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What is NCEA?

NCEA consists of three certificates: Level 1, Level 2 and Level 3. The key requirements for
each certificate are:

● To get any certificate the minimum number of credits is 80
● A single subject will generally offer between 18-22 credits
● To qualify for Level 1 you must gain 10 literacy credits in English or Te Reo Maori,

and 10 numeracy credits as part of the 80 credits.
● 20 of your Level 1 credits count towards Level 2 and 20 credits from Level 2 count

towards Level 3. For most students this means that you need 60 Level 2 credits to
get Level 2 NCEA and 60 Level 3 credits to get Level 3 NCEA.

How does the system work?

Students studying for NCEA may attempt two types of standards - achievement standards
and unit standards. Each standard is usually worth anywhere between 2 and 8 credits, and
will assess a particular aspect of a subject.

Students attempting achievement standards are assessed according to 4 grades: Not
Achieved (N), Achieved (A), Merit (M), and Excellence (E).

Most, but not all, unit standards carry only 2 grades: Not Achieved (N) and Achieved (A).
All unit standards and some achievement standards are assessed internally by your
teachers at school.

If you gain 50 or more credits at Merit or above your NCEA certificate will be endorsed
with Merit. If you gain 50 credits at Excellence your NCEA certificate will be endorsed with
Excellence.

In each of your subjects, if you gain 14 or more credits at Achieved or above, you will
receive an Achieved endorsement for that subject. 14 credits at Merit or above will result in
a Merit endorsement and 14 credits at Excellence will result in an Excellence
endorsement.

A Not Achieved grade is awarded when a student has been given the opportunity to
achieve but does not turn up for the assessment, misses the deadline or whose work does
not meet the standard. The school is required to report the Not Achieved grade to NZQA.

Some achievement standards are assessed by an examination or external submission at
the end of the year - these are called external standards. A student who does not attempt
an external standard in an examination (either by being absent or by not writing any
answers in their examination booklet) is not awarded a grade for that standard.

You can find more information about NCEA on the NZQA website.

University Entrance

UE or University Entrance is required to go to a New Zealand University. To qualify you will

need:

● NCEA Level 3

● Three subjects - at Level 3, made up of:

○ 14 credits each, in three approved subjects
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● Literacy - 10 credits at Level 2 or above, made up of:

○ 5 credits in reading
○ 5 credits in writing

● Numeracy - 10 credits at Level 1 or above, made up of:

○ achievement standards – specified achievement standards
available through a range of subjects, or

○ unit standards - package of three numeracy unit standards (26623,
26626, 26627- all three required).

Once you have met the requirements for University Entrance it will appear on your Record
of Achievement through NZQA.

Course and Assessment details

You will receive a course outline for every subject you take. This contains:
● a list of topics to be covered
● standards being offered with the version number, number of credits, how it will be

assessed, approximately when the assessment will take place and whether a
further assessment opportunity will be offered.

Enrolling for NCEA

This will be done by Paraparaumu College. In Term 2 you will receive a card with your
NSN (National Student Identification Number) - a 9 digit number that is unique to you, and
information on how to access the NZQA website.

Throughout the year you should visit the NZQA website to check your results have been
correctly loaded and monitor your progress.

By mid August you will be required to confirm the external standards that you will be sitting
at the end of the year

Special Assessment Conditions (SAC)

These are available to students who have special learning needs which meet the criteria
set down by NZQA. This requires an assessment by an assessor. These generally need to
have been completed by the end of Year 10. Approved SAC are available for internal and
external standards. See the Head of Learning Support for more information, this is Adele
Campbell (cma@paraparaumucollege.school.nz ).

Authenticity

All work submitted for assessment purposes must be a student’s own work. For long-term
assessments, working drafts may need to be submitted. Where evidence indicates that all
or some of the work presented for internal assessment is not an individual’s own work,
only the work deemed to be the students own work will be assessed and a Not Achieved
grade may be awarded.

Assessment misconduct is failing to follow the conditions under which an assessment
activity is run.
It takes many forms:

● Copying out material from a source like a book, the internet or other electronic
material without acknowledging that the material, words or ideas are someone
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else’s.  A few words changed don’t make this form of plagiarism any more
acceptable.

● Undue help from home, or from a tutor, or from a reader-writer
● Using or copying all or part of another student’s work
● Giving work to another student which allows that student to use it or copy it
● Using written or recorded material in an internal assessment or external

examination
● Using another student to sit an external examination for you
● Disrupting an examination, e.g. moving around the room, scanning neighbour’s

papers
● Failing to follow instructions during the internal or external assessment

Where a second student has participated in the misconduct, that person may also be
penalised.  It is very important that you don’t lend your assessment work to others.  It is
okay to discuss the topic with someone else but the final piece of work must be your own
ideas in your own words.

A range of penalties may occur depending on the seriousness of the incident, and may
result in:

● Loss of grade for one or all students involved
● Repeat incidents of assessment misconduct may mean you are withdrawn from that

subject

You will be required to sign a declaration of authenticity in Year 11 (or on enrolment) which
covers all NCEA assessments at Paraparaumu College.

If a breach of the rules is suspected
● the teacher will retain the evidence of the breach and discuss the situation with the

Head of Department (HoD) and Principal’s Nominee (PN)
● The teacher will notify the parent/guardian of the alleged breach of the rules
● The HoD will investigate the matter, keep a written record of the investigation and

consult with others as required.
● The HoD (or PN if required) will make the final decision and notify the student and

the parent/guardian in writing of the outcome of the investigation.
● The school may report Not Achieved if the breach is proven.

Guidelines concerning authenticity

There are a number of methods the college will use to make sure your work is the result of
your own efforts.  Departments may:

● Ask you to complete the task in class
● Provide all the resources you need in class
● Collect work in at the end of the lesson and hand it back to you in the next lesson
● Ask to see the draft copies of the work as you do it and ask you to submit these

drafts with the final work
● Ask you to hand in all your photocopies or downloaded resources
● Expect you to meet checkpoints before the final deadline
● Discuss your work with you or ask you to do an additional written or oral task to

check your understanding of the material as a final check
● Ideas obtained from sources should be expressed in your own words.
● If material is quoted word-for-word it must be shown as a quote by using speech

marks, and the source shown.
● All sources, including internet addresses, must be listed as directed by your teacher
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● Art folios, music compositions, technology projects and other internal assessments
must all be your own original work. You must not use elements which have been
designed, created, or produced by someone else unless specified by the teacher.

Late Work/ Absence from Assessment

Late work or absence from an assessment will result in Not Achieved being awarded for
that standard.

You should keep tabs on what is due when and when field trips etc are scheduled.
Where there is conflict with another school related activity you must discuss this with your
teacher before the clash arises and see what can be done to reschedule the assessment.

Sometimes you may be unable to be at an assessment or hand it in the day it is due,
because of illness or exceptional circumstances beyond your control, in this instance you
must complete an Application for Extension form. In the case of illness you may be asked
to provide a doctor’s certificate. If your request is deemed legitimate, the following
outcomes may be possible:

● provide a specified time extension to submit work for assessment (eg an
assignment)

● schedule the assessment at another agreed time
● provide a further assessment opportunity
● use relevant standard-specific evidence to award a grade

It is important that you inform your teacher as soon as you know that you will not be able
to attend an assessment or submit it on time. If there is an issue on the day of the
assessment (for example, sudden illness), you or a parent or caregiver must contact the
school to inform them that you will not be able to sit the assessment.

Resubmission

For some assessments if you have made a minor error that prevents from achieving the
standard, you may be given an opportunity to find and correct the error. This is called
making a resubmission. It takes place before feedback is given by your teacher, and no
further teaching or learning is provided. Resubmissions follow these guidelines:

● A resubmission should be limited to specific aspects of the assessment and no
more than one resubmission should be provided.

● Students should be capable of discovering and correcting errors immediately.
● Any resubmission must not compromise the authenticity or validity of the work
● A resubmission can be offered after either the first or the further assessment

opportunity or after both.

Reassessment

One further assessment opportunity (reassessment) may be given for internally assessed
standards, where the department concerned has decided it is reasonable and practical to
do so. This involves completing a new task, or the same task in a different context. You will
receive additional teaching and learning before sitting the reassessment. The highest
grade you earn from the assessment and reassessment is the one which will be reported
to NZQA. (You can not get a lower grade by doing the reassessment.)
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Appeals

Students have the right to appeal any assessment-related decisions, including breaches of
the rules, missed and late assessments, as well as grades awarded for assessments.
In the first instance you should try and resolve the issue directly with your teacher. If this
does not produce a satisfactory outcome you should lodge a formal appeal.

Appeals are to be made within five school days from the time of the event, or once
assessed work is returned and gone over by the teacher. For all appeals, an ‘Appeal
Application Form’ is to be completed by the student and handed to the appropriate HoD to
process. The Principal’s Nominee (PN) may be involved in the decision if needed. The
decision made on the Appeal by the HoD/PN will be final. Application Forms are available
on PC4ME and the college website.

Derived Grades

If you are unable to sit an external examination due to exceptional circumstances beyond
your control, such as illness or a bereavement, you may apply for a derived grade for the
relevant standard(s).  You should notify the Principal’s Nominee (Mr Monk:
mkb@paraparaumucollege.school.nz) as promptly as possible that you wish to apply for a
derived grade.

The derived grade must be based on authentic evidence related to the standard.  This will
usually be the grade obtained in a derived grade assessment held during the year. It is
therefore important that you prepare for and attend derived grade assessments such as
topic tests and school exams. There is no derived grade process for NZ Scholarship or the
Level 1 Algebra MCAT.

Privacy Act

When an assessment is returned to you after marking you will be able to study and check
it but you will not be able to keep it. This is because a proportion of papers will be checked
by NZQA moderators to see that we are assessing in line with national standards. Records
of student work and release of results must be done in accordance with the privacy
legislation.

Digital Exams

An increasing proportion of external exams are being sat digitally. Your teacher will let you
know which, if any, of your external standards will be sat digitally. You can find out more
about digital exams here.

Managing Computer Problems
You will often also be using a computer for internally assessed standards. Computers are
essential tools but technological problems can add another layer of stress when you are
racing to meet deadlines.

Individual computer or printer problems at home or in the school
These are NOT acceptable reasons for late work.
If you are relying heavily on computer technology, take precautions:

● Make frequent backups on a USB memory stick and in your H drive or google drive
● Have your work saved in at least 2 places or use Google Docs and share this with

your teacher
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● Print frequent drafts with a dated footer (as protection if you lose all or some of a
file)

● Complete your assessment at least two nights before it is due so you can solve
computer problems

● Manage your time so that printing is not done on the day the work is due
● Make arrangements to print your work at school if the home printer is broken, and

make sure you have a printer balance to do this
● Submit the assessment on time in electronic form then organise a printed copy

Network or hardware failure in the school computer network during a
computer-based in-class school assessment
This is not your fault so the teacher will make equivalent time available to you.  This may
have to be in the lunch break or during study periods.
You are responsible for:

● Making effective use of class time when the network is operating well
● Using a USB memory stick to do regular backups
● Printing regular drafts with the date in the footer
● Topping up your print balances well in advance
● Communicating any issues with your teacher in a timely fashion

Maximising Your Chances of Success in NCEA

Your teachers, deans and other staff members at Paraparaumu College are all keen to see
you achieve success in NCEA and will be working with you to meet that goal. However,
the key ingredient in the mix is you. Here are some things that you can do to help ensure
that you experience success in NCEA:

● Attend school regularly - every lesson counts and the more time you miss the more
difficult it is to keep on top of things.

● Be engaged in your learning - make sure you are attentive in class, participate in
class activities and do any homework that is set. If you muck around in class you
will not be learning the things that you need to learn.

● Be organised - have a method for recording when assessments are due and a plan
for when you will work on different assignments.

● Prepare well for derived grade assessments - you never know, you might need
those grades at the end of the year and it is important that you are learning the
content of the external standards throughout the year.

● Keep track of your credits - make sure you know how many credits you have and
how many more you need.

● Ask for help if you are uncertain what to do or have trouble understanding what is
being taught.

● Don’t get stressed - NCEA is not meant to make you stressed or unhappy. You may
not always get the grade you had hoped for but as long as you gave it your best
shot, accept it for what it is and move on to your next challenge. If you do end up
feeling anxious, make sure you talk to your tūhono teacher, a dean or one of the
guidance counselors.

● Look after yourself - try and always get a good night’s sleep, eat healthy, get some
exercise and spend time with friends and whānau.

If you have any queries regarding the information in this booklet, or need more clarification about NCEA and
its processes, please contact the Principal’s Nominee (PN), Brendon Monk, ph 9025170 (extn 801) or
mkb@paraparaumucollege.school.nz
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