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INTRODUCTION

At TKC, we trust that all students of different abilities can obtain high levels of achievement in
academics and other skills. To provide students with world class education, we at TKC are
working together by exposing students to a rigorous curriculum which is parallel to the
expectations of the IB Diploma Programme, including its assessment.

This assessment policy is developed with close reference to the following documents:

1. IB Programme Standards and Practice 2016
2. The IB Diploma Programme: From Principle to Practice
3. General Regulations: IB Diploma Programme
4. Guidelines for developing a school assessment policy in the Diploma Programme
5. Official Secrets Act, 1972 (Akta Rahsia Rasmi, 1972 - Appendix B)

The purpose of this policy is to ensure integrity in the development, management,
administration and implementation of students’ academic assessment. This includes
administration of assessment activities, management of scoring and grading, coordination of
assessment results, security and confidentiality as well as feedback and reflections for
students teaching and learning.

The scope of this policy covers the management, administration and implementation of
assessment for all six subject groups, Theory of Knowledge (TOK), Extended Essay(EE) and
Creativity, Activity & Service (CAS). This article summarizes the assessment objectives,
procedures used in assessing students’ learning and achievement, responsibilities of students,
teachers and coordinator, assessment calendar, recording and reporting of results as well as
assessment feedback and reflections. Assessments at TKC are administered based on basic
principles of assessments (validity, reliability, fairness and consistency).

The simplified version of this policy is displayed on the Diploma Programme information board
and through our website at www.tkc.edu.my/diplomaprogramme. Parents and students of
Diploma Programme students will be given a brochure containing essential information
regarding this policy on the registration day. Students will be briefed on examination
procedures, rules & regulations prior to every examination session. Specific subject
assessment will be briefed by subject teachers.
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ASSESSMENT PHILOSOPHY AND PRINCIPLES

Assessment is considered to be a crucial component in learning and to evaluate students’
achievement. It includes tests, examinations, practical work, reports, projects, portfolios, oral
work, personal responses, researches and reflective writing. This is to enable teachers to
determine how far the students have mastered the knowledge and skills required in order for
teachers to revise the subject curriculum, if necessary.

Assessment is a process of collecting and processing information from many forms of sources.
It serves multiple purposes for students, teachers, parents and community. Through
assessments, students are able to grasp what is taught by their teachers; find their passion,
strengths or even weaknesses and how they can improve on their learning skills and
techniques. The outcomes from assessment can be used by the teachers to communicate
with parents, sponsors and the community by providing them with feedback on students’
learning progress. In addition, teachers can identify students’ learning styles, capabilities and
special needs through assessments.

ASSESSMENT OBJECTIVES

The assessment objectives are as follows:

● To monitor students’ development in order to achieve the IB Diploma Programme
standards.

● To determine students’ level of actual knowledge and skills using criterion-referenced
assessment (determining students’ performance against a set of standards as set by
the IB) and competency-based assessment (assessing students’ actual skills and
knowledge in a given task).

● To allow opportunities for students to evaluate their performance on a regular basis in
order for them to improve.

● To enable teachers to reflect and improve their teaching and learning methods.
● To provide feedback to students, teachers, parents and sponsoring bodies on

students’ accomplishment.
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ASSESSMENT STRATEGIES & TOOLS

There are two types of assessments carried out throughout the two years of the Diploma
Programme which are formative and summative assessment.

A huge range of assessments includes; multiple-choice questions, short and extended
constructed responses, technology enhanced questions and performance tasks. A
benchmark to measure students’ performance is constantly monitored to improve the quality
of teaching and learning. There will be a wide range of strategies used by our teachers in
assessing student learning. For example, this can be done by using classroom assessment
techniques such as short tests at the beginning of the course or topics to detect a student's
prior knowledge and one-sentence summary at the end of lesson/topic. Subsequently,
students will be exposed to rubrics to assist them in fulfilling assessment requirements as they
progress deeper in each course. Refer to Appendix A.

Formative assessments are adjustable levels of challenges that focus on the multiple
intelligences of students based on students’ progress over time to monitor the learning needs
of students. It also helps students to spot their potential and weaknesses while helping the
school to address students’ problems without delay. The formative assessments include:

● Practical work
● Reports
● Projects
● Portfolios
● Group presentations
● Oral presentations

● Personal response
● Researches
● Reflective writing
● Topical quizzes
● Discussion
● Peer Review

Summative assessment is done to determine the level of students’ achievement at the end
of each semester / year. Throughout the 2 years of IB Diploma Programme, students will be
taking the following summative assessments:

1. Semester 1 Exam
2. Year 1 Exam
3. Semester 3 Exam
4. Mock Exam (Early semester 4)
5. IB May Exam
6. TOK Mock Presentation and Essay
7. CAS Interview & Portfolio
8. EE Viva Voce
9. Visual Art Exhibitions
10. Online Examinations
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ASSESSMENT PROCEDURES

All Diploma Programme students and teachers must follow the assessment procedures set by
the IB and TKC:

● teachers are required to explain all assessment procedures related to their subject to
students at the beginning of the course, topic or at selected times.

● students must participate and complete oral and written work, investigations and
projects on time and in the manner stated by respective subject teachers.

● all assessments handed in by students must be submitted with a cover sheet which
comes in two sections; teacher’s copy and student’s copy. (The respective teacher
has to sign and return the student’s copy as proof of submission).

● Teachers will assess all assignments according to the prescribed methods and must
provide supportive feedback within 7 days under normal circumstances while
keeping an updated record of assessment. Cross-checking between teachers of the
same subject is encouraged to ensure validity of students’ scores.

● for Internal Assessment, Extended Essay and TOK Essay, the school will utilize Turnitin to
determine the authenticity of the final drafts.

● all submissions and feedback will be recorded in the school online management
system.

● if a teacher suspects that a student is involved in plagiarism or any sort of dishonesty,
the student will be called upon to justify herself and if she is found guilty, the teacher
will then report the incident to the DP Coordinator for further action. An investigation
will be carried out by the assessment committee. If the student is found guilty, parents
will be informed, the suitable action will be taken against the students, and she will
need to undergo counselling.

● if a student is unable to submit a report, oral work, investigation, written commentary
on time without prior notice or without a reasonable cause, the subject teacher will
give a first warning and the student will then have to submit within a range of time
agreed by both the student and teacher. If the student fails to do so, the teacher is
responsible to inform the DP Coordinator and a second warning will be given to the
student plus a notice to her sponsor and parents.

● After each examination, students perform self-evaluation based on feedback
received from subject teachers for each of the assessments. If she wants further
clarification on the feedback, consultation can be arranged with the respective
teacher.
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● for IB Internal and External Assessments management:
● all Internal Assessments are carried out according to the IB Assessment

Calendar and TKC Assessment Calendar
● all items for Internal Assessments will be marked and scored according to the

rubrics set by the IB.
● all Extended Essay, Internal and External assessments must be written in English

except for Malay A.
● the invigilators can take appropriate actions against students who violate the

assessment regulations. Any kind of violation must immediately be reported to
the DPC and disciplinary committee.

● All assessments will be implemented according to the rules and regulations of the TKC
examination unit (Appendix C) and the procedures in the Procedures for Assessment.
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PANDEMIC/ EPIDEMIC & NATIONAL CRISIS RESPONSES

In the current pandemic situation, the school has taken into consideration students’
accessibility to Ihe internet. With students coming from different states of the country,
assessment during movement control order (MCO) online exam is seen to be the only
solution to assess students accordingly.

"Online exams" is referred to as assessment that is device based and requires active internet
connection in order for the student to answer the questions. The exam can be attempted by
students in a certain time frame set by the subject teacher anywhere as long as there is
availability of internet connection and device setup. Not only that, students are also required
to equip themselves with an acceptable level of proficiency in IT and computer skills.

Validity and reliability of online exams refers to the consistency of students’ responses over
the exam time. Students were required to sign an examination honesty statement during the
exam briefing conducted by the coordinator prior to the online examinations. If a student is
found to breach the examination rules and regulation, the student will be under investigation
and if found guilty, she will be then penalized and no marks will be awarded.

Teachers follow the school procedures’ online examination as stated below:

● all students were given a briefing on examination procedures by the diploma
programme coordinator/ assessment coordinator prior to the commencement of
each online examination. At the end of the briefing session, all students were required
to sign the individual examination honesty statement and be kept by the school.
Specific subject assessment and/or instructions will be conducted by the respective
subject teacher.

● teachers prepare examination questions and upload them online using the Google
Classroom platform. The enrollment of this exam-related Google Classroom consists of
all diploma programme students and teachers.

● related examination papers will be released to the respective students according to
the examination time set by the school. Each student will have access to the
questions 5 minutes before examination starts.

● students attempt the non-proctored online examination according to the time
allocation and were given additional time of 10 minutes to record their answers using
any scanner application and upload their answers in pdf format to Google Classroom
within the stipulated time.
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EXTENDED ESSAY

It is compulsory for each student to write an Extended Essay (EE) in order to obtain IB
Diploma. All students will be given a briefing on EE by the EE Coordinator. They will be given
one month to decide on what subject they want to write. Students will be advised to choose
a subject which they are comfortable and interested in as they will be spending a lot of time
on it. Students are also highly encouraged to choose a subject which they take in their
diploma programme as this is a way to deepen their knowledge in the subject chosen.
Having a refined topic and research questions, students will start writing their proposal to their
EE advisor. Students will be working closely with their advisor on their proposal before they
start their research and write the essay. Students will have consultation time with their advisor
where the advisor will give written and oral feedback on students’ progress. EE timeline for
progress and deadlines are available on TKC Assessment Calendar. Each Extended Essay will
be scored according to IB Extended Essay guideline 2013.
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ASSESSMENT AND RESPONSIBILITIES

Teachers

Teachers’ responsibilities towards students’ assessments are based on the following wheel of
assessment

Reference

1. Teachers observe students’ learning needs, styles and abilities through needs
analysis. Data can be collected through diagnostic/ placement tests.

2. Teachers work collaboratively among department members to analyze the
data collected and develop approaches to monitoring, self-evaluation and
improvement planning in executing assessment.

3. Teachers prepare assessments to evaluate students’ progress 3 or 4 times a
year.

4. Teachers analyze and summarize the assessment results to inform practices
(ATL & ATT). Teachers provide oral or written feedback on students’
achievement.
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Students

Students’ responsibilities towards their assessments are to:

● set learning goals and strategies (This can be done by reviewing and reflecting on
their learning experience with teachers).

● review their own learning through self-assessment.
●engage and participate actively/ collaboratively in assessed learning activities such

as dialogues and interactions held by other students or teachers, peer assessment,
oral presentations, science experiments, investigations, projects and written works
like reports, write ups, reflections.

●abide by the rules and regulations set by the IB and TKC

Coordinator

Coordinator’s responsibilities towards assessments are:

● Manage students’ examination registration.
● Take relevant measures against students who violate the assessment rules and

regulations.
● Act promptly to get authorization from IB assessment Centre for inclusive assessment

arrangements.
● Lead collaboration meetings to discuss examination post-mortems; analyzing results

and problems, identifying students needing special attention, strategizing solutions
to improve students’ results.

● Administer the recording and reporting of students’ results.

Diploma Programme Tunku Kurshiah College ©
11



INCLUSIVE ASSESSMENT ARRANGEMENTS

This section of policy applies to candidates with temporary, long-term or permanent disability
or medical condition, including candidates with learning difficulty and special needs.
Students need to get authorization from IB Assessment Centre through the DP Coordinator.

GRADING

For school examinations, students’ grades are determined according to the DP scale. In
order to be awarded the IB Diploma, students have to fulfil the IB requirements. A student's
examination performance in individual subjects is scored on a scale of 1–7 points. Another 3
points will be awarded based on a matrix of performance in two components which are the
theory of knowledge (TOK) and the extended essay. Students who display adequate levels
of performance across all subject areas and achieve a minimum of 24 points out of 45 are
awarded the IB diploma. A score of 30 or above is considered to be good while 35 and
higher is excellent. All others receive a certificate of results for the subjects examined.
Subjects are marked according to the following scale.

The IB band descriptors are described below:

N 1 2 3 4 5 6 7

No
Grade

Very
Poor

Poor Mediocre Satisfactory Good Very
Good

Excellent

Both TOK course and the extended essay are graded according to the following scale.

N E D C B A

No Grade Elementary Mediocre Satisfactory Good Excellent
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The matrix on how the diploma point matrix awarded based on ToK and extended essay is
below.

APPEAL

Students may appeal for remarking of External Assessment using the existing mechanism. All
results of the review, corrections or updates must be confirmed by the IB.

Diploma Programme Tunku Kurshiah College ©
13



RECORDING & REPORTING

Here in TKC, the teachers record students’ score in students’ performance record and then
enter students’ marks in the school online management system to be graded and analyzed.
The results will be verified by the subject teacher and the DP coordinator.

The IB predicted grades for each student will be generated by the Head of Department
based on tables of marks breakdown as in Appendix A. The grades will then be sent to the IB
along with Internal Assessment for each subject.

All formative and summative examination results recorded in the school online management
system will be printed out by the appointed assessment coordinator, verified by the DP
Coordinator and sent to parents and sponsors. A copy of each student’s report card will be
kept in the school academic office.

The school practices an open concept where parents can communicate with the subject
teachers and the DP Coordinator to discuss students’ academic performance and progress
to provide support for students’ learning. School examination results will be reported to the
school principal to inform her of students’ progress. Evaluation of students’ results will provide
feedback which helps the school in developing appropriate programmes for students’
academic enhancement. The feedback will inform teachers of required practices, for
example, differentiation in lessons to cater to the needs of students with different learning
abilities. Additionally, it may reflect the need for subject teachers to improve on their
teaching approaches and strategies via training and professional development
programmes.

All recorded academic progress by semesters, all summaries, reflection and reports will then
be available to students, parents and sponsors through a report card system self-created by
our teachers through a series of collaborations. The summative assessments (IB Internal and
External Assessment) are recorded and reported as grades in the IB Diploma transcript.

HOMEWORK

At TKC, the homework policy demands one to two hours of homework each night
depending on the workload of each course and nature of assignment. Homework is
designed to expose students to optimal practice with a range of cognitive skills aligned with
each course taken. Students who consistently failed to complete homework will be given
warnings and taken to the DP Coordinator for further actions.
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SECURITY, CONFIDENTIALITY AND SAFETY

All matters pertaining to assessment must be addressed in terms security, confidentiality and
safety. The following guidelines (Appendix D) apply:

● the school is responsible for the students’ safety during risky academic assessment
and fieldworks

● the safety and confidentiality of all Internal and External Assessment papers must be
assured at all times.

● all IB subject teachers must declare that they have/ do not have relatives as students
of the school.

NONCOMPLIANCE TO THE ASSESSMENT POLICY

All parties involved in the assessment must adhere to the school Academic Honesty Policy in
the whole process managing and implementing academic assessment. The Ministry of
Education can take actions against administrators, teachers or students who do not comply
with the Assessment Policy and the Academic Honesty Policy in the assessment process.

KOLEJ TUNKU KURSHIAH

ASSESSMENT CALENDAR 2021

1 IB external submission for Extended Essay, TOK,
Language A & Language B

January

2 IB Internal Assessment for other subjects Feb

3 Mock Exam for year 2 students March

4 IB Final Exam for year 2 students
Year 1 Exam

May

5 Semester 1 and semester 3 Exam for year 1 and year
2 students

November
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