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Introduction
Welcome to the International Diploma Curriculum at West Island School. This handbook contains
information relevant to all academic and administrative aspects of the Advanced Diploma for the August
2014 cohort and the information is taken from various Edexcel, IBO documentation and West Island
School‟s own Academic Honesty literature. This booklet is meant to be read in conjunction with West Island
School‟s „Post 16 Handbook of Studies‟ which has already been distributed to parents and students. This
handbook is designed to provide students and parents with sufficient information so that they are able to:


Plan and make adequate provisions for their vocational workload



Understand the school, Edexcel and IBO regulations regarding assessment



Know the separate responsibilities of the students, staff and school during the Diploma
Programme.

Students studying a vocational Course must make a genuine attempt to complete course requirements.
These requirements include students applying themselves with diligence and sustained effort to the set
tasks and experiences provided in the course by the school regardless of whether or not these tasks
contribute to the final Assessment mark. It is a matter of the teacher‟s professional judgment to determine
whether a student has made a genuine attempt to complete requirements.

Individual departments supplement these guidelines with details relating to specific components, task
criteria and advice about the nature and completion of tasks.
If the spirit of Assessment is adopted, then it should ease the students‟ preparation for achieving a
Vocational qualification. West Island School wishes to see each student achieve his or her potential. We
look forward to working together with parents and students to realise this aim.

Important Information
This handbook by necessity is detailed in the information presented. However, on the next page are the 6
most important points to remember. It is therefore vital that both parents and students read and understand
the entirety of the contents. Please sign on the next page to indicate that you have read and understood the
information.
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Important things to know
The most important things to know and remember:

1. The BTEC vocational rules and regulations contained in the handbook regarding assessment cannot be
altered. Students, parents and teachers work within the rules to ensure consistency and fairness to all
students.
2. All internal assessment that counts towards your BTEC qualification can be submitted once for
feedback. Internal school deadlines are fixed and are non-negotiable.

3. Students absent on the day of an internal oral assessment must provide a medical certificate on their
first day back. Situations within a student‟s control will not be accepted as excuses.

4. All written assessments must be submitted on the due date. Illness or absence on the due date will not
normally be accepted as students have had a number of months to complete these pieces of work. Non
submission on the day will normally result in a fail of the criteria.

5. BTEC students are responsible for ensuring they meet all academic honesty requirements.

6. In the true spirit of BTEC, students are to act responsible and prove they are independent learners by
ensuring they are up to date with information and the course requirements.

Student and Parent Signatures
You will be provided with an extra form to complete to indicate that you have read and understood the
information in this Assessment, Responsibility and Academic Honesty Handbook.
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BTEC Philosophy and Rationale
The BTEC National is designed to provide a specialist work-related qualification. It has been developed to
provide preparation for further and higher education and as a route into management. The BTEC has a
strong relationship to the world of work and students will gain an invaluable insight into the business
environment and work closely to build strong relations with employers. There will be the opportunity to
follow a structured work placement through the BTEC programme. This qualification is suitable for 16 - 19
year olds who are clear about the employment route they wish to enter or the next preferred route of study.

What is a BTEC?
The BTEC qualification is a work related qualification that allows students to develop their skills within both
the educational environment and the workplace. The BTEC programme gives students an alternative route
to either university or the world of work. BTEC programmes are a more practical based approach to
learning as not all students learn in the same way.

The BTEC Programmes offers the opportunity for students to:


Learn through independent research



Learn through work related activity



Learn through experiential activity



Learn through a student-cantered approach

The work related curriculum uses real materials with are used by the students and integrated with the
course. Students have ownership of the programme whereby this becomes the responsibility of the student.

Students will have target setting and deadlines, consistent feedback and a structured assessment process.

Students will gain:


A much deeper understanding of the subject matter



Intrinsic motivation



Improved ability to problem solve



An increased confidence to tackle new problems



A great exposure to independent learning, study and research
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International Diploma Requirements
All BTEC National Subsidiary Diploma and Diploma candidates must meet the following requirement:

Candidates studying for the BTEC National Subsidiary Diploma must satisfy assessment requirements in 6
units. These will be studied over 2 years.

Candidates studying for the BTEC National Diploma must satisfy assessment requirements in 12 units.
These will be studied over 2 years.

In addition to these units students are required to:



Complete a minimum of 2 weeks of work placement (Dependant on BTEC Programme)



Complete an approved programme of extra-curricular activities known as CAS (Creativity, Action and
Service) and submit a written piece of evidence to support this

In addition student can:


Study one or two IB Certificates at SL or HL



Complete an Extended Research Project
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Conditions for BTEC Programmes
BTEC Qualifications
All assignments and assessments are subject to a thorough moderation procedure. All assessments are
internally assessed and verified, i.e. a sample of work is checked between a group of internal verifiers, and
this checks that all standards of marking are consistent.

The examinations awarding body Edexcel appoints moderators to assess candidates work. This is an
external assessment is a thorough procedure undertaken twice a year. The external verifier visits the
school and samples students internally assessed work.

Each grade is awarded a value: Pass, Merit and Distinction. These Grades are cumulated together and
checked against the mark boundaries to give the overall grade for the course. The Grades awarded are
Pass, Merit, Distinction and Distinction *

The BTEC National Subsidiary Diploma and Diploma
Successful candidates of the BTEC National Subsidiary Diploma and Diploma will receive:


A BTEC National Subsidiary Diploma and Diploma in their chosen areas of study accredited by Edexcel



An Edexcel Extended Project Qualification (if completed)



A transcript for West Island School listing the IB subject certificates, and grades, as well as the personal
project grade and CAS

IB Certificates

Examination sessions
These sessions can be:
May Examination Session
The dates for the May examination session are in early May 2017.

Students need to:


Read the examination timetable



Highlight the applicable examinations



Know the start and finish time for examinations (set by the school)



Inform the Examinations Officer/Diploma Coordinator if there are any clashes
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If there are clashes, the IBO states that:


Examinations will be rescheduled on the same day if a student does not have more than 6 hours of
examinations in one day. That is, students may be asked to sit for 3 subject examinations in one day.
There are no provisions for special considerations for this situation.



Examinations will be rescheduled on a different day if a student has more than 6 hours of examinations
on one day.

Student Checklist
Students must ensure they understand or know where to find the following information:


The times and dates of their final examinations



The due dates for Internal Assessment components



The school policy on school based assessment



The due dates for Extended Essay, Theory of Knowledge and CAS components and all other Internal
Assessment work.



The school and IBO policies for illness and misadventure



Subject policies for Internal Assessments especially the Oral components



All requirements for Academic Honesty



All requirements for IBO paperwork and administration

The Diploma Programme Coordinator is responsible for ensuring all IBO regulations are adhered to.
Students and parents must fully understand and be prepared to work within these regulations for
the Programme to achieve its aims.
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BTEC Grading Criteria
All BTEC internal assessments are grade by being awarded a Pass, Merit or a Distinction. The values are
as follows:
BTEC National Award and Certificate:

Distinction *
Distinction
Merit
Pass

Each level of criteria needs to attained before the next level can be met, for example, all the pass criteria
needs to be gained before a merit can be awarded.

Assessment is through a variety of methods for example, presentations, discussions, peer assessment,
portfolios, coursework, reports etc. This allows students to gain exposure to a variety of skills and create a
personal profile of development. Students are sometimes also are given autonomy in how they wish to be
assessed.

IB Grading Criteria
The IBO scale and, therefore, the only permitted predictions for subjects, are as follows.

Grade 7

Excellent performance

Grade 6

Very good performance

Grade 5

Good performance

Grade 4

Satisfactory performance

Grade 3

Mediocre performance

Grade 2

Poor performance

Grade 1

Very poor performance
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Incomplete Assessment
Incomplete assessment exists when a candidate has not submitted one or more components of the
assessment requirements in the subject. This includes any part of the Internal Assessment or Examination
papers (IB Certs).

In cases of incomplete assessment in a subject, the final award committee may, at its discretion, award a
grade for the subject if both the following circumstances are established:

(a) An acceptable reason is provided by the school for the incomplete assessment being beyond the
candidate's control, such as illness or injury, the death or funeral of a close relative, unavoidable
attendance at a hospital or law court.
(b) The candidate has submitted sufficient work, normally leading to at least 50% of the total marks
available in that subject and including an externally assessed component.

If the above conditions are fulfilled, marks for missing component(s) will be calculated using a procedure
based on the candidate's marks for completed components and on the distribution of marks of other
candidates in the same subject.

Assessment during Years 12 and 13
The key purposes of assessments are to provide information on student achievement and progress in each
course in relation to the syllabus standards and to report on the standard of performance attained at the
end of the course
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There are three types of assessment completed by vocational students depending on the programme of
study:


Internal Assessment - All BTEC students



School-based assessment – IB Certificates



External Examination – IB Certificates

School Based Assessment
School Based Assessment is used by teachers to indicate how well the student is progressing in the
subject. These may replicate IBO style assessments (for example tests and research assignments) or may
be of an alternate nature (for example reflection diaries). School based assessment is required to assist
teachers formulate the information required by the Edexcel and the IBO.

Students need to know that:


School based assessment is not optional. All IB Certificate candidates must undertake and complete
all requirements for school-based assessments.



Students are expected to attend all classes in which they are enrolled unless for appropriate medical
reasons or unless they have prior permission. Students regularly missing class severely affect their
chances of gaining the diploma.



Appropriate medical documentation will be required for students missing school based
assessments and deadlines.



Technical difficulties or other foreseeable issues such as holidays or school commitments are not
acceptable excuses for missing school based assessment deadlines.



Failing to meet school based assessment requirements may severely affect students‟ chances of
gaining the diploma.

Students who miss classes without appropriate reasons or who fail to submit school-based assessments
will be in danger of failing course components. The school will alert parents when missed classes or
deadlines result in a failure mark.
Internal Assessment
In all the BTEC courses IA‟s are a continuous method of assessment and count towards 100% of the final
grade.
Internal Assessments (IA‟s) are set according to subject and Edexcel and IBO guidelines and count
towards the final subject grade. Each subject has a different weighting attached to its IA (For IB
Certificates) as a proportion of the final mark. Students and parents find this information in the syllabus
documents.
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Internal Assessment requirements are completed by students by the school due dates.



The subject teacher marks the Internal Assessment work.



A sample of IA work is internally verified to check grading and consistency.



For the BTEC programmes an External Verifier from the UK visits the school to check samples of work.



For the IB Certificates a sample of students‟ work is sent to an IBO moderator and checked against
world marking standards. The teacher‟s marks are then adjusted if required.

Important points about Internal Assessments
Internal Assessment dates are spread over the 2 years of the Certificate course (1 year for the First
Diploma). This reflects the nature and structure of the BTEC National Programme as well as student‟s
needs. Internal Assessments are set to spread the workload for students so that not everything is due in
March of Year 13.

Edexcel and the IBO set strict rules regarding the submission of IA drafts. Students need to understand
these before commencing work so that they understand the parameters in which they are working. These
limits involve:


Students’ must understand that once submitted no new drafts can be re-submitted at a later date.



Who is able to look at the drafts



The role of the teacher

For students studying the IBCC programme, oral assessments are completed by all students within a
limited timeframe. The IBO considers students completing oral assessments outside the set timeframe as
academic malpractice. For this reason, oral assessment components cannot be completed outside the
assessment period other than for medical reasons.

Students are not told their Internal Assessment mark or score. This is because it is subject to moderation.
Students receive feedback in the required areas according to the marking criteria.

Students must understand the role of teachers in the preparation of Internal Assessments.
“If a candidate has been given additional assistance by a teacher during the completion of his/her work for
internal assessment, reduce the mark(s) awarded. Make a note on the work to the effect that it has been
marked down. This is necessary because the quality of the work may not reflect the standard normally
produced by the candidate, nor the final mark awarded to it”. (IBO Vade Mecum)
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Failure to submit Internal Assessment Requirements

Students failing to submit Internal Assessment requirements with no valid reason will be awarded a fail
grade (BTEC) or an N or F grade and a zero mark for that component (IB Certificates).


Students with valid reasons outside of their control must see the Vocational or IB Coordinator as soon
as possible.



All students must submit work for their Internal Assessment by the due date indicated by the teacher.



Students must provide supporting documentation if they wish to claim Special Consideration for an
Internal Assessment component.

In the case of the IB Certificates:
If a substantial part of a candidate's work for internal assessment is incomplete, reduce the mark for the
whole body of work proportionately and make a note on the work to the effect that it has been marked
down. If there is no work for internal assessment, enter an F instead of a mark. Entering an F is appropriate
when the candidate has not submitted work for internal assessment and there are no special
circumstances. An F for internal assessment will result in no grade being awarded for the subject and level
concerned.

Warning Communication with Students and Parents
Heads of Faculty will contact parents to provide a warning if a student:


Is overdue with submissions of draft work leading up to an internal deadline



Non submission of required forms and paperwork



Late or non-submission of school based assessments.



Continued absence from class

A student and parent can expect to receive a warning communication letter from the Head of Faculty.
The receipt of „warning communication‟ does not prevent a student from gaining their qualification, however
for the IB Certificates; the non-completion of the requirements listed will lead to an F grade being awarded.
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Academic Honesty
Edexcel and the IBO have strict rules regarding the conduct of BTEC and IBCC Programme students.
There are two forms of Academic Malpractice;
Academic Infringement and Academic Malpractice.
Definition of an academic infringement:

There is recognition that work submitted by candidates for assessment may contravene the standard
academic practice of clearly acknowledging all ideas and words of other persons. In cases where this is not
deemed by the final award committee as a deliberate attempt by a candidate to gain an unfair advantage,
this will be designated as an academic infringement and not malpractice.

If the final award committee decides that an academic infringement has been established, no marks will be
awarded for the component or part(s) of the component. The candidate will still be eligible for a grade in the
subject or Certificate requirement concerned. The Head of School will be notified that this action has been
taken. The case will not be recorded as malpractice.

Definition of Malpractice
This is defined as behaviour that results in, or may result in, the candidate or any other candidate gaining
an unfair advantage in one or more assessment components.

Malpractice includes the following:


Plagiarism: this is defined as the representation of the ideas or work of another person as the
candidate's own.



Collusion: this is defined as supporting malpractice by another candidate, as in allowing one's work to
be copied or submitted for assessment by another.



Duplication of work: this is defined as the presentation of the same work for different assessment
components and/or course requirements.



Any other behaviour that gains an unfair advantage for a candidate or that affects the results of another
candidate (for example, taking unauthorized material into an examination room, misconduct during an
examination, falsifying a CAS record, disclosure of information to and receipt of information from
candidates about the content of an examination paper within 24 hours after a written examination).
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Applicable procedure
The Vocational or IB Coordinator must inform Edexcel or the IBO if he/she suspects any malpractice in
relation to a candidate's work after the work or an internal assessment mark has been submitted. In such
cases, or when an examiner suspects malpractice, the school will be required to conduct an investigation
and provide the awarding body with relevant documentation concerning the case.

Candidates suspected of malpractice will be invited, through the Coordinator, to present a written
explanation or defense.

Cases of suspected malpractice will be presented to the final award committee. After reviewing all evidence
collected during the investigation, the committee will decide whether to dismiss the allegation, uphold it, or
ask for further investigations to be made.

If the final award committee deems evidence of malpractice insufficient, the allegation will be dismissed
and a grade will be awarded in the normal way.

If the final award committee decides that a case of malpractice has been established, no grade will be
awarded in the subject(s) concerned. The Unit or certificate will not be awarded but other units and
certificates will be awarded for other subject(s) in which no malpractice has occurred.

The candidate will be permitted to register for future examinations at least one year after the session in
which malpractice was established.

If a case of malpractice is very serious either because of its nature or because the candidate has already
been found guilty of malpractice in a previous session the final award committee is entitled to decide that
the candidate will not be permitted to register for examinations in any future session.

The qualification may be withdrawn from a candidate at any time if malpractice is subsequently established.
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West Island Academic Honesty
Rationale
West Island School recognises the importance of honesty and integrity as human values in all aspects of
school life. This Academic Honesty statement should be used in conjunction with the school‟s policies on
academic integrity, plagiarism, Turnitin.com and coursework.

Developing an understanding of academic honesty is a vital part of becoming an independent learner and a
critical thinker. Students should be able to develop their own ideas and recognise the ideas and
contributions of others.

Academic honesty and its practical application is something that must be taught and reinforced throughout
a student‟s school life and in all areas of the school curriculum.
Objectives
Students should develop an understanding and appreciation of authentic work and properly conducted
research. Students should also develop a respect for integrity. Students should be able to produce work
based on their own original ideas and with the full acknowledgement of the ideas and work of others.

Students should be taught to understand the different forms of intellectual property and the rights of these
owners. Published material is protected by law and students must appreciate that intellectual and creative
expression must be respected.

Students should be aware of the practices which constitute malpractice.


Plagiarism: the representation other people‟s ideas or work as their own. Please see the accompanying
WIS policy on plagiarism.



Collusion: Allowing work to be copied by another student and supporting malpractice by another.



Duplication: Presenting the same piece of work for more than one assessment.



Examination misconduct: Gaining unfair advantage during an examination such as taking unauthorized
material into an examination.



Falsifying date or records: falsifying a CAS record, or using data unsupported by research

Students should be aware that although the internet is in the public domain, information taken from there
must be fully acknowledged. All information, including website, audio-visual material, emails and other
electronic data, art, illustrations and photographs must be acknowledged and referenced in the same way
as books and journals.

Students should use the MLA (Modern Language Association) style of referencing and citing sources.
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WIS Policy on Plagiarism

Rationale
Plagiarism is a large part of academic honesty and integrity. The school has an obligation to ensure that
students are fully aware of what constitutes plagiarism and are equipped with the skills to avoid plagiarising
through either negligence or malpractice. This policy should be used in conjunction with the discipline
procedure used in the Academic Honest Policy.
Guidelines


Plagiarism is unacceptable and will be dealt with as laid out in WIS policy regarding academic integrity



All students will be made aware of exactly what plagiarism is.



All students will be made aware of why plagiarism is wrong; that it is the same as cheating, lying or
stealing



All teachers will make students aware of the benefits of citing sources



All students shall be made aware of the consequences of plagiarising as imposed by Edexcel and the
IBO and by West Island School



The IBO states that it is teachers‟ responsibility to ensure that work submitted to the IBO is a candidates
own



All students will be taught how to avoid plagiarism by correctly referencing and citing all sources



All BTEC and IBCC students will receive full and detailed instructions regarding bibliographies and
citations



Students will be made aware that forms of intellectual and creative expression must be respected and
are normally protected by law



Students will be made aware that the school uses Turnitin.com to detect plagiarised texts



All Upper School students are expected to submit all drafts of coursework through Turnitin.com and
hand in the Originality Report „Quick View (Classic)‟ along with their work.



All teachers should be aware of areas to look at in order to detect plagiarism

What is plagiarism?

According to Webster‟s New International Dictionary of the English Language, to
plagiarise is “to steal or purloin and pass off as one‟s own the ideas, words, artistic
productions of another; to use without due credit the ideas, expressions, or
productions of another.”
Copying work from another student, using work found on the internet, in a book or
from any other information source is plagiarism.
Quoting from the internet, a book or from any other information source, or talking
about someone else‟s ideas and making it appear as if these are your own ideas,
is plagiarism.
Not correctly referencing all information sources you use and writing a correct and
full bibliography of all the information resources you use, is plagiarism.
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Plagiarism can be deliberate cheating or just negligence. It is the student‟s
responsibility to make sure they reference all your sources correctly.

When shall
Plagiarism be
taught?

Plagiarism shall be taught explicitly Keystage Three and Keystage Four Learning
for Life.
HoY shall outline the seriousness of plagiarism at the Year 10 induction, in Life
Skills and when students fill in their code of conduct.
All Upper School students will be informed about the seriousness of plagiarism in
their introduction to the BTEC and IBCC programmes.
All Upper School students shall be given the guide on how to complete
bibliographies and citations. This will be part of the introductory pack which all
students receive.

Plagiarism Guide Notes
2 main plagiarism areas:


Lifting from other sources without putting text in quotes marks or citing the reference.



Purchasing entire essays from various internet sites

Clues picked up on:


Mixed citation styles



Lack of quotes



Unusual formatting



Off topic



Datedness



Anomalies of style and diction

Sources of papers which students may plagiarize:


Free and for sale essay sites



Free, visible web



Free invisible web (contents of sites only accessible by searching from the site, rather than through a
search engine e.g. online magazines)



Paid online databases ProQuest, World Magazine Bank



CD-Rom resources



Hard copy books and journals
16
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BTEC University Route

Employment

GCSE/IGCSE/BTEC 2

Employment

A level/ BTEC National/IB

First Year Degree
Year One

BTEC Higher National
Diploma

Employment

First Year Degree
Year Two

First Year Degree
Year Three
Employment
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University Values

All BTEC National Subsidiary Diploma and Diploma programmes are graded on a Pass, Merit, Distinction
or Distinction *. These can be translated into university values (please bear in mind this is based on the UK
university entrance system, for other countries the entrance qualification is based on a case by case basis).

Please refer to the following table:
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