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An assessor walk through guide to ICT Mark visit assessment using 
the NaaceSRF online tool 

 

There are five stages to the process: 

Process and stages Responsibility of 

School applies School School Admin 

The school request is handled by 
Naace or the NMSP Org Admin 

Naace or NMSP Naace Office 
Admin or Org 
Admin 

Stage 1 – assessment by the 
assessor and reviewing the school’s 
SRF 

Assessor Assessor 

Stage 2 – Sending the ‘preparation 
for visit’ email 

Assessor Assessor 

Stage 3 – recording the assessment 
visit date, providing the agenda and 
foci 

Assessor Assessor 

Stage 4 – completing the assessor 
report 

Assessor Assessor 

Stage 5 - approval or rejection of a 
submitted report to Naace 

Naace Naace QA 
Officer 

Submission of assessor’s invoice Assessor Assessor 

 

Introduction 

When a school has filled in all aspects at level 2 they can request an ICT 
Mark assessment. The request can be sent directly to Naace or to a NMSP 
who is linked with the school. An assessor who has a pre-arranged 
relationship with a NMSP may receive an invitation to undertake an 
assessment through that NMSP.  

Interaction with the online tool is the same as far as the assessor is 
concerned, it’s only a matter of which organisation pays the assessor. 

The assessor receives an email inviting them to assess a school.  
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Stage 1 – assessment by the assessor and reviewing the school’s SRF 

Having received an invitation to conduct a visit assessment email, the 
assessor logs onto the Naace SRF site. They have a new button on all 
screens, ‘ICT Mark’. 

 

By clicking on the ‘ICT Mark’ button, a list of schools they have been allocated 
is shown. 

Note that the system warns the assessor that they are on their ‘Demo SRF’ at 
the moment. 
An assessor 
switches to 
the 
appropriate 
school’s SRF 
by clicking on 

name of the school (this can also be done through the “Change Institution” 
button). 

Although the next screen shows the template ‘preparation for visit email’ to be 
sent to the School Admin, the assessor, having switched to the school, needs 
to click on the ‘Self Review’ top menu item to access the school’s SRF and 
review its contents.  

(We shall look at the ‘preparation for visit email’ as the next stage.) 
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Drilling down to the aspect, the assessor may make comments and 
suggestions using the assessor comment field. (This is not compulsory and 
some assessors may not feel the need to provide detailed comments at this 
level.) The assessor should only use these fields to elucidate points or ask for 
clarification if necessary. 

 

If comments are made they can be seen by the school administrator. If 
appropriate they could be summarised in the ‘email’ he/she will send to the 
school admin. to prepare the school for the visit but they are not 
automatically inserted into that email. This gives the assessor the flexibility 
of referring to them or not. 
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Stage 2 – Sending the ‘preparation for visit email’ 

Once the assessor has reviewed the SRF of the school he/she uses the 
‘preparation for visit email’ template to communicate key information with the 
school as per the assessor guidelines. To access this again, click on the ‘ICT 
Mark’ button and the school concerned. 

The template email can be used by the assessor to provide key information to 
the school during the process of negotiation for a visit, by selecting different 
paragraphs during the process, although the intention is that the norm will be 
to send one email rather than more. 

 

This first paragraph covers 
points you wish to make that 
may require a revision of the 
school’s SRF before the visit. 

The second paragraph enables 
the assessor to suggest dates 
for the visit (these could be 
based on the ‘further comments 
made by the school in their 
initial request for assessment.) 

Note, the proposed agenda and 
foci are the subject of a second 
email. 

Clicking on the ‘Check Email before Sending’ button allows the assessor to 
check the text, and return if necessary to edit, before sending the email. 
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Stage 3 – recording the assessment visit date, providing the agenda and 
foci 

3a – recording the assessment date 

Assuming that the assessor and school agree a date via email, the assessor 
must record the agreed date on the system. To do this he/she should return to 
the ‘ICT Mark’ screen found under the button of the same name. (Note on the 
screen the status has changed to ‘Initial contact made’.) 

The assessor 
should not 
complete this 
screen by filling 
in the 
assessment 
date unless 
he/she has 
deemed the 
school is ready, 

as this moves the process on to creating the proposed agenda and providing 
the foci. 

To move that process on, the assessor fills in the date and updates the 
record. An email from Naace is sent to the school confirming the visit date: 

 

Note: The NMSP or Naace administration team can remove or update the 
assessment date. If the school gets in touch with the assessor and requests 
another date, the assessor should contact the NMSP Org Admin or Naace 
office. They can remove the date so you can re-negotiate it, or update it 
manually for you. It is important that the date is correct as it determines the 
rest of the process.
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3b – providing the foci and proposed agenda 

Clicking the ‘Update’ button, provides a screen to provide the foci and 
proposed agenda for the visit. Guidance on this is found in the ICT Mark 
assessor guidance document. 

 

Clicking on ‘Save Changes’ will save the text entered, although it can still be 
edited before being sent to the school. 

The changed screen is shown below: 

 

 

 

 

 

 

 

 

 

 Clicking on ‘Save Changes’ will simply save any changes the assessor 
has made to the text fields. 

 Clicking on ‘Email Agenda’ will provide an email with the agenda, foci 
and allow some comment text to be added – it can be reviewed before 
sending using the ‘Back’ button. See: 
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Provided the assessor is happy, clicking ‘Send Message’ will send the email 
to the School Admin. 

Note: ONLY when the agenda has been agreed should the assessor tick 
the ‘Ready for Visit’ box, as this finalises all processes BEFORE the visit. For 
example, the school cannot alter their SRF text or statements. Clicking on 
‘Save Changes’ WHEN ‘Ready for Visit’ box is ticked, carries out this act. 
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Stage 4 – After the visit: completing the assessor report 

The assessor has made his/her visit and is now ready to complete the report. 
He or she logs in and clicks on the ‘ICT Mark’ button, which lists all the 

schools allocated to him/her. 

Then he/she clicks on the name 
of the school that the report has 
to be written for. 

The assessor needs to ‘tick’ the 
‘Tick when the visit has been 
done’ box and then the update 
button. 

 

 

 

 

Additional boxes now appear 
allowing the assessor to 
complete the report. Advice on 
completing the assessor report 
can be found in the ICT Mark 
assessor guidance document. 

As with previous screens, the 
“Update” button will save the text 
for later review. Only when the 
assessor is ready to complete 
should the tick-box at the 
bottom be ticked since this 
sends the report to Naace. 

After the report has been sent 
to Naace it cannot be edited by 
the assessor. 
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Stage 5 - Approval or rejection of a submitted report to Naace 

The Naace officer can comment on the report, and approves or rejects it. 

Rejection 

If a report is rejected, the status of the assessment is returned to ‘Post visit’. 
This enables the assessor to edit the report and submit it again once they 
have read the comments by Naace. Naace will contact you if your report is 
rejected. 

Approval 

Once the report is approved, an email is sent to the school informing them 
that they have the ICT Mark. You will be contacted by Naace so that you can 
submit your invoice to them, or if appropriate, to the NMSP you are working 
for. 

 


