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Whitby Community College
Coursework Policy – Key Stage 4

Rationale

Coursework forms a significant part of the assessment for almost all examined courses at Key Stage 4.  In some subjects, it provides the majority of the marks that count towards the final grade. It represents a significant opportunity for students to develop independent research and study skills, which will help them on Post-16 courses and in Higher Education, as well as in the workplace.

It is important that 

· coursework is managed as well as possible
· students have the best possible opportunity to reach or exceed their target grades in their coursework.

To achieve this, it is essential for teachers, students and parents to work in partnership.

Guidelines

a) College Staff

The College staff will take responsibility for reaching the quality standards outlined below.  
· Directors of Learning, Team Leaders and Assistant Team Leaders have a significant role to play in monitoring the management of coursework within the different Learning Areas and courses, and are expected to ensure that coursework is well planned, completed in a timely fashion, assessed accurately and within an appropriate time scale, and that problems with completion are brought promptly to the attention of parents.  In addition, they should ensure that marks are recorded promptly in the ‘electronic mark book’ (WIMS) so that others responsible for tracking student progress can do so accurately, and that students have access to help and advice if they have difficulties with the task.  There should also be clear strategies for supporting the progress of students who have been absent at critical times.
· AHTs for KS4 and KS5 are responsible for co-ordinating and publishing a schedule for coursework, subject by subject, in September of each academic year, after consultation with team leaders during the summer term.

· The Director of Learning: Raising Attainment is responsible for providing a planned Study Skills support session for all students early in the Key Stage, to assist them in managing coursework.
Quality Standards for Coursework Management:

Every coursework task set requires the following support as a minimum:

· Carefully designed task, enabling students to access the correct range of grades – there should be a bank of suitable tasks available to the team of teachers

· Task sheet, giving details of the task, the timescale (broken down into stages if it is a complex or long task), the assessment criteria (in a form which is accessible and helpful to the students in progressing from one grade to the next), and where resources can be found, dates and times of any additional help sessions, given to students at the start
· Deadline (and, for longer tasks, interim deadlines) recorded in student planners at the outset (slips or stickers could be given out where appropriate)
· Task sheet and resources posted on intranet and College website, so that students who lose the printed sheets can download further copies

· Task sheet posted to parents as the task is started, with a covering letter emphasising the deadline, sources of help, resources and how much help parents can legitimately give

· Guidance on word processing standards and approaches e.g. use of headings, font size, text justified, template for reports, spell-checking, proof-reading

· Some time spent in one or more lessons, to get the task underway (the amount of time will depend upon the nature of the task, the weight it carries in the overall course assessment, the confidence and ability of the students and the stage in the course)
· For longer coursework tasks, appropriate guidance and support with project management, including clear interim deadlines and milestones, carefully monitored

· For all tasks, clear deadlines, with prompt action taken if they are missed.
· When collecting work in, teachers will gather it into a plastic wallet, with students signing it off on a class list.

· Teachers will regularly warn students of the risks of plagiarism, and will deal with it as a serious matter should it be suspected, referring the student to the relevant Director of Learning.
HELPING AND GUIDING: There should be explicit arrangements for guiding students to reach the next level: e.g. feedback on drafts (give dates for interim feedback if this is built into the process), individual advice, help sessions, peer assessment sessions.  Students really value the chance to get help and guidance from their subject teachers, and welcome e.g. lunch time ‘surgeries’ where these are available.
DEADLINES must be adhered to by staff as well as students.  The coursework planner (whole college) must be adhered to.  Students who have absences or problems during the timescale and need an extension must keep their teachers informed, and preferably bring a note from home. If a student does not hand the work in on the day it is due, they should be warned to bring it to the next lesson (NB this applies to interim deadlines for longer tasks, as well as final deadlines.) If it does not materialise (including if the student is absent) a letter should be sent home alerting the parent, asking for their support in gaining completion, and arranging a prompt study session to catch up.  It may be necessary to identify the nature of the problem, and set up an individual action plan to prioritise and support the student through to completion.  Students who miss even one deadline should be considered to be ‘at risk’ and their Learning Manager should be alerted.  The help and guidance of the team leader or Director of Learning should be sought if the problem persists.
ASSESSMENT should be prompt, and should help with the setting of curricular targets for the next piece of work.  A standardised assessment sheet for each subject will help to make assessment accurate and feedback helpful.
b) Students

· Students should expect to complete all coursework set to a high standard, and should set aside adequate study time to do so.  They should expect that shoddy work will have to be repeated, and avoid handing in sub-standard work.
· They should always meet deadlines, seeking an extension if illness or other problems delay completion.  Extension requests should be supported by a letter from home.
· If difficulties are encountered, students should seek help from their teacher, ensuring that they do so at as early a stage as possible.

· Students should actively strive at all times to reach or exceed their target grades, using all the support and advice available to help them to do so.

· Learning Managers and parents can provide help and advice to students who are struggling to manage their time and their workload well.
c) Parents

· Students should be expected to have regular homework, including coursework.  Where there are concerns about this, parents are advised to contact the Learning Manager for their child’s year group.

· Parents who take an interest in their children’s successful coursework completion contribute significantly to their success, through the encouragement and motivation they provide.

· Parents can identify where students need more support and advice, and draw this to the attention of their teachers.

· Parents should write a note in their child’s planner where an extension to a deadline is requested for legitimate reasons.

· Parents who receive contact from a teacher about late completion of coursework should treat this as a serious matter, potentially leading to underachievement, and make every effort to assist with rectifying the situation, including supporting after school catch-up sessions.

· Parents should be careful not to help too much with coursework e.g. reading work through and discussing the ideas is acceptable, but telling the student what to write or drafting it for them is not.  Correcting mistakes is not acceptable, but answering a student’s question about e.g. how to spell a word is acceptable.
Parents will be given details of who to contact with queries/concerns about coursework in each subject.
Appeals for Coursework and Internal Assessments

Whitby Community College will endeavour to provide a fair assessment of all work. If it is deemed by a student that an assessment grade is unfair, it can be appealed against. The appeals procedure includes:

1) formally recording the appeal 

2) promptly responding with clear stated times

3) three stages that give both staff and students an opportunity to submit complaints

4) constructive feedback to the candidate.

The Stages of the Appeals Process

1) If an assessment decision is disputed, the candidate must give a reason within one week of the work being returned. The Teacher will consider the reasons given and an immediate response which must be:

a) a clear explanation in writing of the assessment decision relating to the assessment criteria

b) a new decision or confirmation of the original decision

2) If the candidate is still dissatisfied then the assessor will use an agreed internal verifier who will:

a) assess the candidate’s work against the assessment criteria

b) provide a written explanation and a new assessment decision, which may or may not confirm the original decision. This will take into account 1) the candidates reasons for appeal; b) the candidate’s evidence and assessment records; c) the assessor’s reasons for the decision. The internal verifier will give a reconsidered decision within five working days, in writing. 

3) If the candidate is still dissatisfied after Stage 2, they have the right to appeal to Jim Tomlinson, Assistant Headteacher (Teaching & Learning). The independent verifier who acted at Stage 2 will pass on the details should the case reach this stage. The Assistant Headteacher will respond to the candidate within 24 hours of the matter reaching Stage 3. His response will include a) a written explanation and confirmation of the assessment and decision; b) the assessment record sheet; c) any written comments from the internal verifier; d) the final decision based on the evidence and assessment criteria. The decision at this stage will be final. 
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