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Where to find information

If you have any questions about NCEA, the first place to look is the NZQA
website, student section. If you have no luck there, then try your Homebase
LA. If they are unsure, you should ask Brent Silby (Principal’s Nominee)

This is the search order you should follow to find information:

1. https:/ /www?2.nzga.covt.nz/ncea/about-ncea/ncea-levels-and-certificates/

2. Homebase Learning Advisor

3. Brent Silby (Principal’s Nominee)


https://urldefense.proofpoint.com/v2/url?u=https-3A__www2.nzqa.govt.nz_ncea_about-2Dncea_ncea-2Dlevels-2Dand-2Dcertificates_&d=DwMFaQ&c=_Zm2Kb9yJrso4r0-N78Ezl-a6DfgMbIISn5tZXXqWk4&r=uXBNvhsoHkY7bAjzsifCr8HMTShNo2JZaga16rifgFg&m=xi3f1BkfvpBmc9vekP_D6zt6DAejUs5ufiFYLc0rwr-HiEnz2jh7xYXGxZYgkV_R&s=6VMbliy2A7GEyGhYDKWMCcfG6KtFjlEIfDHUkBKuA00&e=

To ensure that the standards achieved by students working towards NCEA are equivalent to
those in all other New Zealand Secondary Schools, a number of systems have been put into

place. Ao Tawhiti Unlimited Discovery reviews this booklet annually to reflect changes in

NZQA and/or school policy.

YPES OF ASSESSMENT]

Internal Assessments: Most assessments are carried out throughout the school year during
class time. These may be formal tests, assignments or projects. They are marked by teachers

within Ao Tawhiti and moderated by specialists outside of the school.

External Assessments - These assessments will occur throughout the year and could be in
examination or portfolio format. Dates for these assessments are indicated on assessment

statements issued by the classroom teacher.

End of Year External Examinations: Some Achievement Standards are set and run as
external examinations in a more formal setting at the end of the year. Most external
assessments are by examination at the end of the year. For some subjects, e.g. Technology or

Visual Arts, students submit a portfolio of their work at the end of year.

INTERNAL ASSESSMENT]

Senior classes offer Internal NCEA assessments. These take place at the completion of a
course of learning. Internal assessments take the form of in-class tests or assignments. Tests
carried out in class are submitted to the classroom Learning Advisor at the end of the

session.

Assignments

Assignments are carried out both within and outside of the classroom. NZQA require a
guarantee that student work is authentic. This means that all work must be your own. In
order to ensure that student work is authentic, a percentage of assignment work must be

completed in the classroom.



Due Dates
Assignments must be submitted by the due date. Late assignments will not be marked.

Extensions are possible but students need to apply before the due date.

Late Work / Extensions

Work not completed on the due date is unable to be submitted under standards based
assessment. Students who have had a significant part of their preparation/work time
interrupted before an assignment deadline may apply for an extension. Reasonable requests
for extensions will usually be granted. Situations warranting an extension include illness,

significant personal issues, or other scenarios beyond the student’s control.

In the first instance, students should apply for an extension by contacting their subject
teacher. The subject teacher may ask for additional information relating to the extension

request. Or they may refer the student to the Principal’s Nominee to gather that information.

A second extension request on a piece of work is unlikely to be approved. Any such

applications will need to be made directly through the Principal’s Nominee.

Students who are ill, or absent from school for an assessment

If you miss an assessment opportunity due to illness or another legitimate reason, you will
have the opportunity to sit the assessment at another time. Evidence supporting your reason
for missing the assessment may be required. This could take the form of a doctor’s

certificate or letter from caregiver. Please talk with your subject LA about this.

Incompletion:
If a student submits an incomplete internal assessment, they must apply for an extension

(see above) if they wish to be granted time to finish the assessment activity.

Further assessment (re-assessment) opportunities

When a student has not provided evidence of achievement for any grade from previously

assessed work, following NZQA guidelines, Ao Tawhiti Unlimited Discovery may offer
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a maximum of one further opportunity for assessment of a standard within a year.

- A further assessment opportunity occurs when a new, quality-assured assessment is
provided for students after their first opportunity and after further learning has taken

place.

- A maximum of one further opportunity for assessment means none or one. I7 does not
mean one must be offered. It is the school’s decision whether a further opportunity will be

offered for any standard.

- Any further opportunity conditions must be consistent with those for the first

opportunity.

Manageability of a further opportunity
It is the school’s decision whether a further opportunity will be offered for any standard.
Students should be advised from the outset that there is a single opportunity to be assessed

against that standard if it is not manageable to offer a further opportunity.

Resubmission

A resubmission can be offered when the student could achieve a grade if they correct
errors or omissions in their work in a short period of time. The highest grade a student can

be awarded through a resubmission is Achieved.

Resubmission:

- will be limited to specific aspects of the assessment and no more than one

resubmission should be provided

- can only be offered when an assessment has been graded as

Not Achieved



- must take place before the teacher gives any feedback to the whole class (or any
student) on the work done. If more teaching has occurred after the first assessment

opportunity, resubmission is not possible.

- should be closely supervised to manage authenticity

- should be offered only where a teacher judges that a mistake has been made by the
student, which the student should be capable of discovering and correcting themselves.
For example, the student may have handed in the assessment, but may not have made a
particular calculation correctly. In such cases, the teacher may consider it appropriate
to allow a student to resubmit a specific part of the assessment. The amount of
information a teacher provides to a student in identifying the error is important in this
context. In the case above, the teacher might say ““your method is fine but there is a problem
with your calculations. ...” The teacher would not, however, say “there is a problem with

your use of brackets in this calculation.”

Moderation of Internally Assessed Work
All subjects have well developed systems of moderation to ensure student work is fairly
marked and the standard in the school matches national standards. These systems include

sending away samples of students work.

Appeals

Students have the right of appeal as to the mark they have been awarded. If a student wishes
to appeal a grade, they should initially talk to the subject learning advisor about the marking
process immediately after the marked assessment task is shown to them. If still dissatisfied
the student should make an appointment and discuss grades with the Principal’s Nominee
who will check that the correct procedures have been followed as outlined in the school and

subject policies taking into account any special circumstances.



Reporting results to students

Students will receive updated information at regular intervals on their results during IEM
meetings and 1:1 meetings with their Homebase Learning Advisor (via Kamar). Class
Learning Advisors will also report results back to students in a timely manner after work has
been marked. Full student results are also available from the NZQA website through the

student log in area.

Authenticity

Assignments that take place over time will be produced in an online system such as Google
Docs. Learning Advisors will monitor student work by accessing document history. A
portion of work will need to be completed during class time under Learning Advisor

supervision.

Class tests will take place under supervised test conditions within class.

Students may be required to sign an authenticity statement, perform certain parts of
assessment tasks under close supervision, or show through interview and the existence of
notes and supporting material that the work submitted by the student is genuinely his/her

own work.

Plagiarism and Dishonest Practice

As part of a written assignment, you may include quotations from primary or secondary
source material as needed to make an argument or illustrate a point. You may also include
quotations from Al generated sources such as ChatGPT (see Artificial Intelligence section
below). But you must acknowledge the source of each quotation with a footnote or in-text
citation, as well as including the full reference in your bibliography. As a general rule, less

than 18% of a completed essay should be direct quotations from other sources.

Plagiarism occurs when passages of text are copied into an essay without being included in
quotation marks and without sufficient acknowledgement of the source for the quotation.
Minor variations to the wording of the original are not sufficient to avoid the charge of

plagiarism. Plagiarism is regarded very seriously by NZQA and Ao Tawhiti Unlimited
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Discovery, and may result in disciplinary action. Any student assessment in which plagiarism

occurs will not be given a passing grade.

Ao Tawhiti Unlimited Discovery’s policy is as follows:

Under no circumstances may you copy the words of an article (including video or audio
media, or Al generated text) or book without acknowledging it as a quotation. Nor may you
copy or borrow from the work of other students, or have any other person produce the
assessment for you. Be aware that we view these forms of cheating very seriously, and that
we regularly take steps to detect plagiarism in work submitted by students. If we find that
you have engaged in dishonest practice, your grade will be Not Achieved and you will not be

granted a re-assessment opportunity. You may also be subject to disciplinary action.

If we are uncertain that your work is authentic, we will arrange to talk through your work so
that we can establish certainty before awarding your grade. Uncertainty can arise if detection
methods indicate the possibility of plagiarism but are not 100% certain. For example, Al
detection can raise concern but is not definitive. In such cases, the fairest way forward is to

give the student the opportunity to discuss their work to establish certainty.

ARTIFICIAL INTELLIGENCE

What you need to know about Al at Ao Tawhiti

1. Why we use Al at school
Al (like ChatGPT, Claude, Gemini, etc.) can be a great tool for learning. You can use it to:

® ask questions
® getideas
® check your writing

® cxplore different viewpoints

But your assessed work still needs to show your own thinking. Al can help you learn, but it

cannot replace the learning.



2. Before you start an assessment
Your Learning Advisor will always tell you:

o whether Al is allowed,
® how you’re allowed to use it,

e and what you must not use it for.
If you’re not sure, ask. Don’t guess.

Some classes will require you to keep a learning journal. These help show your own

understanding as you learn, which makes it easier to prove your work is authentic.

3. Using Al in an assessment
Only use Al in the ways your Learning Advisor has approved.
Al might be allowed for things like:

® checking grammar
® helping tidy a paragraph
® coming up with ideas for a project

e doing early research
Al is not allowed to:

® write your whole assessment
® structure your full essay
® rewrite big sections of work for you

® give you complete answers to internal tasks

If AT helped in any way, you must acknowledge it, just like any other source.
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A simple line at the end is usually enough, e.g.:

“This work was developed with assistance from ChatGPT (OpenAl, 2025).”

If you used Al for ideas or drafting, your teacher might also ask you to include the prompts

and responses in an appendix.

For specific ideas provided by Al, reference will need to be provided in a standard format

(e.g. APA). Your teacher will help with this.

4. After your assessment
Your teacher may:

® ask a few follow-up questions about your work
® talk with you about your ideas

® ask you to explain part of your submission

This isn’t a test. It’s simply to confirm the work is really yours.

5. How teachers use Al
Learning Advisors may use Al to help with marking, for example:

® checking whether criteria have been met
® checking the consistency of writing style

® checking bibliography formatting
But teachers still make the final decisions. AI does NOT decide your grade.
When Al is used for marking, your teacher will say so with a line like:

“This feedback was co-generated by your teacher and an Al assistant.”
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6. What counts as dishonest practice

As outlined in the previous section on plagiarism, dishonest practice is anything that

misrepresents who did the work.
This includes:

e letting Al write your assessment for you

® using Al in ways your teacher has not allowed

® copying work from another student or online

e failing to acknowledge people, texts, or Al tools that helped you
® making up sources or faking drafts

® submitting work from previous years

If you’re ever unsure, the safest move is simple: ask your Learning Advisor.

7. How authenticity is checked
To keep things fair for everyone, your teacher may:

® look at your drafts or learning journal

® check your Google Docs revision history
® talk with you about your work

® ask for your Al prompts or responses

® check your sources
We don’t rely solely on Al-detection tools, as they’re unreliable.

We rely on evidence of your process and your own understanding.

8. If something seems wrong
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If your teacher is worried your work isn’t your own:

1. They’ll talk with you first.
You’ll get a chance to explain your process.

If dishonest practice is confirmed, the work can’t be graded.

> >N

Sometimes you may get another chance to redo the assessment.
The goal isn’t punishment. The goal is education..

Ao Tawhiti wants you to use Al in ways that make you curious, creative, and independent,

while still developing your own skills and voice.

EXTERNAL EXAMS

Please note: the information in this section refers to Excternal Exams for NCEA Level 1, 2, and 3. 1t does

not refer to the Numeracy and Literacy co-requisite qualification.

In addition to Internal Assessments, subjects prepare students for External Exams. These
take place in November under strict exam conditions. The exams are administered by
NZQA and are hosted at our school. You may view the exam timetable directly on the
NZQA website. This is published early in the year. Further information about exams are

made available to students during the year.

Derived Grade

It is possible to apply for a derived grade for a missed externally assessed exam if the student
cannot attend the exam due to illness or another situation that will impact on their
performance. The student will need to demonstrate competency through performances in

mock exams or formative testing held through the year.

Results from Internal Assessment events will be made available to you after work has been
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marked and subject to internal moderation processes. We endeavor to have results returned
to students within three weeks. Results are recorded in Kamar. Each month, the school
transfers student results to NZQA. Students can view their results on NZQA by logging in

with their NSN (National Student Number).

Results from External Assessment will be made available to students during January when
NZQA release official results for the year. Students will be able to access their results on
NZQA’s website. Their record of achievement will include details of standards passed and

credit value of each pass.

Errors are rare, but can occur. Therefore students must check their results online at

www.nzqa.govt.nz. Students who believe their results contain errors (e.g. missing credits) must contact the

Principal’s Nominee as soon as possible. Errors must be reported to the Principals Nominee within one

month.

Errors become extremely difficult to correct if left unresolved for an extended time.

CEA REQUIREMENTS

Numeracy and Literacy
In order to obtain level 1, 2, or 3 NCEA, students will need to have satisfied the literacy and

numeracy re-requisite requirements.

Literacy and Numeracy Co-Requisite Qualification (from 2024)

From 2024, NCEA qualifications can only be awarded if students have achieved their
Literacy and Numeracy Co-Requisite Qualification. This can be attempted by students from
Year 10 onwards. The qualification consists in external exams, which are run twice per year.

Students can attempt the exams more than once, but only on the designated dates.
No derived grades are possible for this co-requisite qualification.

Students who don’t achieve their Literacy and Numeracy while in Year 10 can attempt the
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exams again in Year 11. They can attempt again in Year 12 or 13 if necessary.

National Certificate of Educational Achievement
When students have earned sufficient credits, they will be issued with a NCEA Certificate at
the relevant level. For the level one Certificate students will need to have gained 60 credits as

well as meeting the numeracy and literacy requirements mentioned earlier.

Summary of NCEA Level 1, 2 and 3 Requirements

Approved Standards for NCEA Co-requisite 2024-2025

For Level 1 you need:
60 credits at any level (1, 2 or 3)
10 Literacy or Te Reo Matatini credits

10 Numeracy or Te Pangarau credits.

For Level 2 you need:
60 credits at Level 2 or above
10 Literacy or Te Reo Matatini credits

10 Numeracy or Te Pangarau credits.

For Level 3 you need:
60 credits at Level 3 or above
10 Literacy or Te Reo Matatini credits

10 Numeracy or Te Pangarau credits.

For more detailed information, please visit:

https://www2.nzqa.covt.nz/ncea/about-ncea/ncea-levels-and-certificates/
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NCEA QUALIFICATIONS REQUIREMENT /

To be awarded any level of NCEA, students will need to
achieve the new 20-credit co-requisite.

10 Literacy or Te Reo Matatini credits

10 Numeracy or Te Pangarau credits

| BOcreditsat | = BOcreditsat | B0 credits at
any level (1, 2 Level 2 or Level 3 or
or 3) above above

\

University Entrance
University Entrance (UE) will continue to be the minimum requirement to go to a New
Zealand university. From 2014, to be awarded UE you will need:

* NCEA Level 3
*  Three subjects - at Level 3 or above, made up of:
* 14 credits each, in three approved subjects

. Literacy - 10 credits at Level 2 or above (XIS, 403KB), made up of:

e 5 credits in reading
e 5 credits in writing
e Numeracy - 10 credits at Level 1 or above

Once you have met the requirements for University Entrance this will appear on your
Record of Achievement. Please note that NCEA Level 3 does not necessarily entitle a

student to University Entry.

The above statement concerning University Entry is the minimum requirement. Courses

may require additional entry requirements based on specific achievement standards or higher
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levels of achievement (merit, excellence) in certain standards. Students will need to know
details of entry requirements as soon as possible so that they can ensure that their course

choices meet these requirements. Homebase and Subject LLAs will assist students in obtaining

this information.

For more info (including a list of Approved Subjects), please visit:

www.nzqa.covt.nz/qualifications-standards /awards/university-entrance/
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