she practical knowledge, skills or competency.
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7. Theory based elements of Skills Demonstrations may be assessed using the following
alternative techniques:
8. Assignment (Level 4-6)
9. Portfolio of work (Levels 4-6)
10. Project (Levels 4-6)
11. Learner Record (Levels 4-6)
8. An Examination can be converted into a take home assignment with a shorter completion
period5 associated with an assignment to take account of assessment timings and
assessment burden for students. Grading criteria and marking schemes will need to be
adapted appropriately e.g. additional research may no longer be appropriate with a shorter
time frame while assessment criteria such as understanding/analysis, structure and fluidity of
answers, use of technical language will remain relevant. Additional protocols such as
submission using anti-plagiarism software is advisable.
Devising alternative assessment instruments:
9. Appendix 1 provides additional guidance on assessment instrument requirements and
instruments should be devised in accordance with the specifications.
10. Assessors are encouraged to be innovative and to devise assessment instruments with their
learners in mind. CDETB promotes the use of Universal Design for Learning (UDL) principles
in assessment design, subject to what is permitted under the CDETB programme/programme
module specification. All assessors must ensure to check the programme/programme module
descriptor thoroughly and ensure that all requirements set out in paragraph 3 are adhered to.
If an Assessor is unsure, please direct queries to a member of your Quality Team who can if
necessary submit a QA query to FETQA@CDETB.ie for clarification.
11. Consideration should be given to the level of familiarity learners will have with the new type of
alternative assessment technique and instrument selected. The less familiar learners are with
the type of alternative assessment the more additional instruction, guidance and support will
be required to ensure learners are not unfairly disadvantaged as a result of the change.
12. Conducting assessments online is distinct from accepting learning evidence via an online
platform. For example, an assessor is conducting an online assessment where the
assessment instrument is in an online format and is completed online or where the instrument
is in a traditional format but is completed by learners using an online platform, rather than
simply submitting via an online platform. There are additional quality assurance requirements
contained in Appendix 2 and reflected in the verification form at Appendix 5.
13. Where an alternative assessment instrument is selected it should be suitable for assessing the
relevant learning outcomes and conform with the principles of validity, reliability, fairness,
quality assurance and transparency.
14. The weighting of the assessment instrument(s) should remain the same, where two
instruments are used, the original weighting should be distributed accordingly.
15. The assessor must be mindful of the level indicators on the National Framework of
Qualifications to ensure the pitch is correct e.g. level of autonomy at level 5 is maintained see
https://www.qqi.ie/Downloads/NFQLevelindicators.pdf

5

This completion period cannot be shorter than the original prescribed examination period e.g. 2 hours
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16. The instructional/action word in the learning outcome cannot be changed as it is changing
what must be demonstrated by the learner e.g. you cannot change ‘analyse’ to ‘describe’. In
this example not only is there a change but it is being dropped to a lower order
instructional/action word. purposes https://cpb-use1.wpmucdn.com/wordpressua.uark.edu/dist/a/315/files/2013/09/Blooms_Taxonomy_pyramid
_cake-style-use-with-permission.jpg
17. Teachers/trainers/tutors should use the instructional word/definition of the learning outcome(s)
in the learner task(s) and ensure the task requires the learner to demonstrate the relevant
learning outcome(s). Additional guidance on what is expected of the learner and how this
might be achieved can also be given. Please see Appendix 4 for examples of definitions of
instruction/action words used in learning outcomes.
18. Any new assessment criteria/rubrics and marking schemes will need to reflect the award level,
learning outcomes and the type of assessment instrument being used – see QQI grade
indicators in Appendix 2 for further assistance. Account should be taken of existing marking
sheets within the module descriptor which may be applicable to the new assessment
instrument e.g. an exam is converted to an assignment and there are marking sheets in the
module descriptor for an assignment. For additional information please see
https://www.nuigalway.ie/media/celt/files/coursedesign/Rubrics.pdf
19. The assessor must identify any existing and additional assessment protocols that maybe
required to protect the reliability, validity, fairness (parity), quality and transparency of the
assessment. E.g. using a plagiarism checker as part of online submissions.
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Liaising with other CDETB SMEs/Communities of Practice/Early Appointment of EA:
20. Assessors should liaise with another CDETB/external subject expert preferably independent of
the centres in the interest of objectivity and to support the teacher/trainer/tutor in decision
making in the interests of learners. Quality teams/teachers/trainers/tutors can contact
eva.hornung@.cdu.cdetb.ie for assistance with sourcing other subject matter experts.
21. Online communities of practice in programme areas will also be established through the CDU
Moodle site for subject areas to enable teachers/trainers/tutors to connect with other staff
teaching in the same programme areas as themselves – staff that wish to opt in to these
communities of practice for their subject area should complete the following
https://forms.office.com/Pages/ResponsePage.aspx?id=UJXlIWT2TkKdiMXUjtqqIyFO7m0gBc
dNtpBHABEiu79UNVRRODlCRlY5NlRGM1BONUJOUko5WUc1Ri4u or to register their
interest or email eva.hornung@cdu.cdetb.ie.
22. In lieu of liaising with another CDETB/external subject expert as set out above, the centre can
also appoint their external authenticator early and use them as the objective and independent
subject expert See QA Memo on Early Appointment of EAs for examining Assessment
Instruments (February 2021).
23. Where the EA is appointed early, the EA will be asked to complete the Quality Team/EA
Verification Form for Alternative (Appendix 5) in lieu of the Quality Team.

IV/EA process
24. Quality Teams are required to verify that the requirements above have been followed and
record this using the Quality Team/EA Verification Form for Alternative (Appendix 5)
25. Quality Teams will be required to confirm that this form is with each alternative assessment
instrument as part of the internal verification and external authentication process.
26. where alternative assessments are developed and issued, any learner evidence produced in
response to the alternative assessment brief MUST be included in the sample for external
authentication
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Reasonable accommodation in assessment:
27. Any necessary reasonable accommodations should be identified. Reasonable
accommodations6 must ensure the following:
i. Any adaptation of the assessment by the assessor should facilitate the
learner to demonstrate their achievement of the standards without
significantly altering the standard.
ii. Special assessment arrangements/adaptations are not intended to and
should not reduce the validity and reliability of the assessment or
compromise the standard.
iii. The adaptation/s should seek to amend the aspects of the assessment
technique or instrument which prevent a learner’s participation in the
assessment. It should be used where the particular assessment technique(s)
or instruments disadvantages the learner in assessment7.
These adaptations may include the following:
 modified presentation of assignments/examination papers e.g..
enlargements
 scribes/readers
 use of sign language
 practical assistants
 rest periods
 adaptive equipment/software
 use of assistive technology
 extra time.
The implementation of these adaptations will ensure that all learners are assessed on
an equitable basis and cannot give rise to a cost to the learner8.

6

Irish equality legislation requires education and training establishments to provide reasonable accommodation to meet
the needs of a service user (i.e. learner) who has a disability. In the context of assessment, reasonable accommodation is
the term for the adaptation of assessment as necessary to cater for the needs of learners whose personal situation means
that the assessment would otherwise be unfair e.g. learners with a disability, and/or other learners covered by equality
legislation.
7
QQI, Quality Assuring Assessment Guidelines for Providers, Revised 2013, (Version 2 - revised 2018*)
8
QQI, Quality Assuring Assessment Guidelines for Providers, Revised 2013, (Version 2 - revised 2018*)
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Appendix 1: Assessment Instruments, Marking and Grading9
1.

An Assessment Instrument:

An assessment instrument is the specific activity/task or question(s) devised by the assessor
based on the specified assessment technique. All instruments devised by assessors must
relate to one or more of these techniques e.g. a case study may be used as a part of an
assignment, project.
For example, if the assessment technique specified in the Programme/Programme Module
Descriptor is an examination, the assessment instrument is the/an examination paper/
questions/case study. The design of assessment instrument(s) must:






be appropriate to the technique and fit for purpose
allow learners to generate sufficient evidence
enable evidence to be generated which can be measured against the
learning outcomes outlined in the Programme/Programme Module
Descriptor
enable reliable assessment decisions by assessors
be selected to make the best use of available resources i.e. is ‘practicable’.

The following details and guidelines are designed to assist the assessor in using each of the
assessment techniques outlined above and in devising appropriate assessment instruments.
1.1 Assignment
An assignment is an exercise carried out in response to a brief with specific guidelines as to
what should be included. An assignment is usually of short duration and/or may be carried
out over a specified period of time. Assignments may take the form of a practical activity
e.g.a practical assignment or a research activity/evaluation following investigation of a
particular topic e.g. a written assignment. An assignment should reflect a range of learning
outcomes. A brief should be devised for each assignment. The brief should be accompanied
by guidelines and or instructions. The assignment brief and guidelines should be clear and
unambiguous.
The assessor should ensure that the assignment brief:

reflects a range of learning outcomes as outlined in the Programme/Programme Module
Descriptor

is clear and unambiguous and contains all instructions required to complete the task

indicates the percentage weighting of the assignment

takes into account the availability of resources and/or materials required by the learner

contains clear assessment criteria and appropriate weighing

indicates the percentage weighting of the assessment technique

includes information regarding evidence and submission deadlines.
A clear marking scheme in line with the assessment criteria/rubric should also be devised
that highlights how the evidence is to be graded.
1.2

Project

9

This guidance has been extracted from the QQI, Quality Assuring Assessment Guidelines for Providers, Revised 2013,
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A project is a response to a brief devised by the assessor. The project is usually carried out
over a period of time specified as part of the brief. Projects may involve research, require
investigation of a topic, issue or problem or may involve process such as a design task, a
performance or practical activity or production of an artefact or event.
The assessment instrument for a project is the project brief. This is the specific
‘brief’ or instruction to the learner. The brief for the project should reflect a range
of learning outcomes.
Where projects are undertaken by a group or as a collaborative piece of work the
individual contribution of each learner should be clearly identified and procedures
should be implemented to ensure the reliability of learner evidence. (See guidelines
on ensuring reliability of learner evidence in section 4.3 of this document).
Projects enable learners to demonstrate achievement of a range of learning outcomes
which includes: understanding and application of concepts, use of research and
information, the ability to design and evaluate, the ability to produce or construct,
The assessor should ensure that the project brief:

reflects a range of learning outcomes as outlined in the Programme/Programme Module
Descriptor

is clear and unambiguous

indicates the percentage weighting of the project

takes into account availability of resources and/or materials that will be
required by learners such as access to research sources

includes notice of agreed deadline for submission of evidence

includes relevant information such as; requirements for presentation of the
project, guidelines on group or collaborative work.
A clear marking scheme including assessment criteria should also be devised that
highlights how the evidence is to be graded.
1.3 Portfolio/Collection of Work
A portfolio or collection of work is a collection and/or selection of pieces of work
produced by the learner over a period of time that demonstrates achievement of a
range of learning outcomes.
The assessor devises guidelines and instructions for the learner. Using these
guidelines provided by the assessor the learner compiles a collection of their own
work. The collection may be self-generated or may be generated in response to a
particular brief or tasks/activities devised by the assessor.
Portfolio/collection of work is particularly suitable for the assessment of learners at
levels 1, 2 and 3
The assessor should ensure that the learner is provided with:

a clear and unambiguous brief and instructions that reflect the range of
learning outcomes being assessed

guidelines on the extent and range of evidence a learner is expected to compile

guidelines on the format and presentation of the evidence in the collection

the assessment criteria

the weighting of the portfolio/collection of work in the context of the total
assessment of the award
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relevant information on resources and/or materials required.

A clear marking scheme including assessment criteria should also be devised that
indicates how the evidence is to be graded.

1.4 Skills Demonstration
A skills demonstration is used to assess a wide range of practical based learning
outcomes including practical skills and knowledge, such as laboratory skills,
interpersonal skills or oral language skills.
An assessor must devise a brief or set of instructions and/or tasks for learners.
Sufficient learner evidence must be made available from the skills demonstration for
internal verification and external authentication.
In the case of a practical task based demonstration this may include a range of the following:
 product/outcome of the tasks where applicable i.e. computer print out
 photographic or video evidence of learner completing the task
 learner account of task
A skills demonstration may take place in the workplace i.e.in a live environment
or in a simulated environment, as appropriate to the requirement of the
Programme/Programme Module Descriptor. In some specific cases the
demonstration must take place in a real / live environment.
1.4.1

Skills demonstration - simulated environment.

A skills demonstration may be carried out in a simulated environment using for
example, role play or simulated scenarios. The environment should enable the
learner to demonstrate a broad range of learning outcomes.
When using simulated environment observation, the assessor should ensure that:





the learner receives clear instructions and guidelines on how the
assessment will proceed and what will be assessed e.g. duration, inclusion
of oral questions as appropriate
the environment is carefully prepared and the necessary equipment and/or
materials are available to the learner
the tasks and conditions should be as realistic and close to the ‘actual’
environment as possible
learner evidence to be generated is identified.

A clear marking scheme including assessment criteria should also be devised that
highlights how learner evidence is to be graded.

1.4.2 Skills demonstration - workplace/live environment
A skills demonstration may be carried out in the workplace/live environment as part
of the learner’s normal work routine. In this environment the assessor may be the
trainer or workplace supervisor, mentor or job coach. Skills demonstrations in the
workplace may be part of on-the-job training. The learner is observed performing
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tasks within the workplace to the required standard and within a specified time.
When carrying out a skills demonstration in the workplace the best practice
guidelines outlined above should be adhered to and sufficient learner evidence
must be generated. In addition, all issues related to workplace health and safety
should be applied.
1.5

Examination

An examination provides a means of assessing a learner’s ability to recall and apply knowledge, skills
and understanding within a set period of time and under clearly specified conditions.
Examinations are a form of assessment which normally require a fixed timeframe and a sight unseen
question paper and range of questions. The assessment instrument for examinations is the
examination paper i.e. questions or tasks devised for the learner.
Examinations may be:





practical; assessing specified practical skills demonstrated in a set period of time under
restricted conditions
interview style; assessing learning through verbal questioning, one-to-one or in a group
aural testing; assessing listening and interpretation skills
theory-based examination; assessing the learner’s ability to recall, apply, recognise and
understand concepts and theory. This may require responses to a range of question
types, for example, objective, short answer, structured essay. These questions may be
answered in different media for example in writing or orally.

When devising an examination the assessor should ensure that:











questions or tasks reflect the learning outcomes as outlined in the Award Specification
instructions are clear and unambiguous
where appropriate; examinations have a cover page outlining details such as; date,
duration, choice and number of questions
answer books/paper for learners to complete their answers should be provided where
appropriate
confidentiality is maintained during preparation and handling of examination documents
groups of learners being assessed at different times are provided with different
examination questions
specific resources or equipment required are available and in good working order
the allocation and weighting of marks is clear to the learner
the learner is aware of the weighting of the examination in relation to the award
learners are given a quiet environment in which to complete the examination

A clear marking scheme should also be devised that highlights how specific marks are to be
allocated.

1.5.1

Theory based examination

Theory based examinations may be used to assess the ability of the learner to recall, apply and
understand specific theory and knowledge.
Theory based examinations may comprise a range of question types such as:

short answer questions require a response of limited length and may take a number of
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forms. Some short answer questions may seek specific words or phrases in the response
structured questions are divided into a number of related parts and generally require the
learner to demonstrate more in-depth knowledge and understanding of a topic. Structured
questions may also seek evidence of cognitive skills such as ability to discuss, compare,
analyse, evaluate, translate or solve an issue, problem or topic
essay type questions, like structured questions require the learner to demonstrate an indepth knowledge and understanding of a topic. Essay type questions usually focus on one
particular area of knowledge and seek evidence of cognitive skills such as ability to
discuss, compare, analyse, evaluate, translate or solve an issue, problem or topic multiple
choice tests/questions may be used to test factual knowledge, comprehension,
application, analysis, problem solving and evaluation. As MCQ’s are not open-ended, they
are not useful in assessing communication skills such as the ability to organise and
express information and to write fluently and quickly.

To ensure national consistency and to avoid excessive demands on the learner the duration and
format of the theory-based examination should generally fit within the appropriate range in the table
below. It is recommended that written examinations should not exceed 3 hours in duration. Short
answer questions are abbreviated to s/a in the following table Structured questions are abbreviated to
str in the following table

Time Allocated

Number of questions/range of options*

45 mins - 1.5 hours

10/12 short answer questions (s/a) 15/18 s/a
5/6 s/a and 1/2 structured questions (str) 7/8 s/a and 1/2
str
18/22 s/a
10/12 s/a and 1/2 str 10/12 s/a and 2/3 str 5/6 s/a and 3/4
str 3/5 str

1.5 - 2 hours

2 - 3 hours

10/12 s/a and 3/4 str 15/18 s/a and 2/3 str 3/4 str
4/6 str

When deciding on the duration and format of the examination, the percentage weighting of the
examination needs to be considered.
1.5.2

Practical examinations

Practical examinations are generally used where a set period of time is allocated to the learner to
demonstrate he/she practical knowledge, skills or competency.
To ensure that the learner is adequately prepared for a practical examination they should be provided
with a set of instructions outlining:





the location and duration of the exam (the duration will depend on the nature of the task)
details of the learning outcomes that will be assessed and/or instructions to carry out the
assessment e.g. file names
materials and/or equipment that the learner is required to have or that will be provided
allocation of marks.
1.5.2.1 Practical examinations - preparing material for use by the learner

When devising a practical examination the assessor may be required to prepare material for use by
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the learner e.g. an audiotape. When preparing this type of material the assessor should ensure that:





adequate instructions and information is provided for learners
an introduction is included with each task with clear instructions regarding the requirement
of the separate elements/tasks
individual tasks are clearly identified by number
a slight pause is left between each task and clear unambiguous diction, tone and pace is
used.
1.5.2.2 Aural examinations

Aural examinations may be used where listening skills and competencies are being assessed; for
example in language awards. To ensure that learners are adequately prepared for an aural
examination, they should be provided with a set of instructions, generally in writing outlining:






the title, location and duration of the examination
details of the learning outcomes being assessed
how the examination will proceed, for example learners may have a set period of time to
read text prior to commencement and the tape may be played a set number of times
details on dictionaries or other reference materials learners may use
allocation of marks.
1.5.3

Interview-style examinations

An examination provides a means of assessing a learner’s ability to recall and apply
knowledge, skills and understanding within a set period of time and under clearly specified
conditions. Examinations are a form of assessment which normally require a fixed
timeframe and a sight unseen question paper and range of questions. The assessment
instrument for examinations is the examination paper i.e. questions or tasks devised for
the learner.
When using an interview-style examination the assessor should ensure that:








the full range of potential questions devised are clear and unambiguous and are
based on the specific learning outcomes
the learner is aware of the outcomes being assessed and how marks are allocated
open questions that require a detailed answer and provide an opportunity
for the learner to demonstrate their knowledge of the topic(s) are used
the interview adheres to a similar format and length for each learner
the answer to a question is not prompted by the question or sequenced in a
way that one question provides the answer to the following one. This is known
as leading. Leading questions either assume or suggest a particular answer
supplementary questioning is used to understand why a learner has done a
task in a specific way. This may also be used to ensure reliability of learner
evidence.
The interview is recorded.

1.6 Learner Record
A learner record is the learner’s self-reported and self-reflective record in which he/she
describes specific learning experiences, activities, responses and skills acquired. The
record may take a number of forms: it can be a structured logbook, a diary, a selective
record of events or experiences over a period of time, a learning journal, Blogs, Vlogs,
Podcasts, Videos, sketchbook.
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For example, Sketchbooks may contain learner’s original drawings, paintings or
sketches and can provide evidence of the process of reaching a finished art, craft or
design piece.
When using a learner record the assessor should ensure that:

the learner has a clear brief or set of instructions on the format of the record
and is aware of what details should be included

the brief is based on a range of learning outcomes

the learner is aware of any requirements on the presentation of the learner
record eg format

a process for maintaining and updating the record is agreed with the learner.
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2. Marking
Assessors are required to mark and grade candidate evidence for each
technique. Assessors should devise marking schemes for all techniques
identifying the assessment criteria (usually contained in the programme module
descriptor marking sheet) and a range of specific marks linked to each criteria.
It should be clear from the marking sheet how marks are being allocated to each
criteria and how the grade is to be awarded.
Where possible the total assessment marks allocated should be out of 100 or
multiples of 100, since this eliminates the need for complicated calculations by
assessors.
As outlined above, the achievement of learner outcomes at levels 1, 2 and 3 is not
usually marked numerically. The assessor will however still need to devise and apply
assessment criteria and make a judgment on the quality of evidence.
Assessors are required to devise a marking scheme and marking sheet per technique
and a summary marking sheet per minor award.

2.1 Devising assessment criteria/assessment rubric
Assessment criteria is the criteria which will be used by the assessor when marking
and judging learner evidence and making the assessment decision for a specific
assessment activity. Assessment criteria state in qualitative terms what the learner
must achieve in that assessment activity to attain a particular mark. The assessor
devises assessment criteria and an appropriate marking scheme for each
assessment activity.
It is essential that the assessment criteria are consistent with the learning outcomes in
the Programme/Programme Module Descriptor as a whole. When assessment criteria
have been drafted, the assessor should ensure that there is a clear link between the
assessment criteria and the learning outcomes.
The phrasing of assessment criteria should be consistent; all criteria on a single
marking sheet should be expressed in the same grammatical format e.g. noun
phrases can be used with a qualifying adjective e.g. ‘complete mastery of tools and
techniques’.
Alternatively word phrases can be used e.g. ‘calculator used correctly’. Where a word
phrase is used the word should be expressed in the past tense.
Examples of assessment criteria are provided below. An assessor may use these as a
resource when devising assessment criteria. The criteria must however be specifically
applied to the outcomes being assessed.
The marks allocated for each criterion should facilitate the assessor to mark efficiently.
For example marks for specific criteria should as 5, 10, 15, 10, 25, 30 facilitate more
reliable marking. Conversely a mark of for example 7, 11, or 22 make marking more
difficult and potentially less reliable.
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2.2 Sample Assessment criteria
The following are words/phrases that might be used to assist assessors when devising
structure assessment criteria.(This list is provided as examples only and is not
intended to be exhaustive)





















appropriate use of survey on…
appropriate conclusions drawn….
appropriate procedures followed….
appropriate recommendations made..
careful maintenance of….
tools/equipment/documentati
on
careful planning of…
clear identification of….
comprehensive conclusions drawn
on..
comprehensive evaluation of….
comprehensive summary of…
correct description of….
critical evaluation of…
correct completion of….
detailed explanation of…
detailed presentation of….
detailed description of
problem presented….
effective use of………….
effective participation in…………..

inclusion of full details in…
ideas clearly developed….
independent actions demonstrated…
key issues identified…….
responsibility for activities taken…….
relevant information collected…
safe use of equipment
tasks planned and
executed efficiently…
thorough understanding of……
thorough analysis of…….
understanding
of……clearly
demonstrated
use of effective teamwork…..
use of equipment correctly….
appropriate methodology used….
use of resources efficiently….
accurate calculations used..
coherent format used…..

2.3 Devising a marking scheme
Assessors must devise a transparent and reliable marking scheme to allocate marks
to each assessment criteria. A marking system should identify per technique:

marks allocated to each assessment criterion

sub totals

total mark
As outlined above where possible the total assessment marks should be out of 100
or multiples of 100. Sample mark and results summary sheets are provided in
appendices 6 and 7.
Marking scheme out of 100
Where the marking system is out of 100, the total marks for each assessment
technique should correspond to the allocated percentage e.g. where there are two
assessment techniques, for example a skills demonstration = 70% and an assignment
= 30% then total marks for each is 70 and 30 respectively. The summary sheet should
total all marks out of 100.
Marking system greater than 100
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In some cases assessors may deem it is necessary to devise assessment marks which
total to greater than 100. If so the total marks for each assessment technique should
correspond to the allocated percentage e.g. where there are two assessment
techniques with the skills demonstration =70% and the assignment = 30%, the total
marks for each is 350 and 150 respectively. These are totalled to marks out of 500 in
the summary sheet and divided by 5 to get the overall % mark per minor award.
Where marks are great than 100 the summary sheet should be used to total all
marks and divide by the appropriate number to obtain the % mark and associated
grade.
2.4

Sample answers or solutions
When devising assessment instruments and corresponding assessment criteria and
marking schemes it is good practice to identify what will be accepted as evidence and
how this will be marked or measured. This should ideally be devised when devising the
assessment instrument. For example when devising the tasks for a skills
demonstration the assessor could devise an observation checklist identifying the skills
and activities they expect to see during the assessment

2.5 Grading classifications
QQI awards are graded and classified as follows;
Awards at level 1, level 2 and level 3 are classified as Successful where a
learner has achieved all the outcomes for the award.
Awards at level 4, level 5 and level 6 are classified as Pass, Merit or Distinction
where a learner has achieved the standards for the award within the grading criteria.




A Pass is a grade awarded to a learner who has attained the minimum standard.
To be awarded a pass grade a learner must have achieved a mark of between
50-64%.
A Merit is a grade awarded to a learner who has exceeded the minimum
requirements. To be awarded a merit grade a learner must have achieved a mark
of between 65-79%.
A Distinction is a grade awarded to a learner who has substantially exceeded
the minimum requirements. For a learner to be awarded a distinction he/she is
must have achieved a mark of 80% or over.

When a learner has not achieved the minimum standards for an award the grade is
recorded as Referred. For competency based awards or awards with specific
legislative requirements regarding levels of competences the assessment will be
weighted accordingly and the grading criteria specified in the Programme/Programme
Module Descriptor will reflect the minimum standard of achievement required by the
learner.
2.5 Grading criteria
Grading criteria describe what a learner must attain to achieve a particular grade
for an award at a particular level. The following tables outline the grading criteria
for QQI awards at levels 1 - 6.
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Grading Criteria for Awards at level 1 - level 3:
Successful

Grading
Criteria

Level 1

Level 2

Level 3

The learner has achieved
the learning outcomes for
the award in a structured
and supported learning
setting. The outcomes
have been achieved with
significant support and
direction from the
assessor, but the learner
has demonstrated
sustentative achievement
on their own.

The learner has achieved
the learning outcomes for
the award in a structured
and supported setting
with clear direction from
the assessor. The
learner has demonstrated
some autonomy of action
and has taken limited
responsibility for the
activities and for
generating evidence.

The earner has
achieved the learning
outcomes for the award
with some supervision
and direction. The
learner has
demonstrated
autonomy of action and
has taken responsibility
for generating
appropriate evidence.
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Grading Criteria for awards at Level 4 - Level 6
Pass

Merit

Distinction

A Pass indicates that the
learner has:
 achieved the learning
outcomes as outlined in
the minor award - a pass
is the minimum
acceptable standard
 used the language of
the
vocational/specialised
area competently
 attempted to apply
the theory and
concepts
appropriately
 provided sufficient
evidence which has
relevance and clarity.

A Merit indicates that the
learner has:
 achieved the learning
outcomes as outlined in
the minor award - a
merit implies a good
standard has been
achieved
 used the language of
the
vocational/specialised
area with a degree of
fluency
 expressed and
developed ideas
clearly
 demonstrated
initiative, evaluation
and analytical skills
 presented coherent
and comprehensive
evidence.

A Distinction indicates that
the learner has:
achieved the learning
outcomes as outlined in
the minor award - a
distinction implies that
an excellent standard
has been achieved
used the language of
the
vocational/specialised
area fluently and
confidently
demonstrationdepth
understanding of
the subject matter
demonstrated a high
level of initiative,
evaluation skills
demonstrated
analytical and
reflective thinking
expressed and
developed ideas clearly,
systematically and
comprehensively
presented
coherent, detailed
and focused
evidence
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Appendix 2: Conducting Online Assessment
In addition to the requirements set out already the following requirements apply to the conducting
of online assessment, which include:
i. There are robust arrangements in place within the centre to confirm the identity of
remote learners and mitigate against fraudulent practices, attempts to gain unfair
advantage, or academic malpractice. For example, all systems and processes used
are capable of verifying the identity of learners and guarding against cheating,
plagiarism or other kinds of unfair advantage
ii. Mechanisms such as web-based methods or correspondence for the transfer of
learners’ work directly to assessors have been approved and tested by the centre to
ensure they are secure and reliable; and there is an institutionally approved and
consistent means of proving or confirming the safe receipt of student work.
Academic integrity declarations by learners are good practice. These declarations can be
recorded as a once off and learners then requested to reaffirm upon submission of work. Note:
There is a facility in Moodle for learners to ‘tick a box’ to reaffirm their work is their own. See
Appendix 3 for an Academic Integrity Declaration which can be converted into an MS form for
ease of submission by learners and centre records
Conducting Assessment online:
When assessing learners through an online/e-assessment the valid and reliable assessment
techniques identified earlier should be adhered to.
Objective tests i.e. with multiple choice questions, are particularly suitable to online assessment
as answers may be inputted and marking can be automated. The questions devised for these
types of tests must have a limited range or responses to ensure assessments can be marked
accurately and consistently. This form of examination should not be used exclusively however
and must be combined with other assessment instruments.
Where marking is not instantaneously and automated provision of feedback of the assessment
result to the learner in a private and individual manner will need to be provided for.
The provider should use professional judgement and the principles underpinning QQI
assessment policy in deciding on the validity and reliability of using an online tool for
assessment.
Prior to implementing e-assessment/on-line assessment or indeed a programme through this
medium the Quality Team/assessor must ensure that:


arrangements are in place to provide learners with confidential feedback on their progress



learners work can be attributed to them through unique identifiers and direct
observation where applicable.



The assessor(s) have the means and authority to confirm that a learner’s assessed work
is the original work of that learner only, particularly in cases where the assessment is
conducted through remote methods.



the online assessment instrument has been tested prior to being made
available to learners.
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The Quality Team and assessor must also ensure the learners;












understand how their performance in the assessment will be judged and the relative
weighting of the online assessment (brief/marking scheme for the online assessment)
understand deadlines and conditions associated with the assessment and the
consequences where they fail to meet them
have the necessary technical skills required to complete the assessment
have access to appropriate resources such as the technical equipment
required eg computer
are provided with secure IDs
are familiar with the operating system and assessment software before
undertaking any assessment activities.
Had prior access to relevant technical training
have access to technical support
are aware of procedures for ascertaining reliability of learner evidence
are aware of procedures for accessing assessment information
are aware of procedures for submitting learner evidence including
repeat assessment opportunities
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Appendix 3 – Academic Integrity Declaration
Academic Integrity Declaration
I declare that as a student of City of Dublin Education and Training Board in [insert CDETB
centre/college] that I will:





be fair and honest to other learners and to my teacher/tutor/instructor by completing all
my academic work with integrity.
respect the standards set by my teacher/tutor/instructor, [insert centre/college] and
CDETB
honestly represent my knowledge, skills and competencies
be a community member that others can trust.

I declare that all work submitted is my own and sources of information/research have been
acknowledged appropriately.
I declare that I understand the policy and procedure on assessment deadlines, which applies to
me.
I declare that I understand that to protect the integrity of the assessment [insert CDETB
centre/college] reserves the right to orally verify understanding with students in relation to any
assessment evidence produced by them and where in the opinion of the assessor(s) a significant
difference arises [insert CDETB centre/college] also reserves the right to issue a new
assessment. Finally, I confirm that I will make myself available for these purposes upon request.
I declare that I understand the consequences for failing to uphold the above and academic
integrity in general.
By ticking I the undersigned agree to the above.
2.Your Name
3.Your Email Address
4.Today's Date
2021
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Appendix 4 – Instructional/Action Word Definitions
Instructional/action words are used by your teacher/trainer/tutor to explain how they want you to
respond to an essay, assignment or exam question.
The list below is for guidance purposes only and provides examples of some of the most
commonly used instructional words and words associated with learning outcomes and explains
their meaning. However, if there is a conflict between definitions listed below and programme
material precedence should be given to the CDETB programme/module descriptor or those
provided by other awarding bodies which are accrediting the relevant programme.
Term

Definition

Analyse

Present the outcome of methodical and detailed
examination either:
●

breaking down a theme, topic or situation in order to
interpret and study the interrelationships between the parts
and/or

●

of information or data to interpret and study key trends
and interrelationships.

Analysis can be through activity, practice, written or
verbal presentation.
Apply

Put into operation or use.
Use relevant skills/knowledge/understanding
appropriate to context.

Arrange

Organise or make plans.

Assess

Offer a reasoned judgement of the standard/quality of a
situation or a skill informed by relevant facts.

Calculate

Generate a numerical answer with workings shown.

Communicate

Convey ideas or information to others.
Create/construct skills to make or do something, for example
a display or set of accounts.
Identify the main factors relating to two or more items/situations
or aspects of a subject that is extended to explain the
similarities, differences, advantages and disadvantages.
This is used to show depth of knowledge through selection
of characteristics.

Compose

Create or make up or form.

Create/ Construct

Skills to make or do something, for example a display or set of
accounts.

Critically
analyse

Separate information into components and identify
characteristics with depth to the justification.

Critically
evaluate

Make a judgement taking into account different factors and using
available knowledge/experience/evidence where the judgement
is supported in depth.
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Term

Definition

Define

State the nature, scope or meaning.

Demonstrate

Show knowledge and understanding.

Describe

Give an account, including all the relevant characteristics,
qualities and events.

Design

Plan and present ideas to show the
layout/function/workings/object/system/process.

Develop

Grow or progress a plan, ideas, skills and understanding.

Differentiate

Recognise or determine what makes something different.

Discuss

Give an account that addresses a range of ideas and arguments.
Consider different aspects of a theme or topic, how they interrelate
and the extent to which they are important.

Evaluate

Work draws on varied information, themes or concepts to
consider aspects such as:
●

strengths or weaknesses

●

advantages or disadvantages

●

alternative actions

●

relevance or significance.

Students’ enquiries should lead to a supported judgement
showing relationship to its context. This will often be in a
conclusion.
Evidence will often be written but could be through presentation
or activity.
Explain

To give an account of the purposes or reasons.

Explore

Skills and/or knowledge involving practical research or testing.

Identify

Indicate the main features or purpose of something by
recognising it and/or being able to discern and understand facts
or qualities.

Illustrate

Make clear by using examples or providing diagrams.

Indicate

Point out, show.

Interpret

State the meaning, purpose or qualities of something through
the use of images, words or other expression.

Investigate

Conduct an enquiry or study into something to discover
and examine facts and information.

Justify

Students give reasons or evidence to:

Plan

Term

●

support an opinion

●

prove something is right or reasonable.

Consider, set out and communicate what is to be done.

Definition
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Produce

To bring into existence.

Reconstruct

To assemble again/reorganise/form an impression.

Report

Adhere to protocols, codes and conventions where findings
or judgements are set down in an objective way.

Review

Make a formal assessment of work
produced. The assessment allows students
to:
●

appraise existing information or prior events

●

reconsider information with the intention of making changes,
if necessary.

Show how

Demonstrate the application of certain methods/theories/concepts.

Stage and
manage

Organisation and management skills, for example running
an event or a social and community work pitch.

Suggest

Give possible alternatives, produce an idea, put forward,
for example, an idea or plan for consideration.

Undertake/ carry out

Use a range of skills to perform a task, research or activity 10.

The following are additional instructional words/and associated words:
Term



Definition

Account for-



give reasons for

Give an account 
ofTo take into
account



to consider, to think of

Argue



systematically support or reject a position by presenting reasons and
evidence for acceptance or rejection

Assume-



first accept that the following is true

Classify-



arrange into groups or classes

Comment on -



explain why something is important

Compare-



describe the ways in which two things/characteristics are alike, but
also mention differences

Concept-



an important idea

Concise -



short, brief

In the context of-


describe

Contrast-

10



referring to, within the subject of
describe the ways in which two things, qualities or problems are
different

Pearson BTEC Higher National Certificate/Diplomas – Programme Guidance Material.
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Criteria



what standards you would expect; what questions you would expect
to be answered

Criticise-



analyse and discuss faults and disadvantages, or merits and facts

Deduction-



the conclusion or generalisation you come to after looking carefully
at all the facts

Distinguish
between



describe the difference between two things

Elaborate



Answer fully with reasons and examples (Yes or No is not enough)



To what extent is
(x) true? -



Factor(s)-



the circumstances which bring about a result



Function-



what something does, its purpose or activities

Illustrate -



use examples or diagrams that prove the answer is correct and
clarify meaning

Implications-



results which are not obvious; long term, suggested results

Limitations



explain where something is not useful or not relevant

List



provide an itemised series of points (often expressed in point form)

Outline



- give an organised description in which you state main points or
features but omit detail

Prove



confirm or verify by stating and evaluating evidence or by logical
reasoning

With/by reference
to

Discuss in what ways (x) is true and in what ways (x) is not true

make sure you write about the following subject

Relate



emphasise connections, relationships and associations

In relation to-



only a certain part of the first topic is needed

Review



re-examine, analyse and comment briefly on the major points

Role



what part something plays, how it works, especially in co-operation
with others

State



formally set out a position

Summarise



give a concise account of main points of a subject, omitting details or
examples

Validity, valid



is there evidence and are there facts to prove this statement?11

11

Federation University Australia available at https://federation.edu.au/current-students/learningand-study/online-help-with/instructional-words
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Appendix 5. : Quality Team/EA Verification Form for Alternative Assessment – to be used
prior to assessment instrument being issued to learners.
Quality Teams should retain all completed forms for their records. Including forms which were
referred back to the assessor for modifications and the form should accompany the relevant
assessment instrument for IV and EA processes
Assessment Information
Name of CDETB Programme Module and QQI Minor
Award Code
Level
Name of Teacher
Name of Subject Matter Expert (either CDETB SME or EA
where appointed early for verification of assessment
briefs)
Assessment Validity:
Type of instrument being replaced/adapted
Type of alternative assessment instrument(s) if applicable
All relevant12 learning outcomes are to be assessed
The selected alternative assessment instrument is
suitable for assessing the relevant learning outcomes
The assessment has been developed in line with the
relevant NFQ level indicators
The learning outcomes being assessed remain the same?
i.e. have not been modified
The assessment instrument weighting remains the same

Yes

No

Yes
Yes

No
No

Yes

No

Yes

No

The assessment criteria/rubric and marking scheme are
Yes
No
appropriate and clear.
Comments: include any existing/new protocols which are in place to ensure the
alternative/adapted assessment instrument is valid and will ensure the validity of learner
evidence:

Assessment Reliability:
The assessment instrument is reliable13 i.e.
Yes
No
Reliability refers to the accuracy with which an assessment measures the skill or attainment it is
designed to measure. To be reliable an assessment instrument must be:
iii.
iv.
v.
vi.

be based on valid assessment techniques
ensure evidence is generated under consistently-applied conditions of assessment
ensure reliability of learner evidence
produce consistent decisions across the range of assessors applying the assessment in
different situations and contexts and with different groups of learners

12

Relevant learning outcomes refers to the learning outcomes that were to be assessed in a theory or practical
exam but are now to be assessed used an alternative assessment instrument
13
This guidance has been extracted from the QQI, Quality Assuring Assessment Guidelines for Providers, Revised
2013, (Version 2 - revised 2018*)
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vii.

be consistent over time14

Comments: include any existing/new protocols which are in place to ensure the alternative
assessment instrument is reliable and will ensure the reliability of learner evidence:
Fairness
The assessment instrument is fair i.e.
Yes
No
A fair assessment in addition to being valid and reliable provides equity of opportunity for
learners. Unfairness in assessment is based on unequal opportunities i.e. lack of
resources/equipment, inappropriate techniques, inexperienced assessors. For assessment
procedures and practices to be fair and equitable for learners the influence of these factors must
be taken into account in the design and implementation of assessment15.
Comments: include any existing/new protocols which are in place to ensure the alternative
assessment instrument is reliable and will ensure the reliability of learner evidence:
Transparency
The assessment instrument is clear to learners – by
setting out clearly what is required and expected of them
(transparent)
Comments:
Conducting Online Assessments
The additional requirements for conducting online
assessments as set out in Appendix 2 are met.

Yes

Yes

No

No

Comments:
I confirm on behalf of the Quality Team the above and that the CDETB policy and procedure on
quality assuring alternative assessment instruments has been followed in the development and
verification of this assessment instrument.
Signed
Name:
Chair/Lead QA Team
Date:
Or
I confirm as the appointed External Authenticator that I have verified this assessment instrument
prior to being issued to learners in accordance with the above and that the CDETB policy and
procedure on quality assuring alternative assessment instruments has been followed in the
development and verification of this assessment instrument.
Signed
Name
External Authenticator
Date:

14
15

QQI, Quality Assuring Assessment Guidelines for Providers, Revised 2013, (Version 2 - revised 2018*)
QQI, Quality Assuring Assessment Guidelines for Providers, Revised 2013, (Version 2 - revised 2018*)
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