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The Hillingdon KS2 Moderation Handbook 2024 provides Local Authority (LA)
guidance for The London Borough of Hillingdon's Moderators' cohort for 2024. This
Moderators' Handbook is issued to all Hillingdon schools, and specifically resent to
schools being moderated this cycle. This should ensure that external moderation is a
collaborative and transparent process, which is consistent across the borough.

Within the context of the STA (Standards and Testing Agency) statutory
requirements and associated guidance, this Moderators' Handbook provides specific
information for LA external moderation visits. Teacher Assessment (TA) must be
robust and credible as it forms part of schools' published accountability data.

In line with STA requirements the LA will:

e Undertake moderation visits to at least 25% of academies and free schools and
25% of all maintained schools

e Inform schools selected for visits on or after 17th May and complete visits by 28th
June 2024

e KS2 Writing - select an initial sample of 15% of pupils from across the cohort or,
in the case of a single class, a minimum of 5 pupils

The purpose of the moderation visit is to:

e moderate TA judgements through professional dialogue

e check teachers' understanding of the teacher assessment framework

e ensure that the standards are consistently applied

¢ look at the supporting evidence for a sample of pupils chosen by the
moderators, across the range of attainment from across the year, including
teachers' knowledge of the pupll

The STA is an executive agency within the Department for Education (DfE). It is
responsible for the development and delivery of statutory assessments. The STA
documents linked below explain statutory requirements and guidance for
assessment and reporting arrangements, including external moderation.

Please use this National curriculum assessments: guidance for local authorities -
GOV.UK (www.gov.uk) link to access the update guidance for 2023/24:

e Assessment and Reporting Arrangements (ARA)

e Teacher Assessment Guidance (TAG)

e Teacher assessment moderation standardisation and training process
e Data collection

e Phonics monitoring visits

e KS2 monitoring visits

¢ Maladministration (reporting and investigating)
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TA frameworks at the end of KS2

Exemplification Materials: KS2

All STA Documents and Guidance can be found here: STA

e Schools notified of moderation visit on or after Friday 171" May 2024

e Moderation visits between 3rd June to 28th June 2024

e Schools to submit additional evidence for LA review by 18th June 2024

e LA to review additional evidence on 19th and 20th June 2024

e LA to confirm judgements to schools by 21st June 2024

e |If schools do not accept the confirmed judgement following the LA review of

additional evidence, they are still able to exercise their right to appeal

e LA appeals date — 21st June 2024
o Morning slot reserved for appeals requested from moderation visits
o Afternoon slot reserved for appeals requested from LA review of additional

evidence process
e Inter LA appeals date — 25th June 2024

e TA data submission deadline via Primary Assessment Gateway — 28th June 2024

e External LA moderation is a statutory duty. It is a collaborative process between
the LA external moderator(s) and the school. It confirms that teacher assessment
judgements are accurate and consistent with the teacher assessment framework.
It gives teachers opportunities to discuss judgements on pupil performance
against the requirements of the teacher assessment framework.

e Schools receive an LA external moderation visit at least once every 4 years. LAs
are required to externally moderate a sample of at least 25% of maintained and
academy schools (who have an agreement to use the LA).

e LAs must tell their schools on, or after, Friday 17" May 2024 if they are going to
be moderated. They must give at least 48 hours' notice for an external
moderation visit and let the school know who will be attending. Visits will take
place between 3rd June and 28th June 2023.

e During the visit LA external moderators will check teachers' understanding of the
teacher assessment framework and look at pupils' work in KS2 in writing.

e The best way for a school to prepare for an external moderation visit is to have
robust internal assessment processes, based on teachers' understanding of the
teacher assessment framework and collaboration with other schools.
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Evidence of pupil performance should be derived from normal classroom practice
across the curriculum. LAs must not dictate what schools' evidence should look
like or how it is presented for an external moderation visit. Teachers should not
set specific tasks to generate evidence for moderation or produce portfolios of
pupils' work or tick sheets in preparation for an external moderation visit.

STA does not require LAs to ask schools for pupil data in advance of an external
moderation visit. Hillingdon has an optional non statutory pupil data template that
schools may wish to use if they feel it would support the process. A moderation
visit should not require any addition to a teacher's workload.

The LA external moderators will visit the school to review work from a sample of
pupils from the cohort. The sample of pupils chosen by the LA must include all
standards awarded within the teacher assessment framework across the cohort.
This does not include pupils working within the pre-key stage standards.

The emphasis will be on professional dialogue between the Year 6 teacher(s), as
appropriate, and the LA external moderators. There is no need for schools to
keep additional records justifying their TA judgements.

The pupils' work must show that they consistently demonstrate attainment in line
with the wording of all the 'pupil can' statements within the standard they have
been awarded.

Teachers and LA external moderators must always refer to the teacher
assessment framework when confirming judgements. They may also choose to
refer to the non-statutory exemplification materials provided by the STA.

Schools are accountable for submitting accurate and valid KS2 TA judgements.
Regardless of whether schools receive an LA moderation visit. Headteachers
must ensure that robust moderation processes (internal and with other schools or
stakeholders) are followed, and that the teacher assessment framework is always
referred to during that process.

Moderated schools must submit accurate TA data to their LA which reflects any
changes made because of an LA moderation visit. If a school submits TA data
which is different from that agreed during the LA external moderation visit, the
school must contact the LA in advance at
schoolimprovementadmin@hillingdon.gov.uk. The school will need to give
evidence to justify their changes and reach agreement on final data. There could
be a maladministration investigation of the school's TA if the school submits
changed data without the LA's consent.

Examples of pupils' independent work which provides the clearest evidence of
learning.
Teachers should ensure that moderators are clear about the amount of support
each pupil has received with their work; level of independence and any support
provided by classroom assistants.
Moderators will request to see the results of the statutory KS2 tasks and tests to
identify how the teacher assessment framework has been used to inform the
school's teacher assessment.
There should be a variety and range of evidence.
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o For KS2 writing, this would include, for example:
= Pupils' exercise books and other examples of written work in a
variety of forms and for a range of purposes and audiences, from
year 6; this should include 'rough’ work as well as ‘finished'
examples.
= Other evidence which the school considers relevant.

All LA external moderators are qualified teachers with recent and relevant
experience of KS2 English writing assessment and internal or external moderation.

All LA external moderators will/have:

e successfully completed and passed the STA standardisation process for
moderation of KS2 writing

e systematically reviewed evidence against the TA frameworks and adhere to STA
guidance

e manage a professional discussion with teachers about the evidence presented
and how a pupil’s work meets the standard

e where appropriate, discuss and explain why a school’s TA judgements cannot be
validated

e provide accurate written and verbal feedback to the teacher(s) and Head
teacher(s)

How should moderators engage with school staff?

Moderators are required to uphold the highest professional standards in their work
and to ensure that everyone they encounter during the moderation visit is treated
fairly and with respect. These standards are assured through this code of conduct.

How should school staff engage with moderators?

To ensure that moderation is productive and beneficial, it is important that
moderators and schools establish and maintain an appropriate working relationship
based on courtesy and professional behaviour. The LA expects school staff to:

e adhere to part one of the Teachers' Standards and demonstrate that they are
accountable for pupil attainment

e adhere to part two of the Teachers' Standards to ensure personal and
professional conduct at all times

e apply their school's own codes of conduct in their dealings with moderators

e enable moderators to conduct their visit in an open and honest way

e enable moderators to evaluate the school objectively against the teacher
assessment framework

e provide evidence that will enable the moderators to report honestly, fairly and
reliably about their assessment processes
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maintain a purposeful dialogue with the moderators to minimise disruption,
anxiety and bureaucracy

draw any concerns to the attention of the moderators promptly and in an
appropriate manner

understand the need for moderation

Moderators must:

evaluate objectively, be impartial and moderate TA judgements without fear or
favour

evaluate TA judgements in line with the teacher TA framework and base all
evaluations on clear and robust evidence

have no connection with the school or staff that could undermine their objectivity
carry out their work with integrity, treating all those they meet with courtesy,
respect and sensitivity

endeavour to minimise the stress on those involved in the moderation
maintain purposeful and productive dialogue and communicate judgements
clearly and frankly

ensure that judgements are fair and reliable

respect the confidentiality of information, particularly about individual staff and
pupils and their work

respond appropriately to reasonable requests

take prompt and appropriate action on any inaccurate TA judgements

adhere to part two of the Teachers' Standards to ensure personal and
professional conduct at all times

The STA does not require the LA to ask schools for pupil data in advance of an external
moderation visit. However, Hillingdon schools are given the option to voluntarily
provide a list of pupils if they felt this would support the process in saving time during
the visit. These schools will be informed of the selected pupils within the sample, by
the lead moderator, no earlier than 1 day before their moderation visit.

The lead moderator will select a minimum sample of 15% of pupils from across the
cohort or, in the case of a single class, a minimum of 5 pupils. The lead moderator
will ensure that they have a good range of pupils and should extend the sample size
if it is necessary during the visit.

Example of sample selection:

30 pupils: 5 or more
40 pupils: 6 or more
50 pupils: 8 or more
60 pupils: 9 or more
70 pupils: 11 or more
80 pupils: 12 or more
90 pupils: 14 or more
120 pupils: 18 or more
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Before the Visit

Step | Action Lead When

1 | LA to send the school visit notification letters, Moderation | On 17th
attaching the non-statutory optional pupil teaching Co-ordinator | May (no
group list template. The school will respond to earlier)
confirm they have received this notification. The LA
will contact the school if this is not received within 2
working days.

2 | Moderators should exchange mobile phone All On 21st
numbers and email addresses to enable liaison to May
make the necessary arrangements to visit schools
together.

3 | The Lead Moderator will contact the school if the Lead 5
optional pupil teaching group list is not received, to | Moderator working
check if they have opted not to submit this days
information. The Headteacher should be reminded prior to
that this is non-statutory, and if this information is the visit
not provided then the selection of pupils will take
place at the start of the visit.

4 | Lead Moderator will select a random pupil sample Lead 1
and share the selection with the school directly and | Moderator working
copy in the Moderation Co-ordinator. (If school has day prior
opted to provide this) no earlier than 1 working day to visit
before the visit. (no

earlier)

During the Visit

All visits should start at 08.30. The end time will vary depending on the size of the

school, pupil sample extension, and length of professional discussion. A rough

guideline is that visits should take half a working day and should not finish after
normal school hours.

The lead moderator should make introductions, explain the outline of the process,
and highlight the appeals process.

School visit agenda outline (flexible and to be adapted accordingly to the

school size):

Time

Activity

08.30-09.00

venue, times teachers are required

Introduce roles and responsibilities of lead and support moderators,
quality assurance LA leads, process, appeals reminder, logistics of

09.00-10.30

Review evidence with teacher discussion

10.30-10.45

Break for moderators - remind school of the appeals process

10.45-12.00

Teacher discussion, consider evidence overall, prepare final judgements
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12.00-12.30

Feedback, appeals reminder, HT and teacher discussion, record actions
on action plan with lead names, visit report sign off, quality assurance

checklist, photocopy for school

It is essential that the teachers are part of the process and therefore moderators will
need to hold professional dialogue with the teachers throughout the process. When
all pupils in the sample have been discussed, the lead moderator will confirm agreed
judgements with the teachers, using the number and letter options below.

Option

Decision

1A

No change to school judgement
Example: moderators agree with all school judgements in the sample.

Moderators are satisfied that all work seen was completed
independently, and if not, then the evidence should clearly indicate the
level of support the pupil has received to ensure the standard has been
met.

1B

Judgement provided on the proviso that the Headteacher internally
moderates to ensure the evidence meets standard as detailed in
the moderator's action

Example: at the time of the visit, there may be pupils who have not yet
demonstrated a small number of the 'pupil can' statements. If the school
and moderators agree that these pupils will be able to consistently
demonstrate the relevant knowledge or skills after the visit but before
the submission date, the LA will accept internal moderation of additional
evidence for the pupils to validate their proposed standard.

This option is to be used if ALL the other school TA judgements were
accepted in full by the moderators. This cannot be used if 1 judgement
has been changed for 1 pupil.

Where moderators are satisfied with ALL the other school judgements,
the lead moderator may use their discretion to directly award a
judgement that still requires additional evidence that the pupil is likely to
achieve by the submission date. The lead moderator will agree a local
action with the Headteacher to ensure that they check the new evidence
and is satisfied that the pupil has fully met the standard. The moderator
will record this action clearly on the visit report. This local agreement
leaves the responsibility with the Headteacher to internally moderate to
ensure the correct judgement is submitted, therefore the judgement
does not require the LA to review additional evidence.

2A

Any moderated judgement the LA WOULD consider further with the
submission of additional evidence for a LA review
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Example: at the time of the visit, there may be pupils who haven't met a
small number of 'pupil can' statements. If the school and moderators
agree that these pupils will be able to demonstrate relevant knowledge
or skills after the visit but before the submission date, the LA will accept
additional evidence to review for pupils to validate their proposed
standard.

This option is to be used if the school TA judgements were not fully
accepted by the moderators. For example, if 1 or more pupil judgements
were changed.

The lead moderator will determine what evidence the LA needs to see
based on the moderation visit and other data or information they have
access to.

Important note for schools following the LA review of evidence. If 1 or
more pupils in the sample are not approved, then it is the responsibility
of the Headteacher to review any other proposed changes to pupils
outside of the sample, and to make appropriate decisions in line with the
decisions made about the LA reviewed pupils.

If a judgement requires a submission of additional evidence for LA
review the moderators will ask the Headteacher to scan and email this
evidence to the LA at schoolimprovementadmin@hillingdon.gov.uk by
17th June 2024. The moderators will record this as a clear action in the
visit report. The LA will review this additional evidence with the Lead
Moderator on 18™ and 19™ June 2024 and confirm the reviewed
judgement directly to the Headteacher by 20" June 2024.

If the Headteacher does not accept the confirmed judgement following
the LA review of additional evidence, the Head teacher can still exercise
their right to appeal on 215t June 2024. The afternoon slot is reserved for
appeals requested from this LA review of additional evidence process.

2B

Any moderated judgement the LA WOULD NOT consider further
evidence

Example: insufficient time for pupil to demonstrate next standard by the
data submission deadline of 28th June 2024.

If the 'pupil can' statement has not been taught, then the pupils should
not meet the judgement. All pupil can statements must be taught before
the moderation window starts on 3rd June 2024. Gaps due to teaching
highlight that the school has not followed the teacher assessment
framework. Being moderated early in the window does not mean that
schools have time to teach small areas, it means that schools may be
given more time to re-teach small areas to have consistent evidence to
secure judgements.

Moderators must ensure that in all cases, schools are aware that they
can appeal any decision and refer the Head teachers to the appeals
process and dates. Please note that for appeals, only evidence seen
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during the moderation visit can be used for the appeal and the appeal
cannot take into account any new evidence.

e LA appeals date — 215 June 2024
e Inter LA appeals date — 25" June 2023

2C Revisit recommendation - to be referred to the LA moderation
manager for final decision

Example: a large number of pupils to submit evidence for a LA review;
unable to validate judgements due to a systematic lack of evidence; or
have a concern.

Only in exceptional cases, it may be necessary for a revisit. Such cases
will need to be discussed and ratified by the LA Moderation Manager.
This may involve referral to the STA's maladministration team.

Moderators should try to resolve any issues at school level as far as
possible.

Moderators must detail within the visit report the revised judgement and any
further recommendations with full reasons.

If there is insufficient evidence or concern about the accuracy of a judgement, then
moderators can request additional evidence and/or expand the sample. In rare
cases, the sample may be expanded to include the whole cohort.

Where issues are identified in application of the standards, and moderators make
changes to judgements awarded to pupils in the sample, the moderator and teacher
will need to have discussed (but not necessarily reviewed in detail) the evidence for
any similar pupils in the cohort. Any potential changes to judgements between the
moderation visit and the TA data submission must be recorded on the visit report. If
this only affects a small number of pupils, each pupil’s UPRN could be recorded, but
when there is a larger number, the moderator could simply record the number of
pupils where a change might be made. This is so that the LA data checks of
submitted data against moderation decisions can take into account any agreed
potential changes.

The Assessment and Reporting Arrangements (ARA) states that Headteachers have
a duty to ensure that the requirements in the ARA are implemented in their school
and teachers and other staff are compliant. Headteachers must ensure TA
judgements are an accurate assessment of pupils’ attainment and submit accurate
TA data.

The Teacher Assessment Guidance states that after the external moderation visit,
LAs must have a process to analyse submitted TA data to check that it matches
external moderation decisions; and have a defined data validation process, using
local intelligence to investigate any unexpected pattern of attainment for any
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school. Any unusual data submission not in line with the moderation note of visit will
be followed up by the LA.

The lead moderator has the final decision. If the school is not satisfied they should
use the appeals process.

End of Visit

The lead moderator should:
e provide formal feedback to the Headteacher or a representative of the senior
leadership team
e explain the 'LA review of additional evidence' process for how the LA will carry
out any agreed review of pupil evidence
e provide the school with a completed LA record of the visit, using the visit
report, which includes:
o the agreed validated judgements for all moderated pupils
o any revised judgements if the moderators judged that there was
insufficient evidence for the standard awarded, or if the moderators
considered the pupil to be working at a higher standard
o any decisions that the school intends to appeal
o any concerns that require further action by the school or LA (such as a
re-visit)

If the school and the moderators agree that a pupil has the potential to meet the
proposed standard before the data submission deadline, the visit report should also
include the next steps:

e if school TA judgements were accepted in full by the LA, the additional
evidence must have been internally moderated by the school and submitted
by the TA submission date, or

e if school TA judgements were not accepted in full by the LA, the additional
evidence must be submitted to the LA for review prior to the TA submission
date

The visit report must be signed by the Headteacher (or representative) and the lead
moderator.

At the end of the external moderation visit schools must:;

e ensure that the Headteacher or representative is available to meet with the
lead moderator to receive formal feedback and to sign the visit report

e ensure that any changes to TA judgements as a result of an external
moderation visit are accurately reflected in their submitted TA data

After the Visit

Moderators should scan and email the completed Visit Report to the LA at
schoolimprovementadmin@hillingdon.gov.uk within 48 hours of your visit.

All moderation visit documentation must be submitted to the LA within 5 working
days of your visit. This should be scanned and emailed to
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schoolimprovementadmin@hillingdon.gov.uk or handed directly into the Civic Centre
as hard copies (please liaise with Nicki to arrange collection).

The visit report will be used to:

e ensure that all pupil evidence provided for re-moderation is reviewed by the
LA and that only the LA can confirm the final TA judgement for that pupil

e analyse submitted TA data to check that it matches external moderation
decisions, including school internal re-moderation of pupils

e be part of the data validation process, using local intelligence to investigate
any unexpected pattern of attainment for any school

e escalate any concerns about the integrity of the assessment to STA’s
maladministration team, including any appeals information

Nicki O’Flanagan, Moderation Coordinator

schoolimprovementadmin@hillingdon.gov.uk
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Introduction

Schools are moderated during June using current STA guidance with approved STA
moderators. The lead moderator will discuss the school's judgements on whether the
sample of work selected meets the required teacher assessment standards for the
end of KS2.

Professional discussion overall will enable moderators and teachers to come to a
consensus. However, if there are any disagreements regarding whether a pupil's
work meets the required standard and / or concerns pertaining to the assessment
process during the visit, this appeals process should be used to explore options.

LA Guidance

e Schools must be aware of the LA’s appeals process before the moderation visit.

e LA external moderators must refer to the LA’s appeals process during the
moderation visit.

e Schools must have evidence to support any appeal before the appeal is processed.

e The appeal can only be based on evidence shown to the lead moderator during
the LA moderation visit.

Dates
e 21st June 2024 - LA appeals via MS Teams

e 25th June 2024 - Inter LA appeals via MS Teams

Stage 1 — Submit Appeal

a. The Headteacher or senior representative notifies the LA by email to
schoolimprovementadmin@hillingdon.gov.uk of the school’s intention to
appeal, within 1 working day of the LA moderation visit. This notification
should include the following:

a. Appeal overview
b. Pupil name and reason, giving as much detail as possible
c. Scanned evidence of pupil work shown to the lead moderator during
the LA moderation visit
d. Names of school representatives attending the appeal (usually Head
teacher or deputy and relevant Year 6 teacher)
The LA Moderation Coordinator will confirm appeal time slot within 1 working day (by
email) confirming Stage 2 - LA Appeals Panel.

Stage 2 - LA Appeals Panel

a. The panel will consist of the LA Moderation Manager, the LA Coordinator (note
taker) and one STA approved LA moderator who is independent of the school
LA moderation visit (with no conflicts of interest with the school).
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b. The LA moderator will review the visit notes and appeals documentation

submitted in advance of the session. The original visit moderators will not
provide any additional feedback and will not be involved in the appeals process.
The appeal can only be based on evidence shown to the LA lead moderator
during the LA moderation visit.

. The school representatives will present their case and have a professional

discussion with the panel.

. The school representatives will be informed verbally and in writing of the

panel's decision along with any recommendations.

. If the school representatives are not satisfied with the panel’s decision, they

will need to request escalation to Stage 3 - Inter LA Appeals Panel. The LA
will process this request. The school representatives are not invited to be part
of Stage 3.

Stage 3 - Inter LA Appeals Panel

a. The LA Moderation Coordinator will request that the Inter LA Appeals Panel,

led independently by the LA's moderation partner, Slough Borough Council,
review the appeal within 1 working day.

. The appeal can only be based on evidence shown and documents produced

at the LA Appeals Panel.

. The school will be informed in writing of the Inter LA Appeals Panel's agreed

decision along with any recommendations, by midday of the data submission
deadline. If necessary, the judgement/s agreed by the Inter LA Appeals Panel
will be substituted for the school.

. The school will be given feedback, next steps, and will receive a further

moderation visit the following year (if a significant number of pupils have been
involved).

Stage 4 - Post Moderation Assurance

A post moderation check will then be made to see that the data submitted by the
school correlates with the final decision/s confirmed via this appeals process.

Further information please contact the LA:

Nicki O’Flanagan, Moderation Co-ordinator

schoolimprovementadmin@hillingdon.gov.uk
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Hillingdon KS2 Moderation LA Appeals Panel Report

Session outline:
e Welcome and introductions
e Referto STA guidance
e School to present its case
e Appeals panel to reflect
e Decision

Date
Panel

Name of school
School representatives
Name (s) of pupils
Nature of appeal

Evidence presented
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Feedback and decision

Approval

Appeals panel

If not approved move to Stage 3 - Inter LA Appeals Panel part of the process
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