WAIHEKE HIGH SCHOOL

ACHIEVEMENT IN 2016
NCEA level 1, level 2, and Level 3

STUDENT GUIDELINES BOOKLET

Introduction
Welcome to Achievement in 2016. This booklet is designed to help students achieve at NCEA Levels 1, 2
and 3. Its aim is to help you, the students, understand what you have to do to meet the requirements of our
assessment system and make the most of your year at school.
Read the booklet carefully. Take note of the rules and regulations.
Have an enjoyable and successful year

Your First Task
Register on the NZQA website!
Check out your entries and results
Go to www.nzqa.govt.nz
You will need your NSN number – you can get this from your form teacher, it is on your Kamar
page

Course Booklets
At the start of the year, students will receive a course booklet for each of their subjects. The course booklet
will contain important information such as:








Standards offered
Number of credits
Timing of Assessments
Conditions of Assessments
Information on the general content of the course
Additional information specific to that particular subject
Advice on further assessment opportunities

This booklet will be available to you on your class website or google classroom site.

The National Certificate in Educational Achievement – (NCEA)

So what is it?


Level One



Level Two

80 credits including 10 Literacy and
10 Numeracy credits
80 credits(60 at level 2)



Level Three

80 credits (60 at level 3)

OK – so how do I gain these credits?
 Every subject offers around 6 standards
 Each standard is worth a number of credits
Will I have external examinations?




Credits can be gained through a combination of internal and external standards. This will depend on
your course
External assessment is carried out in November and is marked by an external panel
Internal assessment is carried out throughout the year by your subject teacher

If I do a really good job, will different levels of work be recognised?





Achievement standards have a range of grades – Achieved/Merit/Excellence
NCEA Certificates are endorsed as ‘merit’ or ‘excellence’ if you achieve 50 or more credits at those
grades
Course endorsement: 14 credits plus at merit or excellence level if you have both internal and
eternal credits (at least 3)
Unit standards are graded Achieved or Not Achieved
Unit standards also have credit values and contribute to the number of credits needed for a NCEA or
other national certificate.

ASSESSMENT
There is a lot you need to know.
Read the sections which follow, very, very carefully.

Procedures













Students will receive assessment dates and relevant information at a reasonable time prior to the due
date.
Students’ work will be assessed and moderated according to school and faculty policies.
Students may appeal a result or any other assessment decision such as a ruling on a breach of
assessment rules within fourteen days of receiving the grade.
The subject teacher will be the start of the process.
If the matter is not resolved, an appeal form will be issued and it must be completed and given to the
Principal’s Nominee who will investigate.
The Principal’s Nominee will make a decision within seven days of receipt of the appeal.
The Principal’s Nominee’s decision is final.
Students may appeal grades and rulings on authenticity. An outside expert may be called in if
necessary.
You will be asked to sign off the final decision.
Students must complete all assessments under strict guidelines as outlined by their subject teacher.
Internal standards must be treated in a similar way to external standards to ensure authenticity of
students’ work. The most important thing to do is to follow the instructions of your teacher. Make
sure your behaviour in written internal assessments meets the rules for our examinations. These rules
are on the Moodle website.
Students’ work will be retained and stored by the school until the start of the next year, and in some
cases samples of student work must be retained for moderation purposes.

Breaches of the Rules in Internal Assessment
Your teacher will write a report on the incident and give it to Ms Curreen. She will meet with you, take you
through the report and listen to your explanation of your behaviour. If you are found to have breached the
rules a ‘not achieved’ grade will be given.
The report could result from the following kinds of conduct:
a. Failure to follow instructions of a teacher or failure to follow the written instructions in the
Instructions for Examination document.
b. Influencing/assisting/hindering students or disrupting the internal assessment. The
student will be removed from the classroom and in addition to the above process normal
disciplinary action will be taken in accordance with the school's written procedures.
c. Dishonest practice by a student – where a student has
I.
attempted to access information or materials or help from another person not
permitted in an external assessment
II.
used any document or certificate produced by NZQA in a way that provides them
with an advantage (pecuniary or otherwise)
III.
engaged in any other practice that might result in an advantage to the candidate or
other candidates
d. performance-based authenticity – where a student is reported to have submitted material for
assessment that is not their own, whether dishonestly, fraudulently or unwittingly

Fees
Fees are due in August each year. Currently NCEA fees are set at $76.70. There are reductions where there
is more than one student in the family sitting and where there is a low family income. If you are sitting more
than three scholarship subjects this fee is increased
.

Attendance and Work Completion



Students must attend class regularly and attempt all work set to be successful.
If students miss the background knowledge or skills to undertake an assessment task due to poor
attendance they may fail to meet the standard and therefore gain no credit.

Deadlines, Lateness and Extensions


Assessed work is due at the time and date stated in the course assessment documentation given to the
students. Work submitted after this time is deemed to be late and will not be accepted for marking
unless a missed assessment form has been completed and accepted.

Procedures for Missed Assessments
A student who has missed an assessment for a valid reason may be eligible for a further assessment
opportunity or extension of time.
 An application for a missed assessment consideration should be filled out before the assessment is
due. These forms are held by the subject teacher
 The subject teacher will pass the form to the Principal’s Nominee for consideration. Based on the
information presented in the application, an extension may be granted, a new assessment date set, or
the application denied and no credit for the standard awarded.




Where the teacher has recorded enough standard-specific evidence from other authentic work, a
derived grade may be awarded.
The Principal’s Nominees decision is final
Valid reasons for requesting an extension are: sickness, family trauma, sporting/cultural activity

Further Assessment Opportunities





If a student does not achieve a standard on the first attempt a further assessment opportunity may be
offered. This is not always possible and students will have been advised of this in the Assessment
Statement handed out by the subject teacher at the start of the year.
Further assessment opportunities involve further teaching and a new task. You must have
attempted the first task for this to be available to you.
A chance to correct a minor error in your assessed work (called a resubmission) or oral conferencing
may be offered at the discretion of the teacher.
See the school Policy Document ‘Internal Procedures on Assessment, Moderation and Reporting for
NCEA’ on Moodle for further information.

Authenticity
 A Student’s assessment must be authentic, that is their own work. It must be completed in their own
words and reflect their personal knowledge and skills
 The assessment must not be completed by any other person, including parents, caregivers, other
students etc
 Any direct use of someone else’s words, graphics etc must be acknowledged as quotations and/or
sourced. (See Guidelines for Research in this booklet) . Online plagiarism software will be used to
check students’ work.
 Students will be asked to sign on the coversheet of any assessed task that the work is their own.
 Students must follow the guidelines and procedures that are set in place by their teachers. These are
designed to ensure all work is the student’s own work. e.g. keeping notes and drafts; printing out
references.







Breaches of authenticity will result in NZQA/Parents and caregivers being notified. This will result
in no credits for that assessment task
If a student copies another student’s work, allows their work to be copied or works together with
another student on an assessment then that is misconduct. There will be an investigation by the
subject teacher, HOF and Principal’s Nominee. If the student is guilty, then NZQA/Parent/caregiver
will be notified and Not Achieved will be awarded for that standard.
The Principal’s Nominee’s decision is final.
See the school Policy Document ‘Internal Procedures on Assessment, Moderation and Reporting for
NCEA’ on the school website for further information.

Reporting of Assessment Results
 Students will receive regular written and verbal feedback from their subject teachers
 Formal reports will be issued at mid year and end of year
 Two parent/caregiver interviews will take place during the year
 Grades will be regularly reported to NZQA throughout the year. In term four students will be asked
by their subject teachers to check the year’s results that are held for that student in that subject. The
student will sign that the grades are accurate
Special Assessment Conditions




Students with special learning needs are generally identified prior to Year 11 by the Special Needs
Co-ordinator, Mrs Mahaki, on enrolment at the school. Provision will be made for these students to
have valid and fair assessment conditions, consistent with the assistance they would normally has as
part of their learning environment and in accordance with the school’s Special Needs policy. If the
Special Needs Co-ordinator is unaware of the student’s special learning needs he/she should be
approached by the student/parent/caregiver
For external exams, the Principal’s Nominee will apply to NZQA for the appropriate assistance. In
the first instance parents/caregivers should check with the Special Needs Co-ordinator that their
student will qualify. To assist NZQA’s acceptance of the student’s application, it is important that
the student has an ongoing history of special assistance at the school from enrolment.

Derived Grade
Candidates who have been disadvantaged through illness or misadventure may apply for a derived grade
For internal assessments, this is covered under the Missed Assessment procedures. For external
examinations, application should be made to the Principal’s Nominee as soon as possible, preferably on the
day of the examination. Normally NZQA sets a deadline early in December.
The evidence for achieving the standard is required to award a grade for compassionate consideration.
Grades used are from coursework and the Term Three exams.

Privacy Act
The Privacy Act requires that no student’s personal details, entry or results data or work should be shown to
anyone who does not need to see them without the student’s express permission.

UNIVERSITY ENTRANCE STANDARD
___________________________________________________________________
Achievement of NCEA Level 3


60 credits at Level 3 or higher and 20 credits at Level 2 or higher



14 credits in each of three subjects from the approved list

Numeracy – 10 credits at Level 1 or higher from specified achievement standards or
three specific numeracy unit standards
Literacy – 10 credits (five in reading and five in writing)
from specified Level 2 or Level 3 achievement standards across various subjects
We will be helping you track your progress in Literacy

For further information:
Please refer to the Internal Procedures on Assessment, Moderation and
Reporting for NCEA on the school website.

Guidelines for Research

BIBLIOGRAPHIES
All research you do requires an acknowledgment of your sources of information.
You are expected to use the APA (American Psychological Association) Referencing System
How to do it:
ALL references cited must be listed alphabetically by the author’s surname (last or family name).
Punctuation must be correct.
The Titles are either in italic or underlined.
Include the edition if there is more than one edition.
Double space between each reference.
The first line of each reference should be flush with the left margin, any additional lines are
indented three spaces to the right.
Keep to the sequence or format below exactly.

FORMAT:
Book:
Surname of author, initials of first names. Date (i.e. year) of publication. Title. Edition if needed.
Place (i.e. city) of publication. Publisher.
eg:
Smith, G.H.(2001). Life in the Arctic. (7th ed.) London. Macmillan.

Encyclopaedia:
Surname of author or editor, initials of first names. Date of publication. Title. Volume number.
Place of publication. Publisher.
e.g. Jacobs, D.W. (2003). The World Book Encyclopaedia. (Vol 3). Chicago. World Book Inc.

Internet:
Author, title, date retrieved, web address.
When an item has no author list it in sequence by the title.
e.g. Dargaud, G. Antarctic penguins. Retrieved 12 November 2003 From
www.gdargaud.net/Antarctic/Penguins.html
Yellow-eyed Penguin Trust. Retrieved 10 November 2003-11-13
From www.penguin.net.nz/cons/conservation.html
FILMS OR VIDEOS:
Producer’s surname then initials, director’s surname then initials. Date (year released). Title.
(Motion Picture). Country of origin: studio or Distributor.

e.g. Parr,L (Producer) & Mune,I (Director). 1985. Came a hot Friday.
(Motion Picture). NZ: Mirage Films.
TELEVISION:
Single Broadcast:
Producer. Date. Title. City of origin. Studio or distributor.
Episode in a Series:
Writer. Director. Date. Title of Episode. Producer. Title of series. City of origin. Studio.

