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Cromwell College Senior Assessment Handbook
This handbook provides you with important information regarding New Zealand
Qualifications Guidelines

If you have further questions please ask some of the following people
● Your classroom teacher
● Your whānau teacher
● The Heads of Faculty

○ Technology Mr Jenkins
○ The Arts Mrs Davis
○ Physical Education Mrs Chatterton
○ Social Sciences Ms Ross
○ Science Mr Land
○ Mathematics Ms Swire
○ English Mrs Wiltshire / Ms Robertson

● Careers/ Gateway Mrs Borrie
● Assistant Principals Mr Thomson, Ms Hill, Ms Robertson/ Mr Streeter
● The NZQA PN Ms Robertson / Mr Streeter
● Deans

○ Kawarau Mrs Davis, Ms Dixon
○ Mata-au Mrs Wiltshire, Ms Swire
○ Tara-puta Mrs Thomson, Mrs Borrie
○ Papapuni Ms Carter, Mrs Dickie

Acronyms

NZQA New Zealand Qualifications Authority

NCEA National Certificate in Educational Achievement

AS Achievement Standards

US Unit Standards

NZC New Zealand Curriculum

NZQF New Zealand Qualifications Framework

UE University Entrance

KAMAR The Student Management System used at Cromwell College

PN Principal’s Nominee - the teacher in charge of NZQA matters

N, A, M, E Not Achieved, Achieved, Merit, Excellence

SACs Special Assessment Conditions

NSN National Student Number

HoFs Heads of Faculty
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National Certificate of Educational Achievement (NCEA) Structure

There are three levels of NCEA certificate, depending on the di�culty of the standards
achieved. At each level, students must achieve a certain number of credits to gain an
NCEA certificate. Credits can be gained over more than one year. There is no set time
limit for completing a qualification.
NCEA level Requirements

Level 1

● 80 credits are required at any level (Level 1, 2 or 3)
● * 10 credits in literacy and 10 credits in numeracy are required.

Literacy and numeracy credits are also available from fields other
than English and Mathematics.

● In 2024 the literacy and numeracy requirements will change. They
must be gained from new, mandatory unit standards.

Level 2
● 60 credits at Level 2 or above

+ 20 credits from any level
● (literacy and numeracy requirements same as Level 1)

Level 3

● 60 credits at Level 3 or above
+ 20 credits from Level 2 or above

● (literacy and numeracy requirements same as Level 1)

● Di�erent requirements are needed for University Entrance – see page
4.

Certificate endorsement
● If a student gains 50 credits at Excellence, their NCEA will be endorsed with

Excellence.
● If a student gains 50 credits at Merit (or Merit and Excellence), their NCEA will be

endorsed with Merit.
● The Record of Achievement shows endorsement awards. Endorsements are

conferred in January of the following year.
● Credits earned can count towards an endorsement over more than one year and

more than one level. However, they must be gained at the level of the certificate
or above. For example, Level 2 credits will count towards endorsement of a Level 1
NCEA, but Level 1 credits will not count towards endorsement of a Level 2 NCEA.

Course endorsement
● A course endorsement provides recognition for a student who has performed

exceptionally well in an individual course. The key objective of a course
endorsement is to motivate students to achieve their potential in one or more
courses.

● Credits must be gained in the year of study to be eligible for course endorsement.
Students will gain an endorsement for a course if, in a single school year, they
achieve both of:

■ 14 or more credits at Achieved, Merit or Excellence
■ At least 3 of these credits from externally assessed standards and 3

credits from internally assessed standards. (Note this does not apply to
Physical Education and Level 3 Visual Arts).
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University Entrance (UE)

To qualify for entrance to a university in New Zealand the student must attain:

● NCEA Level 3 and:
● In three approved subjects, 14 credits at Level 3 or above. The approved

subject standards can also be found at:
https://www.nzqa.govt.nz/qualifications-standards/awards/university-entrance/approve
d-subjects/

● UE Literacy - 10 credits at Level 2 or above, made up of:
● 5 credits in reading from specified Achievement Standards.
● 5 credits in writing from specified Achievement Standards.

● UE Numeracy - 10 credits at Level 1 or above, made up of:
● Achievement Standards – specified Achievement Standards available through

a range of subjects, or
● Unit Standards - package of three Numeracy Unit Standards (26623, 26626,

and 26627- all three required).

Course outlines will provide information about whether assessments are UE literacy
standards.

Many courses at university give preference to students with Merit and Excellence
endorsements.
Some universities have introduced guaranteed scholarships for students achieving
endorsed certificates in Levels 2 and 3. This trend is continuing as university places
become more limited. Level 2 NCEA results are important for students applying for
scholarships and university hostels.

NCEA Fee

There is no fee for New Zealand students to enter NZQA assessments.
The international fee is $383.30.

Scholarship

Scholarship is a separate examination which students studying UE approved subjects at
Level 3 can choose to enter.

There is no fee for New Zealand students if they enter up to 3 subjects.
International students will pay the full fee of $102.20 (GST incl.) per Scholarship subject.

Scholarship awards have a monetary value which depends on the level of achievement.
If you are interested in preparing for these exams you should discuss this with your
teachers at the earliest opportunity. It is not uncommon for the discussions to start when
students are in Year 12.
See: http://www.nzqa.govt.nz/scholarship/index.html
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Courses of Study at Cromwell College

Year 11 Typically working towards NCEA Level 1
Students study:
English
Mathematics
Science

+ Three other courses

Year 12 Typically working towards NCEA Level 2
Students study:
English (Level 1 or 2) or Work Literacy

+ Five other courses

Year 13 Typically working towards NCEA Level 3
Students study:
Five courses
Some may choose to study six in consultation with Deans

Students may study courses from di�erent NCEA levels provided they fit into the school’s
timetable.

Course Entry
Entry to all Year 11-13 courses will be at the discretion of the Assistant Principals, in
consultation with HoFs and Deans. The decision will be based on the student meeting the
entry requirements, and/or their ability to cope with that course, and /or their overall
course. The course selection process begins in Term 4 and is finalised in Term 1 the
following year.

Course options and entry requirements can be found in the Course Selection Handbook
on the Cromwell College website.
http://cromwell.school.nz/wp-content/uploads/COURSE-Selection-Book-2023.pdf

Distance Learning
Entry requirements for Distance Education courses require a sound demonstration of
independent work skills in the previous year.

Distance education providers include Te Kura, the Open Polytechnic of New Zealand,
Otago Polytechnic, SIT, and the Net-NZ video-conferencing courses.

Ms Sinclair is the teacher in charge of Distance Learning.

Changes to Courses of Study
● Typically this only happens in the first few weeks of the school year
● A course change form must be completed
● An Assistant Principal must approve the change
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Course Organisation

Courses will be designed to develop the key skills and learning outcomes of the di�erent
curriculum areas.

Each course at Cromwell College has a range of assessments. An assessment could be a
project, an in-class test, a speech, a practical demonstration, an observation by the
teacher, or an end-of-year examination. Each assessment is worth a certain number of
credits.

Not every student will follow the same assessment plan in every course. Courses are
adapted to suit group and individual student needs.

There are two types of assessments in the NCEA. Both types count equally for NCEA
certificates.

Achievement Standards
● There are four results available for any achievement standard: Not Achieved,

Achieved, Merit, Excellence.
● Internal Achievement Standards

○ are done during the school year and marked by the school
● External Achievement Standards

○ end of year NZQA exams or work done in school but marked outside of the
school (Art Portfolios)

Unit Standards
● Most unit standards o�er only two results: Not Achieved and Achieved. However,

this is not always the case, and some unit standards will o�er all grades.
● Always given as school-based or internal assessments. A unit standard

assessment may be a project, a practical demonstration or an in-class test.
● Unit standards are generally o�ered in vocationally based courses.
● A unit standard is an accepted standard of achievement for a particular skill.

Course Outlines / Booklets

Students will be given a course outline by each course teacher at the start of the year.
This outline will include:

● A general course overview
● A List of the Achievement Standards and Unit Standards to be assessed in the

course
● their name, number, version, level, credit value and internal/external status

● Optional standards will be clearly identified
● An assessment statement detailing the type of assessment for each standard and

the availability or otherwise of further assessment opportunities
● A proposed timeline for assessment
● Whether there are further assessment opportunities for each standard
● If an endorsement is available in the subject.
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● Clear information about Level 1 Literacy and Numeracy, and UE Literacy
requirements.
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Internal Assessment

Teachers have clear guidelines as to how each internal standard is assessed. This may
include a range of processes for collecting evidence that the student has met a standard.
Methods of accumulating evidence of student achievement data can come from any one
source, or a combination of methods such as: traditional tests (oral or written),
observations, checklists, journals, workbooks and portfolios, performances, seminars,
presentations, etc.

Students need to understand before a standard is started how it is to be assessed so that
there can be no misunderstanding or confusion on the methods and timing of
assessment.

If an assessment fails to meet the standard the teacher has these options:

1. Resubmission
Where a student completes an assessment and has attained a result at “Not
Achieved”/”Achieved” grade boundary then they may, where practicable, have the
opportunity for a Resubmission. This opportunity can only be given if:

● The original assessment is at the grade boundary
● If the grade above is attainable very quickly under the same assessment

conditions
● Any correction is limited to a specific aspect of the assessment
● The length of time, format (orally, practical demonstration. writing) and location of

the resubmission is at the discretion of the teacher
● The teacher will not provide any further teaching or detailed feedback before the

assessment
● Only one resubmission per assessment is available

Merit and Excellence grades will not be available following resubmission.

2. Further Assessment Opportunity

Where practicable, departments will o�er students who have not gained the standard, or
wish to improve their grade, one further assessment opportunity. The availability of
further assessment opportunities is outlined in the individual subject course booklets.
That assessment should follow a period of further learning with evidence of this available.
The following principles will apply:
● Further assessment will be o�ered in a way that is not an undue burden on

teacher time (or class time) or on teacher workload.
● The assessment will be given after a relevant period of further learning.
● If a Standard is not going to have another assessment opportunity, then this

needs to be clearly outlined to students in the course outline.
● Where there are formal further assessment opportunities students will be able to

be awarded the full range of grades. If the further assessment opportunity results
in a lower grade than the original assessment the higher grade will stand.

● Students given adequate time to complete an assessment and make no (or a
minimal) attempt to complete it, will not be o�ered a further assessment
opportunity.

● Students who have unapproved absences at key times during, or leading up, to
assessments will not be given extensions to due dates, and will not be o�ered a
further assessment opportunity.
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Reconsiderations

Students may resubmit their original work for any assessment standard to the teacher if
they believe:

● that the teacher has missed some of their work
● the teacher has misinterpreted an answer or response
● the teacher has been inconsistent in relation to other students
● the teacher has incorrectly recorded the grade achieved

Reconsiderations must be made to the teacher concerned by the end of the school day
following the return of marked work. It is hoped that a resolution can be made between
teacher and student in these cases.

Appeals
All students have the right to appeal an assessment judgement.
● Appeals must be made within 7 days after the work has been marked, verified and

the mark for the work has been given to the student.
● Appeals may be based on:

o A variation between the course outline as given to students and what was
actually assessed

o Unfair or unreasonable assessment procedures
o Lack of prior information relating to the nature of the assessment and the

criteria or standards applied to each level of achievement
o Disparity between the grade awarded and the criteria for a given level of

achievement
o A dispute over unacknowledged or copied work.

The procedure for an appeal:
● The student must talk to the teacher who assessed the work and outline their

concerns.
● If the student is not satisfied with the teacher’s response, then they must

approach the Head of Faculty,, who will look at the work and the assessment task
and schedule. They will make a decision about the appropriate grade.

● If the student is not satisfied with the Head of Department’s decision, then they
should talk to the NZQA PN who will look at all the evidence available. The PN will
make a decision about the appropriate grade.

o The NZQA PN is likely to seek an independent assessments from
another teacher with experience in the subject area

● If the student is still not satisfied with the decision of the NZQA Principal’s
Nominee, then they should go to the Principal who will make a final decision.
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External Assessments / Examinations / Practice Assessments / Derived Grades

Many Achievement Standards are assessed through an end-of-year national NZQA
examination.
External examinations should be listed in individual course outlines.

NZQA examinations take place between Monday November 6, and Thursday 30
November. The examination timetable can be found on the link below.
https://www.nzqa.govt.nz/ncea/ncea-exams-and-portfolios/external/national-secondary
-examinations-timetable/

Digital Examinations
Some external examinations can be conducted using the NZQA digital assessment
platform. In 2022 the following subjects o�ered digital examinations at all levels.

● Food and Nutrition (Home Economics)
● English
● History

Students need to practise using this platform prior to the external examination period at
the end of the year. Cromwell College will o�er students the opportunity to do this under
exam conditions during the school examinations.

It is important that students familiarise themselves with the digital examination platform
and the device requirements. Check the link below for more information.

https://www.nzqa.govt.nz/ncea/ncea-exams-and-portfolios/external/digital-exams/

School Examinations and Derived Grades
School examinations take place in Term 3. The purpose of these examinations are to:

● Help students prepare for external assessments. School examinations are designed
to help students and teachers identify what students know and what is still needed
to learn. The results from these practice exams do not count on Records of
Achievement.

● Form the basis for a derived grade application.

Derived Grades refers to the method of establishing grades when candidates, who
through illness or misadventure, bereavement of a family member or close acquaintance,
or national representative duties, have been prevented from sitting examinations or
otherwise presenting materials for external assessment, or who consider that their
performance in an external assessment has been seriously impaired because of
exceptional circumstances beyond their control. Candidates may apply to the PN and
NZQA to be awarded a derived grade based exclusively on pre-existing standard-specific
evidence held by the school.

● A derived grade is gathered from KAMAR where entries have been made from valid
and moderated end-of-topic tests or practice exams.

● Where there is no grade from practice assessments for an external standard,
whether that is because a student was absent or did not complete an assessment,
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or because the timing of the teaching has meant no practice assessment was given,
no derived grade will be possible.

● Students are made aware that the assessment will be used to generate a derived
grade.

● All assessments, if potentially to be used for derived grades, must occur under
examination conditions.

Students contact the NZQA PN at the earliest possible opportunity for specific individual
advice and guidance in relation to the derived grade process. The derived grade is
entered by the NZQA PN at the time of the missed or impaired examination. This is
processed online, and documentation filed at school.

Information for candidates:
http://www.nzqa.govt.nz/providers-partners/assessment-and-moderation/managing-national-assessment-i

n-schools/derived-grade/information-for-candidates/

Other external assessments include:

Mathematics and Digital Technology
Common Assessment Tasks that are assessed throughout the year.
MCAT (Tuesday 12 or Thursday 14 September)

Visual Arts and Design and Visual Communication Technology
Portfolios that are due in Term 4

External Assessment Reviews or Reconsiderations

You can apply for a review or reconsideration of your results for externally assessed
NCEA standards and New Zealand Scholarship subjects.

Review:
If a student thinks a standard that was completed is missing some or all of its content, or
a grade score has been calculated or reported incorrectly a review can be applied for.
This does not involve remarking
There is no charge

Reconsideration
If a student would like a marked exam to be remarked.
There is a charge for this

See the following link for more detailed information on this process
https://www.nzqa.govt.nz/ncea/ncea-results/reviews-and-reconsiderations/
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Special Assessment Conditions
● Special Assessment Conditions (SAC) can provide extra help for otherwise capable

students in addressing various barriers to achievement in assessments for NCEA or
New Zealand Scholarship

● SAC helps students fairly demonstrate their knowledge, skills and understanding
when being assessed without providing an unfair advantage over other students.

● Submissions for SAC are made by schools to NZQA on behalf of students.
● SAC support is available for both internal and external assessments.

Some examples of SAC:
● Extra time
● Large print papers - vision impaired students
● Rest breaks - students with head injuries or diabetes
● Separate accommodation - students with an anxiety disorder
● Writers / computers - dyslexic learners
● Readers - dyslexic learners

Application Process
- Schools make applications to NZQA on behalf of students

- The school must gather information to support applications. This could
include:

- Independent reports from professionals
- The student’s history of learning support provided at school

- Comments and observations from teachers, the student, and
parents / caregivers

- Any medical or other report provided by the student or their
parent / caregiver

- The result of any testing done by the school
- The results of any trials of SACs

SACS information for students

SACS information for parents/caregivers

School Contact
Director of Learning Karen Inglis

kareninglis@cromwell.school.nz
Subject Line: SAC enquiry - and child’s name
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Authentication

Where assessments are for internally assessed standards or practice external
assessments, and grades are awarded based on individual work, then Cromwell College,
Faculties and teachers must have procedures in place that ensure the work submitted is a
student’s own work.
● Each assessment must have a declaration for students to sign for authenticity
● Each student must sign the authenticity declaration in each of their assessments

to say that it is their own work.

Plagiarism

Plagiarism is a serious misconduct and students must ensure they submit work that is
their own. Plagiarism can appear in a variety of ways:

● Work copied exactly from another source and not referenced.
● Significant portions of work copied from another source and not referenced.
● Paraphrasing the text while maintaining the basic paragraph and sentence

structure.
Any copied text must be in quotation marks and all references/sources must be stated.

To support students faculties and teachers will do the following:
● Plan assessments, both internal and School Examinations (for derived grades for

externals), in such a way that past papers or past assignments cannot be copied
or memorised.

● Plan assignments and assessments in such a way that work taken home can be
guaranteed to be the student’s own work. Where possible, work should be
completed at school.

● Plan assignments and assessments in such a way that information may not be
directly plagiarised. Teachers must have checks in place for plagiarism and
students are required to reference secondary information.

● Outline the rules for authentication of students’ work to students in advance of
assignments.

● Outline the consequences of breaking these rules to students.
● Have clear check points where an assessment is o�ered over an extended period

or where group work is part of the assessment.
● Ensure that when assessment tasks require collaboration between students, for

example the collection of data for an assessment, individual components are
included in the assessment.

● Plans, draft work and a full bibliography may be required to be included with the
final product.

● Teach how to reference material correctly
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Misconduct

Teachers are required to have procedures in place for assessments to minimise the
chances of forms of misconduct such as impersonation, plagiarism, communicating with
others during assessments and other forms of misconduct.

Procedures if misconduct is suspected:
If the material submitted for assessment by the student raises concerns about the
authenticity of the work the following process will occur:

● The teacher will question the student about the work and how it was done. If
misconduct has definitely occurred during the assessment the following
procedures must be followed:
o The assessment material will be removed from the student.
o A Not Achieved grade will be given.
o Contact is made home via a letter, email or phone call.
o The misconduct is reported to the NZQA PN.

● NZQA Principal’s Nominee will take the following action:
o Question the teacher about their concerns.
o Question the student about the work and how it was done.
o Compare the assessment material to other work the student has done and

to other students’ work if necessary.
● The NZQA PN will then make a decision that may be one of the following:

o The work is to be accepted as genuine and will be assessed.
o The student is required to provide further proof that the work is theirs

before it will be accepted for assessment.
o Only that part of the work that can be authenticated will be assessed. The

NZQA PN will record the misconduct on KAMAR.
o The work will not be assessed. The NZQA PN will record the misconduct on

KAMAR.
o If evidence of plagiarism is proven in an assessment, all other internal

assessments completed in the current year may be rechecked for evidence
of plagiarism, potentially resulting in credits being withdrawn.

o Home will be contacted.

If multiple entries occur over the three years of NCEA study the matter will be referred to
the NZQA PN and more serious action may be taken.
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Missed Assessments and Extensions

● Internally assessed standards will have a clearly stated due date. Students will be
given su�cient advance notice of this due date.

● All internally assessed work must be handed in by the student on or before the
due date.

If an assessment is late or the due date has been missed and the reason is not the fault
of the student, then, where practicable, the student will be provided with the opportunity
to either submit the work late or sit the assessment at another time.
● Acceptable reasons for missed assessments are:

o Illness which has been justified by an NCEA medical certificate
o Family crisis, funeral or other unusual events that have the prior approval

of the NZQA Principal’s Nominee.
o Approval for special events must be from the NZQA PN. Approval for

events will only be considered for final events and reasonable travel time
to/from the event.

● Where the opportunity is given to the student to submit work late or to sit a
separate assessment, all reasonable steps will be taken to ensure that the student
does not receive any unfair advantage over the other students. In particular,
processes will be put in place to minimise any possibility of using other students’
experience to achieve enhanced grades.

● Check points throughout certain assessments must be met in order to ensure
authenticity and evidence building. If a student asks for an extension the student
must be able to show that they have met the checkpoints along the way.

Other than o�cial extensions, as outlined above, if the completion date is missed the
work will not be graded. Any form of absence will not allow an automatic extension of
time. This must be applied for in writing to the NZQA Principal’s Nominee.

● If a student is unexpectedly absent on the day of an assessment please contact the
NZQA PN on the day of the assessment to advise that the student is absent. An
NCEA medical certificate will be required for illness / injury.

The reporting of all Not Achieved grades are required. Students must receive a result of
‘Not Achieved' if they have had an adequate opportunity to achieve the standard and did
not reach it, or if they failed to present the work or evidence on time without su�cient
reason.

● See the NZQA PN for an Extension Request form.
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NZQA Login

NZQA maintains your Record of Achievement on a computer database.
● This Record of Achievement lists all the unit standards and achievement standards

students have passed, and keeps track of the total number of credits gained.
● It states what national certificates have been gained, progress on vocational

pathways as well as what externals students are entered in for the current year.

You should access your information through the learner login tab of the NZQA
website.

https://www.nzqa.govt.nz/login

- Students will need to know their NSN number and set up a password on the first
visit

- The password must be remembered
- The school cannot access the password, and issues with the Login must be directed

to the NZQA phone number provided on the login site.

The Login is required for students to be able to access Digital Exams and Digital Practice
Exams

NZQA Results

● Results will be on KAMAR in the first instance, but will only be o�cial results once
on the NZQA site.

● Results are updated throughout the year from the school once all marking and
moderation requirements are completed.

● Final results are available in January. Students must go online to view these.

Checking Results and Progress in KAMAR
Grades must be verified and signed o� by students at the awarding of the interim grade
and then again, if necessary, after appeal procedure changes.

KAMAR
Check it to see:

● Progress towards NCEA certificate totals
● Progress towards literacy and numeracy (if relevant)
● Progress to your merit or excellence endorsement
● Progress to a subject endorsement
● All your subjects are in the system and that individual standards outside of the

normal courses are appearing.
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