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1. Preamble 

1.1 Purpose 

The purpose of the Assessment Moderation Policy (‘the Policy’) is to clearly outline the 

Canterbury Institute of Management’s (‘the Institute’) Policy and Procedure on assessment 

moderation. The purpose of moderation is to promote quality and ensure consistency. 

1.2 Background 

1.2.1 The Institute’s assessment moderation process is an integral part of its overall 

assessment process. It is designed to ensure that all assessments are valid (measuring 

what they are supposed to measure) and reliable (consistent in terms of quality). 

1.2.2 Every student in a course should receive the same opportunity for a fair assessment 

regardless of who is marking their assessment task. Moderation processes offer this 

assurance. 

1.2.3 Moderation refers to quality assurance processes directed towards ensuring that 

assessments are marked with accuracy, consistency and fairness and feedback processes 

are rigorous, fair and consistent. Moderation is required for every assessment which 

involves a degree of subjectivity. 

1.2.4 The process of moderation can include the adjustment of student marks but is always 

based on reassessment of student work. 

1.2.5 As part of the moderation process, adjustments to student marks must occur before 

the assessment feedback has been communicated or the marks have been 

communicated to the student. 

1.2.6 The Program Director is responsible for the moderation processes undertaken within 

a course. The Program Director must involve the teaching team of the moderated 

course in this process. 

1.3 Definitions 

For definitions, refer to Glossary of Terms. 

 

2. Scope 

This Policy provides information about the Institute’s assessment moderation policy, practice and 

requirements for all programs offered at the Institute. 

 

3. Policy Statement 

This Policy is designed to assure the Institute’s commitment to industry leading quality in 

assessment moderation at the systemic and individual level. 

 

4. Principles 

4.1. The Assessment Moderation is a multi-stage, collective effort of senior academic staff at the 

Institute, teaching staff, external academics, and student administration. Each of these 

participants has specific roles to play in the moderation process. To ensure the validity and 

reliability of assessments, two assessment moderation stages are employed at the Institute: 
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a. At the assessment design stage (Pre-Assessment Moderation): the main objective of the 

moderation process at this stage is to ensure the validity and reliability of the assessments. 

b. At the marking stage (Post-Assessment Moderation): the main objective of the moderation 

process at this stage is to ensure that marking is consistent with assessment criteria and 

standards. 

The moderation process should be carried out for all types of assessment items which are 

20% or above, including mid-semester and final examination. 

 

4.2. Post Assessment Moderation 

Within the context described in the assessment moderation ‘Background’, post assessment 

moderation is undertaken through the involvement of internal and external academics. To 

guide the external moderation tasks and actions, the following principles and responsibilities 

have been developed to facilitate effective moderation: 

a. procedures for assessment are explicit, valid and reliable and these procedures are made 

public to all stakeholders; 

b. students are made aware of assessment requirements in the first week of the trimester; 

c. all assessment tasks are graded against a marking scheme (rubric) that is consistent with 

the assessment criteria; 

d. the Institute maintains transparent and fair mechanisms for marking and moderating grades 

and moderation processes are evaluated periodically; 

e. assessment tasks measure the learning outcomes and aligned making criteria as stated in 

the course outlines for all courses; 

f. assessment tasks are consistent with the scope and level of the course; 

g. assessment tasks are clearly and unambiguously described in terms of the task and 

assessment criteria; 

h. assessments are appropriately weighted and scheduled across the study period. 

 

5. Assessment Design 

5.1. In the design phase of assessments, tasks are considered for pre-marking moderation. The 

nature of each task may require a different approach to moderation. 

5.2. The Program Director should involve the teaching team in the design of the assessment 

criteria. If additional markers are to be used, engaging those markers at an early stage is likely 

to lead to consistent and fair marking. 

5.3. Reviews of assessment tasks, conducted by the Program Director, invites comment from 

academic colleagues within the Institute or those external to it based on the review cycle as 

per the Planning and Review Policy. 

 

6. Marking 

In the marking phase, the Program Director will ensure consistency between different markers. The 

Program Director could improve the marking consistency in a number of ways: 

6.1. A marking rubric or solutions guide is available for markers to use; 
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6.2. Markers must understand the marking criteria/rubric, or solutions guide which could be 

achieved through a markers meeting before marking commences; 

6.3. Encourage markers to review work marked earlier (e.g. from marking undertaken the day 

before) to ensure that their marking standard has not changed; 

6.4. Check marks of very high, moderate and very low scoring assessments against the possibility 

of assessment bias; 

6.5. Second marking of some assessments may be undertaken for the purpose of quality assurance. 

In larger courses, this might involve a random sample being subjected to second marking or 

blind marking, where markers do not see each other’s comments or grades until after 

marking is completed. Discrepancy in the grading needs to be considered carefully and 

resolved. Where markers agree closely, small differences can be resolved by averaging. Larger 

differences should be handled through discussion involving the Program Director, the marker 

and a third marker should be used to help resolve any contentious cases; 

6.6. The scheduling of an intra-marking moderation meeting or opportunities for a marker to 

discuss issues with the Program Director and other markers early in the marking process 

allows for the detection of any challenges in applying the marking criteria and the type and 

manner in which feedback is provided. It is extremely helpful if the Program Director is able 

to identify issues as they arise during marking and resolve them before markers have 

completed marking to avoid unnecessary workload if marking needs to be readdressed. 

 

7. Procedures 

7.1. Moderation of Assessment Tasks (pre-assessment) 

7.1.1. In consultation with the Campus Director & Dean, the Program Director(s) is 

responsible for the academic leadership and oversight of all aspects of all courses in the 

program(s). This includes the coordination of the development and review of 

assessment tasks in accordance with the Assessment Policy and Procedure. 

7.1.2. Well in advance of the commencement of a semester, the Program Directors provide 

instructions to the assigned course lecturers to prepare and/or revise assessment 

tasks for their assigned course(s). The Program Directors provide sufficient descriptive 

detail of the assessment criteria to enable development/review of assessment items in 

accordance with the learning outcomes that are to be assessed;  

7.1.3. Where there is more than one teaching staff member involved, the Program Director 

will confirm the suitability of the assessment tasks described in the draft course 

outline, working collaboratively with the lecturer(s) to resolve any issues raised during 

the review process and thereby ensuring that assessment tasks are well designed and 

that their requirements are clearly explained to students. 

7.1.4. The Program Director confirms publication of the Course Outline only after it has been 

agreed that no further changes are required to the assessment task(s) description and 

associated assessment criteria. 



Assessment Moderation Policy and Procedure _v3.1 

Page 6 of 8  

7.2. Moderation of Marks/Grades (post-assessment) 

The Program Director is responsible for the academic leadership and oversight of all aspects 

of courses in their major. This involves the management of marking/grading, including the 

collation, moderation and submission of results and finalisation of grades. Moderation of 

marks/grades will be undertaken as below. 

7.2.1. The marking of all assessment tasks is subject to post-assessment moderation for each 

course offered in a teaching period to ensure consistent and valid assessment decisions in 

accordance with CIM’s Assessment Policy and Procedure and published assessment 

criteria in the course outlines. 

7.2.2. The moderation of grades in a course of study seeks to ensure that standards are applied 

consistently. The Program Director considers samples from students at all locations 

studying a course in each teaching period to determine the fairness of the application of 

7.2.3. the assessment criteria for all students, the appropriateness of the assessment scheme 

and all summative assessment items for students in a course of study. 

7.2.4. The Program Director ensures that: 

a. the standard of achievement is consistent, particularly for courses being delivered 

to different groups of students by different staff; 

b. assessment is consistent through ‘double-marking’ a sample of submitted tasks. 

7.3. Where the same course is offered across different programs/majors, post-assessment 

moderation will be common across all programs/majors to ensure consistency. 

7.4. The Program Director compiles a post-assessment moderation report setting out his or her 

findings and recommendations and presents it to the Campus Director & Dean within two (2) 

weeks of the end of each teaching period.  

7.5. With the Campus Director & Dean’s approval, the Program Directors ensure that any 

necessary actions (such as re-marking or the amendment of grades) are completed before 

confirming the provisional results for the teaching period. 

 

7.5.1. Examinations 

a. Receive and moderate copies of at least five (5) exam papers, ranging from fail, 

pass, credit, distinction and high distinction from each assessor, within five (5) 

working days of the date of receipt. If enrolments in a course are over 50, up to 

10% of exams may be moderated, as deemed appropriate by the Program 

Director. The Program Directors should liaise with other assessors to agree on 

the best means of providing copies of marked exam papers. 

b. Moderate grades and provide feedback to assessors within five (5) working days 

of the date of receipt of exam papers. The Program Director provides feedback 

and advise the assessor directly of any required adjustments to their exam 

marking.  

c. Receive a list of all assignment marks from the assessor on completion of marking 

and within ten (10) working days of the assignment due date. 

 
7.6. It is the responsibility of all assessors and the Program Director, to ensure that assessment 

items returned to students contain only one substantiated moderated mark, and that any 

adjustments to marks that have occurred as a result of the moderation process have been 
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made prior to the return of work to students. 

7.7. It is the responsibility of all assessors to meet the timeframes for marking and moderation as 

outlined in these procedures. Any delay in provision of assessment marks may put at risk the 

normal timely provision of results and feedback to students. Where submission of marks, or 

the moderation process itself is delayed, the Campus Director & Dean must be advised by 

the Program Director. 

7.8. Program Directors in each major are responsible for maintaining regular contact with 

assessors throughout the term, during the moderation processes for each marked piece of 

assessment and the moderation of overall results before presentation to the Teaching and 

Learning Committee and the Academic Board. 

7.9. Program Directors are responsible for preparing course assessment reports which are 

presented to the Teaching and Learning Committee and to the Academic Board at the end of 

each semester. 

a. During the Teaching and Learning Committee meetings the Program Directors 

report on the course assessment breakdowns, results and grade distributions, 

moderation and status report. A summary of those reports is included in the 

Campus Director & Dean’s report to the Academic Board. 

7.10. Assessors are responsible for ensuring that assessment items and examinations are marked 

fairly and consistently. When compared with others in the course this requires regular 

ongoing reciprocal communication with the Program Director. 

 

8. Communication 

Students must be provided with information in the Course Outline on the moderation process 

that is undertaken for each assessment task. 

The Institute provides details of moderation and any other arrangements that are used to 

support consistency and reliability of assessment and grading across each course in regular end- 

of-term reporting to Teaching & Learning Committee and also summary reporting to Academic 

Board, noting any differences in these processes across delivery methods, delivery sites, and/or 

student cohorts. 


