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Guidance for Lead Assessors moderating Assessments 

 

General principles 

 

Registered assessors 
These are assessors who have successfully completed the selection day tasks and the pre-
course tasks, and who have submitted their pen portraits for inclusion on the ICT Mark website. 
 

Accredited assessors 
In order to become an accredited assessor, a registered assessor must have completed a 
school assessment visit, accompanied by an experienced lead assessor. This is to complete the 
process of observation against the range of competencies that are required. 
 

The process 
The quality assurance of the ICT Mark scheme depends on accompanied visits by assessors 
who are experienced in both school assessments and in working with other colleagues. The 
moderation visit is different from the processes that assessors have already been through. 
Assessors have already been assessed against the majority of competencies that are 
considered important in the role; we do not have to re-assess them across this range.  
 
Additional moderation visits take place when an assessor has completed ten or more 
assessments in any given year (but not more frequently than once per year). The process is the 
same as for the initial moderated assessment although there is a slightly amended moderation 
recording sheet which reflects the experience of the assessor.  
 
The remaining competencies we wish to observe from the visit are to do with professional 
dialogue and support. This can be monitored more effectively with a lead assessor acting in a 
“mentoring” capacity, than in simple observation. This is also more effective for the school being 
visited, and contributes to a more reliable assessment. 
 

Administration of the moderated visit: 
 

 As a lead assessor, you will be contacted by the ICT Mark office if we would like you to 
carry out a moderation visit. This will normally be determined by your geographical 
location and phase expertise as indicated on your pen portrait. 

 

 You will be given the name of the school and the assessor to be accompanied. If the 
assessor is a colleague working in the same organisation, or there are other reasons 
why you cannot moderate the visit, please tell the ICT Mark office. Otherwise the 
assessor will contact you to arrange a date convenient to you, the assessor and the 
school. 

 

 You will receive a copy of the spreadsheet data, drawn from the commentary completed 
by the school using the online tool. 

 The assessor will decide on the Elements for focus and any particular areas for scutiny, 
and should discuss these with you before contacting the school. The assessor will also 
send you a draft agenda for comment. Lead assessors may suggest possible 
modifications and improvements in the light of their experience- this process is one of 
professional dialogue. 

 

 You will also receive a copy of the Selection Day recording sheet for the assessor; the 
latest copy of the “Moderation Recording Sheet” should be downloaded from the Naace 
website.  
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At the school: 
 
It is important that you are punctual! The school will have been informed that you will be 
accompanying their assessor on the visit, so should be expecting you. 
The key competencies you are observing are given on the next sheet. However, beyond 
observation against these competencies, you are asked to support the assessor in determining 
the effectiveness of the school’s self evaluation. This could include: 
 

 Discussion with senior leadership team; 

 Talking to pupils; 

 Talking to staff; 

 Observation of classroom and school environment. 
 
You should negotiate with the assessor the strength of the role you play in interviews and 
discussions, and should leave the assessor to take the lead. This is particularly important when 
feeding back to school staff, where the competencies can be observed. 
 

Disagreements: 
 
If there is an area of the self-evaluation where you disagree with the judgement of the assessor, 
there are a number of steps that can be taken.Discuss the area of disagreement with the 
assessor, privately. It is important that the school sees only one perspective from the ICT Mark 
assessment process. If you cannot agree, and the judgement would affect the outcome of the 
assessment, there are two options: 
 
Assessor passes school 
Lead assessor fails school:  defer to lead assessor’s view 
 
Assessor fails school 
Lead assessor passes school: defer to lead assessor’s view 
 
In either case it is the assessor who must feed back to the school, but the information about the 
disagreement must be taken back to the ICT Mark administration for reconciliation. This may 
mean some further training for the assessor which may be in the form of accompanied 
assessment visits to gain further experience. This can be entered on the Moderation Recording 
Sheet sent out by the ICT Mark administration. 
 

QA of the Assessor: 
The lead assessor must complete the Moderation Recording Sheet and return to the ICT Mark 
office within 7 working days of the moderation. 
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Some additional guidance, after feedback from lead assessors 

 

Prior to the visit 
The information available from the Selection events  is usually, though not always, a good 
indication of the assessor’s capability – this information is available from the ICT Mark office 
– very often a verbal discussion will suffice.“As a matter of course, I sent an email asking the 
assessor to phone me so we could discuss the assessment. This enabled us to discuss a 
range of topics and also develop an effective working relationship. My role during the 
assessment was discussed and agreed.  
 
The discussions involved the style of the assessment e.g. non threatening and positive, 
limiting it to minimal appropriate paperwork. Questioning should also be rigorous, challenging 
and probing but fair.  
 
The importance of being able to discuss and challenge the head teacher. Some assessors 
may well try to avoid timetabling interviews with the head teacher as this can be the area 
they feel most uncomfortable with. It is also the most revealing during the moderation.  
 
The assessors copy me into correspondence with the school. This enables me to identify and 
address any potential issues before the assessment.  
 
The assessors send me a copy of any questions in order that I can identify their focus and 
dovetail more effectively into the assessment.” 

 
The above has now been written into the guidance for assessors, and so early contact with them 
should be expected by each lead assessor. 
 

During the visit 

 
“Clearly the role of the moderator is twofold. To identify whether the school has achieved the 
ICT mark threshold and to moderate the assessor. Appropriate but not unnecessary 
participation is essential. 
 

Many assessors asked specific questions. I consequently asked more open questions that could 
be answered in a variety of ways and can be revealing. Most of the assessors took this lead and 

adapted their style of questions to incorporate these types of questions.”After the visit 
 

The assessors found the initial verbal feedback very helpful. It also gave us the opportunity 
to discuss aspects of the assessment.  
 
I offered to read through the assessor’s reports and added any comments before submission. 
All gratefully accepted this offer.  
 
All the assessors were very appreciative both verbally and by email of the support given.  
 

Conclusions 
  

The vast majority of assessors felt that moderation of their first assessment was helpful and 
involved a steep learning curve.  
The mentoring system has enabled the development of far more effective assessors.  
Early contact, preferably verbal, between the moderator and assessor is essential.  
It is fundamentally important to interview the head teacher.  

 
 


