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Overview
This Handbook of procedures for the Middle Years Programme: Moderation and monitoring of
assessment (2015) contains important information about the Middle Years Programme (MYP)
procedures and deadlines that coordinators, heads of schools and teachers will need during
the 2014–2015 academic year for schools that begin their school year in August/September,
and the 2015 academic year for schools that begin their school year in January/February.

Much of the information in this handbook remains consistent with previous years. However,
coordinators in schools that plan to submit work for moderation or monitoring of assessment in
2015 should review the document carefully.

Please note that the forms referred to in this issue of the Handbook of procedures for the
Middle Years Programme: Moderation and monitoring of assessment (2015) are the latest
version. It is the responsibility of the MYP coordinator to ensure that these are the ones being
sent to the International Baccalaureate (IB) assessment centre in Cardiff. The forms included in
this edition of the Handbook of procedures for the Middle Years Programme: Moderation and
monitoring of assessment (2015) are available in both PDF and Microsoft Word® formats.

Any comments or suggestions that you may have for improving this handbook will be most
welcome, and should be addressed to ibid@ibo.org.

Please use the links in the table below or on the left of the screen to navigate around the
handbook. All forms can be accessed via the link to the left of the screen.

This edition of the handbook has been produced in HTML format. Please note that links are
only active in the HTML version.

Much of the information in the previous publication MYP Coordinator’s handbook can be found
in up-to-date versions of other IB documents available digitally on IB websites, including:

Rules for IB candidate schools (2014)
Guide to school authorization: Middle Years Programme (2014)
Rules for IB World Schools: Middle Years Programme (2014)
Programme evaluation and self-study questionnaire: Middle Years Programme (2014)
Programme standards and practices (2014)
MYP: From principles into practice (2014)

From 2016, the annual publication Handbook of procedures for the Middle Years Programme
will contain information about the new required moderation of the personal project and
optional MYP eAssessment.

This handbook focuses on procedures for moderation and monitoring of assessment for 2015.
These services will be discontinued after the December 2015 moderation session.

Overview
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A1 IBIS school codes
The school code allocated to schools must be used in all correspondence with the IB and
whenever using IBIS. A school that offers the MYP and/or the Primary Years Programme (PYP) in
addition to the Diploma Programme (DP) will need to use only the code for the DP (prefixed
with two zeros). A school that offers the MYP and/or the PYP will have a single school code.

A2 IBIS legal name
The IB requires all IB World Schools offering the MYP to maintain accurate school-specific
information and address details, and to update these whenever changes take place. This
process must be done via IBIS.

Changing the school’s legal name on IBIS
Certain fields on the school's home page can be changed by the coordinator; these are limited
to contact details, such as the name of the coordinator and head of school, and details for
billing, emergency and courier contact.

A coordinator cannot change his or her school’s legal name held on IBIS; this must be done by
the IB. The process for changing a school’s legal name is as follows.

• The coordinator must send his or her request to IB Answers (ibid@ibo.org) by email,
attaching a legal/official document that provides clear evidence of the name change
and evidence that there is no change related to the school as a legal entity, that is,
the school remains the same.

• The request will be considered by the appropriate IB office, which will then confirm
acceptance of the change, having first raised any queries.

IB staff will ensure the name is changed on IBIS.

A3 Use of IBIS by MYP coordinators
IBIS is a collection of services available to MYP coordinators. The system uses a secure,
password-protected web server to provide a fast and efficient way of working with the IB. IBIS
is a free service to schools offering the MYP.

The IB expects IB World School MYP coordinators to use IBIS to complete the procedures
described in this handbook, including:

• maintenance of accurate school information details
• registration of subjects for moderation
• registration of MYP candidates
• registration for monitoring of assessment
• completion of forms
• criterion levels totals entry
• receipt of results and statistics.

A: IB information system (IBIS)
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Each time a new IB World School MYP coordinator is appointed, the school either must amend
his or her details on IBIS by going to School> Contact information and selecting the role
from the drop-down menu (see section A5 for further information on how to amend details on
IBIS) or must send a request on school letterhead signed by the principal or head of school,
addressed to the school delivery team at the IB assessment centre in Cardiff. Upon receipt of
this updated information, an email will be sent to the new coordinator containing a link to the
new account creation system.

IBIS is also available to IB contacts of schools interested in implementing the programme and
coordinators of candidate-status schools. However, the only service available for these schools
is the registration of workshop participants. The school will need to contact its regional office if
there is a change of IB contact or coordinator at a school interested in implementing the
programme or at a candidate-status school.

The MYP department is available to provide information and support on any aspect of using
IBIS. Coordinators can contact the MYP department at ibid@ibo.org. Please refer to section A4
for full contact details. Any IBIS account queries should be emailed to ibid@ibo.org.

Please refer to section A5 for further information on how to access IBIS.

A4 IB Answers
If a coordinator has a question about the administration of the MYP that cannot be answered
by reference to this handbook, or any other publication produced by the IB, the question must
be addressed to IB Answers.

There are a number of ways to get in contact with IB Answers.

The preferred method is to raise a question via the IB Answers website (ibanswers.ibo.org). The
website provides a searchable knowledge base of answers to frequently asked questions
(FAQs).

An IB Answers user ID and password have been created for all IBIS users. By logging into the
website, stakeholders will be able to: view all past and current queries; log new queries; and
search frequently asked questions that are not available to users not logged in.

Further to the preferred method above, stakeholders can also email or telephone IB Answers
using the details below.

Email: ibid@ibo.org

Telephone support is available 24 hours each day from Monday to Friday using the following
numbers.

• Argentina: +54 11 6090 8625
• The Netherlands: +31 70 352 6055
• Singapore: +65 6579 5055
• Switzerland: +41 22 309 2515
• UK: +44 29 2054 7740
• US: +1 301 202 3025

Calls may be monitored for training purposes.

A: IB information system (IBIS)
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Although IB Answers is accessible to other IB stakeholders, the MYP coordinator must remain
the intermediary for correspondence with the IB on issues pertaining to moderation and
monitoring of assessment.

While there is no regulation that requires MYP teachers to use the coordinator as the primary
intermediary for communication with the IB, it is recommended that schools adopt this
procedure as a policy.

A5 Frequently asked questions about IBIS
How do schools/MYP coordinators access IBIS?

Coordinators should use the URL ibis.ibo.org.

Please contact ibid@ibo.org immediately if you experience problems with access to IBIS.

Which school code should coordinators use?

School coordinators will no longer use the school code to log on to IBIS but will use their user
ID, password and PIN.

How do schools access students’ results on IBIS?

Schools are able to access students’ results by:

• going to Candidate> Results. A new window will open where a Results option will
appear next to the students’ names

or

• going to Subject> Results. A new window will open where selecting a particular
subject will reveal a list of students’ results in descending order for that subject.

How do coordinators amend their details on IBIS?

IB World School coordinators can amend their details by going to School.

To change the name of the MYP coordinator on IBIS, first select the School tab followed by
Programme options in the box on the left of the screen. From the contact information
heading select the contact role MYP coordinator. There are three options available:

• View—to simply view the details already entered
• Edit—to edit the details already entered (for example, to change the email address)
• Add—to create a new contact (for example, a change of coordinator).

Select Add, enter the new personal details (title, name and gender) and then select Continue.
Once the personal details have been entered, the next screen to appear will ask for the contact
details (for example, address, telephone numbers and email address). Enter the relevant
information and select Submit contact details at the bottom of the page. A new window will
appear, requiring a validation of the address you have entered. Either click on Select address
or Skip validation to update the address details. A message will appear stating that your
submission has been successful and that the record will be updated, normally within 48 hours.

Once the changes are made on IBIS, the new coordinator will receive a "New account creation"
email from the IB assessment centre containing instructions on how to create IBIS login
credentials.

A: IB information system (IBIS)
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However, there are occasions when a departing coordinator does not know the name and
contact details of his or her successor. On these occasions the head of school must send the
name, date of birth and email address of the new coordinator on school letterheaded paper to
the school delivery team at the IB assessment centre. Once the changes have been made at
the IB assessment centre, the new coordinator will receive a "New account creation" email
from the IB assessment centre containing instructions on how to create IBIS login credentials.

To update address and contact information, go to Programme options> Contact
information. Using the drop-down menu, choose the person whose details need amending
(for example, “MYP coordinator”). The contact details already entered for this person will be
displayed, which can then be amended. Amend the appropriate field(s) and select Submit to
submit the data. If changes affect all roles, then repeat this operation for all, as this will not
automatically be done.

Note: When making changes to contact details, an email notification is sent directly to the IB
assessment centre in Cardiff, where the details will be amended in IBIS within 48 hours.

Schools interested in implementing the programme and candidate-status schools will need to
contact their regional office to inform them of changes to the head of school, IB contact or
coordinator.

How can teachers become MYP moderators?

This is done by filling in the MYP Moderator Application Form, which can be found on the IB
public website (Home> Information for> Examiners and moderators> MYP
moderators).

More frequently asked questions and further information can be found directly on IBIS
(ibis.ibo.org).

A: IB information system (IBIS)
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B1 Achievement folder
Schools can choose whether they wish to have IB-validated grades. If a school wishes to
request IB-validated grades for its students, it must participate in a process of IB moderation of
the school’s own internal assessment (see section C). Schools are free to follow the MYP and
issue their own form of certification, not validated by the IB, without participating in the
moderation process. However, they must participate in the monitoring of assessment process
(Please see section C4 for further details.).

If a school opts for a school-based certificate, it is still required to follow the guidelines
regarding assessment as outlined in the assessment section of MYP: From principles into
practice (May 2014).

B1.1 Eligibility for the achievement folder
In all IB World Schools offering the MYP all students in year 5 of the programme, including
those not registered for IB-validated grades, are entitled to receive an MYP achievement folder
provided by the IB.

B1.2 Use of the achievement folder
The achievement folder is intended to act as a record of the student’s educational progress
through the MYP, providing a complete profile of achievement for the graduating MYP student.
Students are encouraged to use it to document their involvement in the programme. It may
include, as appropriate:

• an IB-validated certificate (registered students only)
• an IB-validated record of achievement (registered students only)
• school and personal documents of both a formal and informal nature, which together

provide a complete record of each student’s participation in the overall programme.
For example, an achievement folder might include information relating to community
service activities, extra-curricular achievements, background to the personal project,
a self-evaluation, school transcripts and letters of appreciation

• inserts that can be found on IBIS (go to Library> Achievement folder). These
inserts should be printed by the schools and photocopied for students.

B1.3 Requesting achievement folders
Schools can obtain achievement folders for all students in year 5 of the programme by placing
a request for them via IBIS. Please note that achievement folders should be delivered only to
MYP year 5 students including those not registered for IB-validated grades. Schools must
carefully monitor how many achievement folders are required.

Schools need to request their achievement folders for the June 2015 session by 4 January
2015 and will receive them in April 2015. Schools need to request their achievement folders
for the December 2015 session by 4 July 2015 and will receive them in October 2015.

B: Documentation of student achievement

Handbook of procedures for the Middle Years Programme: Moderation and monitoring of
assessment (2015) 9

/home/utility/PDFing/convert/pub.xql?doc=m_g_mypxx_coh_1408_1_e&part=4&chapter=1
/home/utility/PDFing/convert/pub.xql?doc=m_g_mypxx_coh_1408_1_e&part=4&chapter=4


To request achievement folders on IBIS, go to School> Additional details and select
SESSION from the drop-down menu. A new window will open. Select Edit to open a screen
that includes an option for coordinators to enter the number of year 5 achievement folders
they require (under the Programme administrative information sub-heading). After
entering this number (and all other information required), select Continue (found at the
bottom of the screen) and the number of achievement folders required will be updated.

B2 MYP certification documentation
B2.1 Official documents
For schools that choose to register MYP students for externally validated and certificated
results, the IB can provide official MYP documents for each student.

• The MYP certificate indicates an overall standard of achievement in all aspects of
the MYP (provided the requirements detailed in section C2.4 for the award of the
certificate are satisfied).

• The MYP record of achievement gives a final IB grade (1–7) for each individual
subject in which the student has been registered and indicates that community
service requirements have been satisfied, unless the school notifies the IB
assessment centre in Cardiff to the contrary (see section D5.5).

Please note that a school can register a student in any number of MYP subjects where the
student’s performance has been assessed according to the objectives of the subject, and
where samples of assessment have been moderated by the IB.

B2.2 Conditions for IB certification of assessment
Any school wishing to receive the IB-validated certificates and records of achievement must
participate in the process of moderation of schools’ internal assessment, and must follow the
procedures and deadlines described in section C3 and section D. Failure to follow the given
procedures may mean that certificates and records of achievement cannot be provided.

B2.3 Sample certificate and record of achievement
Samples of the MYP certificate and record of achievement, one of which demonstrates the
mother-tongue language option, are available in this handbook.

For information on the process of registration, please refer to section D.

B: Documentation of student achievement
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C1 Moderation procedures
Important: Section C “Moderation and monitoring of assessment” must be made available to
all teachers of MYP year 5 students. Please note that the content of this section also applies to
schools that are implementing the subject-group flexibility option (see MYP: From principles
into practice [2014] for details).

C1.1 Introduction
All the work of MYP students is internally assessed by teachers. There is currently no formal
examination structure, no system of external assessment and the IB does not provide MYP
examinations.

However, there will be a pilot of the onscreen examinations for a limited number of subjects in
May 2015. For more information, consult the Handbook of procedures for the Middle Years
Programme: Pilot of onscreen examinations (2015).

All schools are responsible for organizing relevant, authentic assessment according to the
objectives published in the subject-group guides and their own organization of the programme.
Authentic assessment is the use of learning activities that are related to real-life situations to
assess student competency in designated skills. It assesses what a learner understands and
can do.

Internal assessment of student work must be carried out using a criterion-related approach.
Subject-group guides include information on assessment according to the subject-group
objectives and the use of the corresponding assessment criteria. When students reach year 5
of the programme, schools have the option of registering them to receive IB-validated grades.

All IB World Schools offering the MYP must use the published assessment criteria and
achievement level descriptors when assessing student work in year 5 of the programme.
Schools that choose to have IB-validated grades for their students:

1. must participate in the IB moderation process (see section C3)
2. must use the published assessment criteria and achievement level descriptors when

assessing student work in year 5 of the programme—where appropriate, teachers
should include task-specific clarifications that elaborate on the published assessment
criteria (details can be found in the general report for the appropriate subject)

3. must use the minimum tasks prescribed in this document (see section C3.2) to carry
out their assessment

4. are strongly encouraged to use the monitoring of assessment service prior to
registering students for moderation for the first time (see section C4).

Schools that do not choose to have IB-validated grades for their students:
1. do not participate in the moderation process, but may request advice from the IB

assessment centre in Cardiff through monitoring of assessment (monitoring of
assessment is compulsory in some situations; see section C4 for further details)

2. must use the published assessment criteria and achievement level descriptors when
assessing student work in year 5 of the programme (although schools may use
additional criteria if there is a need to do so in response to national

C: Moderation and monitoring of assessment
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requirements)—see the assessment section in MYP: From principles into practice
(2014) for more information

3. are strongly encouraged to use the prescribed minimum tasks to carry out suitable
assessment.

C1.2 Clarifying published criteria in year 5
During year 5 of the programme, the year 5 assessment criteria as published in each subject-
group guide must be used when awarding levels. However, specific expectations of students
for a given task must still be defined.

Teachers will need to clarify the expectations of any given task with direct reference to the
published assessment criteria. For example, in individuals and societies, teachers would need
to clarify exactly what a “wide range of terminology” means in the context of a given
assessment task. This might be in the form of:

• a task-specific clarification of the criteria, using the published criteria but with some
wording changed to match the task

• an oral discussion of the expectations
• a task sheet that explains the expectations.

The important thing is that specifying what the expectations are of students for each individual
task must take place at the beginning of the task so that students are fully aware of what is
required.

When awarding final levels in year 5, teachers should always use the published criteria. When
clarifying expectations for students, teachers must ensure that they do not alter the standard
expected in the published criteria, or introduce new strands.

C1.3 Appropriate tasks for final assessment
Each different type of assessment task must address at least one of the assessment criteria.
The choice of appropriate tasks is essential; it is not valid to assess pieces of work that do not
address at least one of the criteria. For schools opting for IB-validated grades, judgments
based on anything other than the MYP criteria for the subject would be disregarded during the
moderation process. (Please see section C3.)

Teachers must be aware that some types of task might be inappropriate for assessing certain
skills. For example, simple multiple-choice tests may only be suitable for making judgments
about knowledge, basic understanding and some simple application skills; they are generally
inappropriate for assessing in-depth knowledge, historical skills or experimental skills in
sciences, for instance. Required task types are described in section C3.2.

C1.4 Authenticity of work
It is the responsibility of the school, through the MYP coordinator, to ensure that assessment is
conducted in a proper manner. If a school has any doubts about the authenticity of work
carried out by students, results must be withheld for those students until the matter is
resolved by the school and cases of suspected academic misconduct by students dealt with.

It is the responsibility of a school requiring IB-validated grades to submit to the IB only
authentic work and results for students. If the school has any doubts about the authenticity of
a piece of student work, it should not be included in the moderation sample.

C: Moderation and monitoring of assessment
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Schools must send samples of work accomplished only by students who are registered as
candidates for IB-validated grades for that year, even though other non-registered students
might be following the same courses.
C1.4.1 Individual work
It is the responsibility of the school to ensure that students are assessed according to their own
individual achievement against the assessment criteria. Group work must only be used in
final assessment and included in moderation samples where the individual students’
contributions are clearly visible. Where individual contributions cannot be seen in moderation
samples, a group level will be awarded, then divided by the number of students in the group.
This could negatively affect the final grades of all students.

C1.5 Conducting assessments for moderation
C1.5.1 Collecting the information
At intervals during the students’ year 5 in the subject, teachers may use variants of the given
assessment tasks in order to make judgments about their students’ performance against the
assessment criteria (see section C3.2). In order to help schools with the timing of the
preparation of moderation samples, work from the end of year 4 of the programme can be
included, provided the year 5 assessment criteria have been used. The sample must also
include work produced in year 5. Many of the tasks will allow judgments about levels to be
made with regard to more than one criterion. A few tasks (for example, design units of work)
will allow judgments to be made using all the criteria for a subject.

For the purposes of final assessment, teachers must ensure that, for each student, they make
one judgment against each criterion. All strands of the criterion must be assessed.
C1.5.2 Making a final judgment
When the judgments on the various tasks have been made, teachers will be in a position to
establish a final profile of achievement for each student by determining the single most
appropriate level for each criterion.

Where the judgments for a criterion differ, the teacher must decide which level best represents
the student’s final standard of achievement. The final levels for each criterion must then be
added together to give a final criterion levels total for each subject for each student.
C1.5.3 Criterion levels totals
In 2015, the maximum criterion level total for all subject groups and the personal project is 32.
C1.5.4 Standardization of internal assessment
If more than one teacher is involved in one subject for a single year group, the school must
ensure standardization of internal assessment is carried out to provide a common system
for the application of the assessment criteria to each student.

Standardization of internal assessment is best achieved by:

• the use of common assessment tasks
• shared assessment between the teachers involved
• regular contact between the teachers.

C: Moderation and monitoring of assessment
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C1.6 Grade boundaries and final grades
For schools registering students for IB-validated grades the grade boundaries published
in this handbook will indicate the estimated final grade when criterion levels totals are
submitted. The final grade will be calculated by the IB assessment centre in Cardiff after the
moderation process. The IB assessment centre in Cardiff will apply the grade boundaries to the
moderated totals after the moderation process to determine final grades.

Schools not requiring IB-validated grades should use the grade boundary tables
published in this handbook to determine final grades. However, it is recognized that if
additional criteria are included, the grade boundary tables as published will not apply. In these
cases, schools should follow the principle of setting grade boundaries based on the effects of
having additional criteria.

On IB documents all MYP subjects receive final grades in the range from 1 to 7. The general IB
grade descriptors in section C1.8 indicate the achievement required for the award of each
grade. These descriptors are used when determining grade boundaries in each of the subjects
and appear on the back of the record of achievement.

The grade boundary guidelines for all subject groups and the personal project, which will be
used in the year 5 of moderation for determining the award of the MYP certificate, are as
follows.

Grade Boundaries
1 1–5
2 6–9
3 10–14
4 15–18
5 19–23
6 24–27
7 28–32

C1.7 Summary: From final assessment to IB grades
1. Where more than one teacher is involved, common standards are set

(standardization of internal assessment).
2. Student performance is assessed against the published assessment criteria for each

subject.
3. Criterion levels totals for each subject are established for each student.
4. Teachers apply the grade boundaries to estimate the final grade for the student in

each subject. In the case of moderation, please note that these are estimated grades
and may change as a result of the moderation process.

At this stage each student will have an (estimated) grade for each subject and the personal
project.

C1.8 MYP general grade descriptors
The grade descriptors appear on the back of the record of achievement.

C: Moderation and monitoring of assessment
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Grade Boundary
guidelines

Descriptor

1 1–5 Produces work of very limited quality. Conveys many significant
misunderstandings or lacks understanding of most concepts and
contexts. Very rarely demonstrates critical or creative thinking. Very
inflexible, rarely using knowledge or skills.

2 6–9 Produces work of limited quality. Expresses misunderstandings or
significant gaps in understanding for many concepts and contexts.
Infrequently demonstrates critical or creative thinking. Generally
inflexible in the use of knowledge and skills, infrequently applying
knowledge and skills.

3 10–14 Produces work of an acceptable quality. Communicates basic
understanding of many concepts and contexts, with occasionally
significant misunderstandings or gaps. Begins to demonstrate some
basic critical and creative thinking. Is often inflexible in the use of
knowledge and skills, requiring support even in familiar classroom
situations.

4 15–18 Produces good-quality work. Communicates basic understanding of
most concepts and contexts with few misunderstandings and minor
gaps. Often demonstrates basic critical and creative thinking. Uses
knowledge and skills with some flexibility in familiar classroom
situations, but requires support in unfamiliar situations.

5 19–23 Produces generally high-quality work. Communicates secure
understanding of concepts and contexts. Demonstrates critical and
creative thinking, sometimes with sophistication. Uses knowledge
and skills in familiar classroom and real-world situations, and, with
support, some unfamiliar real-world situations.

6 24–27 Produces high-quality, occasionally innovative work. Communicates
extensive understanding of concepts and contexts. Demonstrates
critical and creative thinking, frequently with sophistication. Uses
knowledge and skills in familiar and unfamiliar classroom and real-
world situations, often with independence.

7 28–32 Produces high-quality, frequently innovative work. Communicates
comprehensive, nuanced understanding of concepts and contexts.
Consistently demonstrates sophisticated critical and creative
thinking. Frequently transfers knowledge and skills with
independence and expertise in a variety of complex classroom and
real-world situations.

C: Moderation and monitoring of assessment
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C1.9 Copyright in student material submitted to the IB
C1.9.1 Types of material submitted
Materials in a variety of forms are produced by students and submitted to the IB for
moderation or monitoring of assessment. These materials include all forms of written work,
audio and visual materials, computer programs and data, and may—in certain cases—contain
images of the students themselves. They may be electronically scanned or reproduced by the
IB in different media.
C1.9.2 The IB’s use of student material under licence
Students retain copyright in work they create themselves. However, when schools submit their
materials to the IB, students are deemed to be granting the IB a non-exclusive worldwide
licence, for the duration of the statutory copyright protection, to use the materials as described
in the following paragraphs.

This licence shall be free of charge and become effective for moderation and monitoring of
assessment materials as soon as these materials are received by the moderators or by the IB,
unless the student specifically notifies the IB at the time of submission that he or she does
not wish to grant the IB a non-exclusive licence to his or her materials. However, the IB
expects this right to be exercised only rarely, for exceptional works, especially of art or music,
or for original computer programs; in short, for material that has commercial value or contains
very personal or confidential matters for which protection in this way is appropriate.

Those students whose work is used or included in moderation or in monitoring of assessment
samples must be informed that their work will be submitted to the IB and may be retained for
future use.

The IB reproduces submitted materials, in various media formats, for assessment, educational,
training and/or promotional purposes in the context of its own activities or related activities of
which it approves. In so doing, it will remove all names and any information that may lead to
the identification of the student or of the school. Where appropriate, and for reasonable
purposes, the IB may edit the work and/or may also translate it.

In some circumstances, teachers from IB World Schools offering the MYP, who have received
training at IB-run workshops, may use submitted materials in the form in which they were
reproduced for that workshop in subsequent in-school training.

All materials submitted to the IB for these purposes become the property of the IB, which is
entitled to retain the materials for future use or destroy them according to its needs.
C1.9.3 Procedure to deny any licence to the IB
Students not wishing to grant a licence in their work to the IB must notify the IB of their
decision at the time of the submission of the work.

In all cases, the notification must be filed with the IB assessment centre in Cardiff in writing on
behalf of the student by the MYP coordinator. All notification should be made via the form
entitled Student claim of exclusive copyright. Upon notification, the IB will only use the
materials for the specific assessment purpose for which the materials were submitted and,
nine months thereafter, destroy the materials unless otherwise instructed by the school.
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C1.10 Copyright in teacher material contained within
student work submitted to the IB
C1.10.1 Types of material submitted
Materials in a variety of forms are produced by teachers and sent with student work to the IB
for moderation, monitoring of assessment or exemplification purposes. These materials include
tasks, units of work, markschemes, teachers’ instructions and other documents included in
student samples. They may be electronically scanned or reproduced by the IB in different
media. Where these materials are held for moderation and monitoring of assessment purposes
by an IB moderator or the IB, they are always held on behalf of the IB.
C1.10.2 The IB’s use of teacher material under licence
The IB may sometimes need to provide information about, or reproduce, the tasks that
students worked on in order to put the material into context. Where the teacher(s) at the
school created these tasks within the terms of their contract of employment, the school will
most likely own the related copyright.

While retaining copyright themselves in these tasks, upon submitting materials to the IB,
schools and teachers are deemed to be granting the IB a non-exclusive worldwide licence, for
the duration of the statutory copyright protection, to use the materials in any medium for
assessment, educational, training and/or promotional purposes in the context of the IB’s
activities or related activities of which it approves. This in no way prevents the school or the
teacher from using the material as they would otherwise wish.

This licence shall be free of charge and become effective for moderation and monitoring of
assessment materials as soon as these materials are received by the moderators or the IB.

Those teachers whose tasks and other documents are used or included in moderation or in
monitoring of assessment samples must be informed that these may be used by the IB. It is
the MYP coordinator’s responsibility to inform teachers about this clause.

In such cases, the work may be edited or translated and all names and any information that
may lead to the identification of the school will be removed before publication (in print or
online).

Where submitted work contains material that is the copyright of a third party, teachers must
ensure that information about the source is attached to the student work. The IB will then, if
necessary, be able to obtain permission from the copyright holder to use it. Teachers must be
advised to keep accurate records of material they use.

If schools do not wish to grant this licence, student work dependent on such material must not
be submitted.

C1.11 Use of moderation and monitoring of assessment
samples
Sections C1.9 and C1.10 regarding copyright protection state that schools grant the IB a non-
exclusive worldwide licence to use any material included in moderation and/or monitoring of
assessment samples for educational purposes when producing resources. Consequently,
moderators and monitors, who are the guardians of, respectively, moderation and monitoring
of assessment samples, have the responsibility to:
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• send at least one task and the accompanying student work per moderation/
monitoring of assessment session to the IB Global Centre, The Hague

• complete an MYP student work recommendation form as stated in the latest MYP
guidelines for moderators

• store the rest of the samples for a minimum of nine months
• “maintain the confidentiality of all information connected with the assessment or

moderation of candidates’ work. […] Such information must not be publicly disclosed
or discussed in any way including verbally, in print or electronically and must not be
disclosed to any person other than nominated IB Moderators and personnel” (as
stated in the Moderator conditions of appointment and duties).

The recommended material sent to the IB Global Centre, The Hague is processed by IB staff for
its eventual use as part of IB resources. This process includes:

• clearing third-party copyright material
• making the material anonymous
• identifying any cultural bias
• adjusting achievement levels
• formatting the material for print and online publication
• digitizing the material for use on the workshop resource centre (WRC) and the OCC
• translating the materials into the working languages of the IB.

Under no circumstances can moderators, monitors or workshop leaders use or share any
material from moderation or monitoring of assessment samples without requesting prior
authorization from the IB Global Centre, The Hague.

C2 MYP certification (only for schools requiring
IB-validated grades)
C2.1 Requirements for validation of grades
Schools that choose to register their students for IB-validated grades are required to use the
published assessment criteria and the prescribed minimum tasks to ensure appropriateness
and comparability in their assessments. They must also participate in the process of IB
moderation. Schools must:

1. register subjects and students on IBIS by the dates prescribed by the IB in section D2
(please see section D for detailed information on how to register subjects and
students on IBIS)

2. use prescribed minimum tasks (see section C3.2)
3. use the published assessment criteria—where appropriate, include task-specific

clarifications that elaborate on the published assessment criteria (details can be
found in the general report for the appropriate subject)

4. follow the procedures for external moderation (see section C3)
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5. be able to supply original student work in English, Spanish or French. For schools that
have different languages of instruction in different sections of the school, a sample
can be provided from the section where English, Spanish or French is the language of
instruction to represent the whole school, provided that internal standardization of
assessment has taken place across all sections of the school.

Failure to follow the given procedures may mean that certificates and records of achievement
cannot be provided.

C2.2 IB certification documents
For those schools that wish to have IB-validated grades for their MYP students, the IB can
provide for each student:

• the MYP certificate, where appropriate, which indicates an overall standard of
achievement in all aspects of the MYP (provided the requirements in section C2.4 for
the award of the certificate are satisfied)

• an MYP record of achievement, which gives a final grade for each subject studied
and states, where appropriate, that community service requirements have been met.
Please note that students registered for IB-validated grades are still eligible for the
record of achievement even if they have not met the conditions for the award of the
MYP certificate.

C2.3 School-based certification
Schools that do not wish to have IB-validated grades for their MYP students sometimes request
permission to create their own end-of-programme certificates.

This is permitted on the understanding that no such school certificate could be mistaken in any
way for an official IB certificate. The certificate must clearly show that it has been issued by
the school and not by the IB and that it indicates the participation, performance or
achievement of that student within the MYP of that school.

Use of the IB World School logo (smaller and less prominent than the school’s own logo, see
http://www.ibo.org/myib/digitaltoolkit/brandingguidelines/) is permitted on a certificate of
participation but not on a record or certificate of achievement since this might imply IB-
validated grades.

C2.4 Award of the MYP certificate
The IB Organization will award an IB MYP certificate to each candidate who has:

• participated in the programme for a minimum of one year (MYP year 5)
• gained a grade total of at least 28 from six subject groups and the personal project

combined, out of a possible maximum of 49
• gained at least a grade 2 in at least one subject from each subject group
• gained at least a grade 3 for the personal project
• completed the school’s requirement for community service.

A grade from at least one subject from each of the following six subject groups must contribute
to the award of the certificate:

• language and literature
• language acquisition (or a second language and literature)
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• individuals and societies
• mathematics
• sciences
• arts, physical and health education or design.

A candidate may register for any number of subjects (including language acquisition, arts,
physical and health education and design), but only six subjects contribute to the award of the
certificate. If a candidate takes more than one subject from the same subject group, the
highest grade will count towards the certificate. Where a candidate chooses to take multiple
subjects from arts, physical and health education or design, the highest single grade from
these subject groups will count towards the certificate.

For information on the whole process of certification, please refer to section D. For information
specifically on the award of the MYP certificate to students with special cases, please refer to
section D14.

C3 Preparing moderation samples
C3.1 Principles and aims of external moderation
The flexibility of the MYP syllabus content, teaching style and mode of assessment gives rise to
issues of comparability. If the IB is to issue subject results based on a parity of measurement, it
must ensure that common grade standards are being applied by all schools and to different
subjects.

Moderation is aimed at checking and adjusting the teachers’ assessment standards rather
than assessing the final achievement level of the students.

C3.2 Prescribed tasks for moderation
For schools that request IB-validated grades, the minimum assessment tasks required for
moderation purposes are given in the following table and further information is provided in the
guide for each subject group. The MYP coordinator must ensure that teachers refer to the
latest issue of the relevant subject-group guide.

Please note that, for practical reasons, moderation depends largely on written evidence of
student performance. This in no way implies that student assessment should be limited to
written assignments or tasks; teachers should use a full range of assessment tasks in the
final assessment of their students.

The following list of tasks is prescriptive for schools requiring IB-validated grades and sending
samples for moderation. However, additional forms of assessment should be used outside the
moderation contexts, provided the students’ work in the subject can be validly judged against
the appropriate subject assessment criteria. The final criterion totals and student achievement
levels should not be based only on these prescribed tasks.

If an interdisciplinary task has been used, and teachers from both subject groups wish to
submit it for moderation, it must be made clear how teachers have ensured that the
assessment criteria used have assessed different aspects of the task. For more information on
interdisciplinary teaching and learning in the MYP, please refer to the guide Fostering
interdisciplinary teaching and learning in the MYP (August 2014).
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A. Language and literature, individuals and societies, sciences, and
mathematics
For 2015 moderation for the following subjects, required tasks for moderation will remain
essentially the same as they have been in pre-2014 subject-group guides. However, all tasks
must be marked and will be moderated according to assessment criteria published
in May 2014. Beginning in 2016, IB-validated grades that contribute to the awarding of the IB
MYP certificate will only be available through participation in MYP eAssessment onscreen
examinations.

Only one judgment is required against each assessment criterion.

Subject Assessment tasks
Language and
literature

• An analytical essay of 500–1,000 words: Criteria A and D must
be used to assess this task.

• A written response to literature of 500–1,000 words: Criteria B
and D must be used to assess this task.

• Piece of creative writing not to exceed 1,000 words: Criteria C
and D must be used to assess this task.

Important notes
Teachers must make a professional best-fit assessment of students’
achievement against criterion D in order to provide a single judgment for
this criterion.

History,
geography,
integrated
humanities,
philosophy,
economics,
business studies

Summative assessment task(s) of choice.
• A piece of extended writing, approximately 700–1,500 words in

length in English, French or Spanish

and/or
• An assignment of choice. Any task that involves the student

providing an oral report must be recorded for the purposes of
moderation. Supporting materials, notes or a transcript is
required. Any recording submitted must not exceed
15 minutes. Some formats will need to include supporting
material.

Only one judgment is required against each assessment criterion.

Biology,
chemistry,
physics,
sciences

• An end-of-unit or end-of-term test or examination: Criterion A
must be used to assess this task.

• A scientific investigation or laboratory practical and report:
Criteria B and C must be used to assess this task.

• A report or extended piece of approximately 700–1,200 words
in length: Criterion D must be used to assess this task.

Important notes
Adaptation/modifications to previously used tasks:
While the structure of requirements for moderation bears a strong
resemblance to previous sessions, it is important to note that there are
significant changes to the objectives and the assessment criteria. It is
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possible to retain examples of authentic and valid assessment by
refocusing the tasks with reference to the new objectives.
For example, if assessing the extended piece of writing, it must be
ensured that any tasks used previously remain suitable and that they
allow the students to reach the highest levels of the descriptors. Tasks
assessing criterion D must allow the opportunity for students to:

• explain how science is applied and used to address a problem
or issue (as previously)

• discuss and evaluate the implications of using science and its
application to solve a specific problem, interacting with a
factor (previously at least two factors) allowing for greater
depth of handling

• consistently apply scientific language clearly (previously
sufficient language used correctly)

• document sources completely (previously only when
appropriate to the task).

The student is no longer required to comment on the effectiveness of
science and its application.

Standard
mathematics,
extended
mathematics

• A broad-based classroom test/examination, covering at least
two branches of the mathematics skills framework: Criterion A
must be used to assess this task.

• A mathematical investigation under test conditions: Criterion B
must be used to assess this task.

• Real-life context: Students select and apply mathematics to a
real-life situation and justify the solution and its accuracy:
Criterion D must be used to assess this task.

Criterion C can be assessed in conjunction with the mathematical
investigation or the real-life context task.
If criterion C is used for both tasks, teachers must make a professional
best-fit assessment of students’ achievement in order to provide a single
judgment for this criterion.
Important notes
Adaptation/modifications to previously used tasks:
While the structure of requirements for moderation bears a strong
resemblance to previous sessions, it is important to note that there are
significant changes to the objectives and the assessment criteria.
For example, if assessing a real-life context using the new criterion D, it
must be ensured that the task used previously is suitable and that it
allows the students to:

• identify relevant elements (not previously in criterion D)
• apply and select the appropriate mathematical strategies (not

previously in criterion D)
• justify the degree of accuracy (no longer simply “where

appropriate”)
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• justify whether a solution makes sense in the context (no
longer a detailed explanation).

The student is no longer required to suggest improvements.

B. Arts, language acquisition, physical and health education, design, personal
project
The curriculum review in the context of MYP: Next chapter has resulted in significant changes
to the objectives of some subject groups. As a result, the prescribed tasks for some subjects
represent a new approach to assessment. For the following subjects, the required tasks for
2015 moderation align with anticipated developments in MYP eAssessment for 2016 and
beyond.

Beginning in 2016, IB-validated grades for these subjects that contribute to the awarding of
the IB MYP certificate will be based on a prescribed ePortfolio of student work that must be
completed in the second half of MYP year 5.

For these subjects, only one judgment against each criterion is required.

Subject Assessment tasks
Arts • A portfolio of student work that presents evidence for the

successful completion of a unit of work.

Important notes
1. Arts samples submitted for moderation require one judgment

against each assessment criterion. Schools can register students
for these subjects and options in MYP arts:

Subject Options
Visual arts Visual arts, media, integrated visual arts
Performing
arts

Dance, drama, music, integrated performing
arts

2. Components of the student ePortfolio submitted will include the
following.

1. Student process journal selections edited by the
student, which may be submitted in various formats or
a combination of formats.

2. Evidence of a point of realization through
photographic, video or audio materials, which should
be included within the ePortfolio parameters.

1. Visual arts—no more than 5 photographic
images or 3 minutes of video

2. Performing arts (drama, dance,
integrated)—no more than 5 minutes of
video, of which the candidate must be easily
identifiable on screen for at least 3 minutes
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3. Performing arts (music)—no more than
3 minutes of audio in which the student must
feature prominently and be easily identifiable

3. Parameters

The entire portfolio cannot exceed these parameters:

Time
(audio or audio-visual
recording)

Process journal
(maximum limits)

0 minute 30 A4 pages containing no more than
2,000 words

3 minutes 24 A4 pages containing no more than
1,600 words

6 minutes 18 A4 pages containing no more than
1,200 words

9 minutes 12 A4 pages containing no more than
800 words

12 minutes 6 A4 pages containing no more than
400 words

15 minutes 0 page

Language
acquisition all
phases

• An aural comprehension task comprising spoken and visual text
with questions relating to both: Criterion A must be used to
assess this task.

• A written comprehension task comprising written and visual text
with questions relating to both: Criterion B must be used to
assess this task.

• An interactive oral task between teacher and student: Criteria C
and D must be used to assess this task.

• A writing task: Criteria C and D must be used to assess this task.

Length/time limits
Task 1
Aural
comprehension

Task 2
Written
comprehension

Task 3
Interactive
oral

Task 4
Writing

Phase
1

N/A 200–300 words 1½–2
minutes

Phase
2

N/A 400–500 words 2–3 minutes

100–150
words
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Phase
3

N/A 600–700 words

Phase
4

N/A 800–900 words

3–4 minutes 200–250
words

Phase
5

N/A 900–1000 words

Phase
6

N/A 1,300–1,500
words

4–5 minutes 300–400
words

Important notes
1. For additional information, refer to the subject-specific guidance

section of the Language acquisition guide (2014).
2. The subject-group guide contains word equivalents for character

languages.
3. Teachers must make a professional best-fit assessment of

students’ achievement against criteria C and D in order to
provide single judgments for each of these criteria.

Language
acquisition—sign
languages

For a sign language to be approved for registration, the following tasks
are required to be submitted. Please refer to section D3 in this handbook
for details of the process for approval of special request languages.
One judgment only is required against each criterion A, B and C.

• Criterion A: View two signed texts and respond with a
commentary.

• Criterion B: Create and participate in a video-recorded signed
text (duration 3–5 minutes).

• Criterion C: Participate in a signed exchange to convey ideas
and justify opinions (duration 3–5 minutes).

Language
acquisition—classical
languages

For a classical language to be approved for registration, the following
tasks are required to be submitted. Please refer to section D3 in this
handbook for details of the process for approval of special request
languages.
One judgment only is required against each criterion A, B and C.

• Criterion A: Translation and comprehension of an unseen
passage.

• Criterion B: Short answer response to at least two passages from
prepared texts of different authors, each of at least 100 lines.

• Criterion C: A piece of work that describes some aspect of the
classical world using sources. This can be classwork, homework,
a presentation or project.

Language
acquisition—revival
languages

For a revival language to be approved for registration, the following tasks
are required to be submitted. Please refer to section D3 in this handbook
for details of the process for approval of special request languages.
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One judgment is required against criterion A and criterion B, and two
judgments against criterion C.

• Criterion A: One recording (audio cassette or compact disc [CD])
of an oral activity of 3–5 minutes total.

• Criterion B: One writing assignment of a minimum of 150 words
or morphemes, produced under supervision in class.

• Criterion C: Two reading comprehension exercises,
or
Two listening comprehension exercises,
or
One reading and one listening comprehension exercise.

Note: Both exercises must be completed under supervision in class.
There is no minimum word or time limit set for a reading or listening
comprehension text, as the needs of revival languages do not lend
themselves to this. However, the texts must be of a suitable length so
that it is possible to ask a range of questions pertaining to the criterion C
descriptors, and the difficulty of the texts must present a challenge to the
students.

Physical and health
education

• A portfolio of student work that presents evidence for the
successful completion of a performance improvement task that
includes aspects of health or physical education.

Important notes
1. Typical components of the portfolio will include:

1. description of activity/performance
2. establishing goals and designing an action plan to

improve a client’s performance
3. pre- and post-performance analysis (qualitative and

quantitative)
4. visual evidence of individual performance (preferably a

single video recording; analysis of a specific movement
may be a series of images/computer model).

5. Portfolio parameters
1. Text—no more than 15 A4 pages
2. Video—no more than 3 minutes

3. For group activities and team sports, individuals must be clearly
identified.

Design • A portfolio of student work in the form of a design project.

Important notes
1. Design samples submitted for moderation require one judgment

against each assessment criterion. Schools can register students
for these subjects in MYP design:
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Subject Example design disciplines/courses
Digital
design

Computer science/programming, digital
communication design, digital game design, digital
interface design, interactive media design, web
design

Product
design

Electronic product design, fashion design, food
product design, industrial design, mechanical
engineering design, materials design, structural
engineering design

Design Architectural design, computer-aided design,
graphic design, robotics (control), systems
engineering design

2. The total submission must not exceed 40 pages.

Personal project The curriculum review of the personal project as part of MYP: Next chapter
has resulted in significant changes to the project’s objectives. As a result,
the prescribed task represents a new approach to moderation in MYP
personal project. The required task for 2015 moderation aligns with
anticipated developments in personal project moderation for 2016 and
beyond.
Personal project samples submitted for moderation require one judgment
against each assessment criterion. The samples submitted for moderation
must include for each candidate:

• personal project report in written, electronic, oral, visual or
combination format

• outcome/product (or extracts thereof) or images/video of
outcome/product (up to 5 images/30 seconds video)

• the personal project coversheet
• a completed academic honesty form
• up to 10 process journal extracts, not to exceed 10 A4 pages
• bibliography/sources.

The personal project report is limited in length:

Format Length
English, French and
Spanish

Written 1,500–3,500 words
Electronic (website, blog,
PowerPoint©)

1,500–3,500 words

Oral (podcast, radio broadcast,
recorded)

13–15 minutes

Visual (film) 13–15 minutes
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General advice:

• Moderators will not moderate beyond the recording limit/page limit/word limit.
• Video recordings must be on DVD or CD-ROM. Mini-cassettes/digital tapes are not

acceptable.
• Accepted digital formats and maximum size for uploading to Basecamp are:

• text file (DOC, DOCX, PDF, RTF, TXT): 20Mb
• audio file (AAC, M4A, MP3): 15 minutes
• video file (F4V, FLV, M4V, MOV, MP4): 500Mb
• image file (.jpg .gif): 5 Mb

C3.3 Explanation of the process
For moderation of MYP subjects and the personal project, schools must each year submit
samples of students’ work, assessed by teachers for each subject, to external moderators
appointed by the IB. This enables the IB to ensure that the school has used appropriate
standards. The process is applied separately to each subject and to the personal project. If
moderation reveals, for example, that a school has been too harsh in its judgments,
achievement levels may be adjusted to provide levels the moderators regard as better
representative of the students’ achievement.

The moderation samples are used to determine moderation factors, which are then applied to
criterion totals that schools send in later in the year (May/June for early results (June session
only), June/July for the June session, November/December for the December session). In order
to help schools with the timing of the preparation of moderation samples, work from the end of
year 4 of the programme can be included, provided the year 5 assessment criteria have been
used. The sample must also include work produced in year 5.

Teachers interested in becoming moderators are invited to fill in the MYP moderator application
form, which can be found on the IB public website (Home> Information for> Examiners
and moderators> MYP moderators).

C3.4 Adjustment of results
If the moderation process determines that an overall adjustment of a school’s standards for a
subject is required, then a moderation factor will be applied to the criterion levels totals
submitted by the school in that subject. This is the case for all schools, even in their first year
of moderation. Schools are reminded of the availability of the monitoring of assessment
service as part of possible preparation for the moderation process (see section C4).

The teacher’s judgments and the student work with all accompanying documentation
submitted as samples will form the basis of the evidence used for moderation. It is therefore
essential that the teacher should include the required documentation in the background
information (see section C3.7.3).

The moderation factors, if any, to be applied to schools’ criterion levels totals are determined
by comparing the teacher’s and the moderator’s totals in the sample received. In most cases,
one judgment per criterion is recorded on each form F3.1, thus providing one total from the
teacher for each student. For example, in language and literature, the levels for criteria A, B, C
and D are added to give a total out of 32. Following moderation, there will also be one total
given by the moderator on each form. Across a sample of five students, ten pairs of totals are
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compared, in descending order. If there is no or almost no difference between the teacher’s
and the moderator’s totals, no moderation factors will be applied. Please see example 1 .

If the teacher’s totals are consistently higher by 5, for example, a factor of minus 5 will be
applied to all students’ totals in that subject. It is assumed that the teacher’s application of the
assessment criteria in the sample is representative of his or her application of the criteria
throughout the year and in relation to all students. Please see example 2 .

It is often the case that more than one moderation factor is applied to the range of student
totals. Where the differences between moderator and teacher vary by different amounts across
the range of student samples, then a different minus or positive factor will be applied over the
different bands. For example, if the teacher submits totals that are too high for the weaker
samples and too low for the stronger samples, then a minus moderation factor will be applied
to the weaker sample totals and a positive moderation factor to the stronger sample totals.
Please see example 3 .

C3.5 Award of IB grades
Following any adjustment of results, final IB grades for each subject are determined by
applying the grade boundaries to the moderated criterion levels totals.

C3.6 2015 moderation
The IB will moderate internal assessment in the following subjects.

Language and literature: Language and literature

Language acquisition: Language acquisition all phases, language
acquisition sign languages, classical
languages, revival languages

Individuals and societies: Geography, history, economics, business
studies, philosophy, integrated humanities

Sciences: Biology, chemistry, physics, sciences

Mathematics: Standard mathematics, extended
mathematics

Arts: Dance, drama, media, music, visual arts

Physical and health education: Physical and health education

Design: Digital design, product design, design

Personal project: Personal project

It is important to note that moderation takes place for each of these subjects, which may differ
in name and organization from school-specific subjects.

Samples sent for moderation in integrated humanities, sciences or design courses must:

• include evidence of collaborative planning and/or standardization between teachers
within the subject group

• show evidence of student achievement against concepts and skills and the objectives
of the subject group as stated in the relevant guide.

There will be one moderation report and one grade on the students’ records of achievement.
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Schools can also register for integrated humanities when the course that they offer is not
covered by the current registration options, for example, in the case of government or politics.

Please see section D2 regarding the deadlines for the registration process. For further
information regarding registration in non-sampled languages and literature and language
acquisition, see sections D8.1 and D8.2.

C3.7 Moderation procedures
C3.7.1 Selection of moderation samples

Moderation samples will need to be submitted for all subjects in which students have
been registered by the school.

In order to help schools with the timing of the preparation of moderation samples, work
from the end of year 4 of the programme can be included, provided the year 5 assessment
criteria have been used. The sample must also include work produced in year 5.

The sample for each subject must comprise folders of work for five students. The choice of
students may vary from subject to subject.

Teachers are requested to include folders from:

• three students whose work represents a spread around the average level of ability
within the school for the subject

• one student whose work is comparatively good
• one student whose work is comparatively weak.

If the group of MYP students registered for a subject within the school consists of five or fewer
students, then folders of work from all these students must be sent for moderation, regardless
of their level of ability.

Schools are reminded that it is their responsibility to submit authentic student work (see
section C1.4).

As the moderation samples consist of school and student work, please see sections C1.9 and
C1.10 for information on student and school copyright.
C3.7.2 Content of each sample
Moderation samples lacking in any of the following requirements may be inadequate for
moderation. Videos, audio cassettes, CDs, CD-ROMs or any other media submitted for
moderation need to be accompanied by a full written description of the contents and any
assessment notes.

For practical reasons, group work, although very important as a part of teaching and learning,
must not be submitted as part of a moderation sample.

Exception: The arts (performing arts), and physical and health education subject groups often
use tasks throughout the final year that cannot be done individually. If these group tasks are
sent for moderation, individual students’ contributions must be clearly visible. If further advice
is needed, please contact ibid@ibo.org.

Each folder of student work must:

• represent the work of only that student
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• contain at least the minimum requirements specified in the appropriate guide (or
the finished project in the case of the personal project)

• represent judgments against each criterion, as stated in the subject-group guide
• include the same tasks as other students wherever possible
• be submitted in English, French or Spanish (with the exception of languages and

literature and language acquisition).

Translated samples are not acceptable for moderation. Moderation in a particular subject will
normally take place in only one language.
C3.7.3 Background documentation
In addition to the pieces of student work, teachers must submit other documents that are
essential for the assessment of student performance, such as:

• any relevant test or examination papers
• descriptions of the conditions under which the work was completed (guidance/

references provided, degree of redrafting permitted, time allocation, and so on)
• markschemes
• worksheets or instructions/guidance notes given to students
• task-specific clarifications that elaborate on the published criteria (details can be

found in the general report for the appropriate subject)—see section C1.2 for more
details

• unit planners that give moderators an idea of the context in which the task was set.

The moderator will not comment on the unit planner itself, only on the background information
on the tasks that it provides.

Teachers are required to include a copy of the previous year’s moderation report for that
subject. If it is the school’s first year of sending samples for moderation, teachers are
requested to include the monitoring of assessment report, if the school has made use of this
service.

If teachers use third-party material as stimuli and/or as part of their tasks, this material must
be fully referenced. This will include the title of the source, the author, the publication date,
the publisher and, for books only, the ISBN. Examples of third-party material include
newspaper and magazine articles, cartoons, videos, movie excerpts, extracts from books,
pictures (please check the acknowledgments in the original publication for the original
sources), diagrams, graphs, tables, statistics, materials from websites, and so on.

This documentation should be included in a separate background information folder and
should not be duplicated for each student.

Schools are asked to avoid the use of plastic folders that are not easy to recycle.
C3.7.4 Sample folders and coversheets
For each MYP subject registered for moderation, teachers are requested to use the following
guidelines when organizing the assessment tasks selected for each of the five students.

1. The work of each student must be in a separate folder and be accompanied by a
completed coversheet form F3.1 and, should a student want to retain exclusive
copyright in a particular piece of work submitted for moderation, by a completed and
signed Student claim of exclusive copyright.

2. The IB coversheet completed for each student must:
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• be included with the folder
• identify the school, school code, subject and student
• describe the nature and title of the assessment tasks in the folder
• record one judgment made against each criterion for the different tasks
• include any relevant information on the reverse of the coversheet that may

be helpful to the moderators in understanding the student’s performance
for a particular task or in general (for example, the amount of support
provided).

6. Each task included within a folder must:
• be clearly labelled to enable moderators to identify easily how the task

corresponds to the coversheet; this labelling should include the
corresponding number on the coversheet, the name of the student, the
name of the school and the nature and title of the task

• identify clearly where and how the assessment criteria are assessed within
the task, and the levels awarded by the teacher. This must correspond to
the criteria and levels marked on form F3.1.

The teacher must sign or type his or her name on the coversheet (if provided electronically), to
authenticate the information provided. In the case of several teachers being involved in any
particular subject, one teacher must sign the form for the subject concerned and the names of
teachers involved in internal standardization must be included where appropriate.

A different coversheet, form F3.2, must be used for the submission of sample personal
projects. This form allows supervisors to include explanatory comments on the award of levels
for each criterion to facilitate the process of moderation.

A master copy of the coversheets and completed examples are available in the forms section
of this handbook. PDF versions of the forms can also be found in the Library section on IBIS
under the tab Language/Required for moderation and monitoring.

It is the responsibility of the MYP coordinator to ensure that the latest versions are being sent
to the IB assessment centre in Cardiff. The forms included in this edition of the Handbook of
procedures for the Middle Years Programme: Moderation and monitoring of assessment (2015)
are available in both PDF and Microsoft Word® formats.

Note: Samples that are lacking in any of the above requirements may be inadequate for
moderation. Where material for moderation is insufficient or submitted late, certificated results
may be impossible to issue, or delayed until the appropriate information has been delivered to
the IB assessment centre in Cardiff. MYP grades will not be issued in subjects where
moderation has not been possible. This will, in turn, prevent students from being awarded the
MYP certificate. It must be emphasized that schools, not the IB assessment centre, are
responsible for the outcome of the certification process if moderation samples are incomplete
or if they are inappropriate for the purposes of moderation.
C3.7.5 Checklists
Moderation checklists for subjects and the personal project are available on IBIS under the tab
Handbook. Moderators can access the forms through the handbook by selecting Forms for
use in the MYP. These checklists must be given to the teachers who are preparing the
moderation sample. On completion of the sample, these checklists must be completed by the
teacher, signed by the teacher and coordinator, and included in each sample to be sent.
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Master copies of the moderation checklists are also available in the forms section of this
handbook.
C3.7.6 Moderation samples and final assessment
The submission date for moderation samples is likely to come well before a school is ready to
provide final results. It is expected that schools will continue to make student assessments
after moderation samples have been submitted. However, to satisfy the IB requirements the
folders of work submitted for moderation must include all elements specified in section C3.7.4.

Note: It is important to remember that moderation is aimed at checking and adjusting the
teachers’ assessment standards rather than assessing the final achievement level of the
students. It may well happen that a student whose work has been submitted in the moderation
sample of a subject reaches different achievement levels when final assessment is conducted
by the teacher.
C3.7.7 Submitting moderation samples electronically
Schools are encouraged to consider alternatives to paper-based moderation samples in the
interests of reducing courier costs and environmental impact. Many schools are already
submitting samples electronically via an IB Basecamp site, or using their own platforms in
order to avoid sending any physical materials at all. Schools that are interested in pursuing this
option are asked to contact ibid@ibo.org for further information and to indicate in the subject
heading “MYP moderation”. It is important that all work submitted electronically is well
organized into folders so that it can be easily accessed and easily navigated, as is required in a
paper sample.

Samples must be uploaded by the same dates as mentioned in C3.7.8.
C3.7.8 Mailing of moderation samples
Any mailed sample materials must reach moderators at the latest by:

• 15 April 2015 (June 2015 session)
• 15 October 2015 (December 2015 session).

If mailing samples, it is required that schools use a courier service to guarantee delivery on
time as well as safe delivery of samples, as packages sent by courier service can be tracked.
Where material for moderation is submitted late, student results may be delayed until after the
appropriate information is supplied to moderators.

Please note that samples sent for moderation are not returned to the school.

Moderation samples must be sent directly to moderators at the addresses indicated in the
School tab on IBIS. Under no circumstances should schools make direct contact with
moderators. Telephone numbers are provided for courier service purposes only. Schools are
asked to ensure that no charges will be made to moderators for the delivery of
samples. It is the school’s responsibility to ensure that samples arrive at their
destination. Please specify “no commercial value” or “value $1” on packages. Any
charges that are incurred will need to be paid by the school. It is the school’s
responsibility to chase up any samples in transit/late/lost—the IB will not undertake
this task. If a sample is not received, then the school will have to supply another
sample or face the consequences of a sample not being moderated (NM), which will
result in students not getting a grade for a subject and therefore no certificate.

For further information please contact ibid@ibo.org.
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C3.8 Reports to schools
For each subject in which students have been registered, the school will receive a report from
the moderation team regarding the:

• background information
• suitability of the assessment tasks
• academic level of the subject followed
• use and application of the assessment criteria
• interpretation of the achievement level descriptors
• organization of the moderation samples
• suggestions for future samples.

The moderation reports will be available in the subject tab on IBIS starting from 1 September/1
February. For schools registered to receive early results (for June session only), moderation
reports will be available from 1 August.

Schools should be aware that reports for language and literature and language acquisition
might be written in the subject language, rather than the school’s working language.

Coordinators must ensure that teachers receive a copy of the report.

These school-specific reports must be read in conjunction with the general reports (available
on the OCC and on IBIS).

If you have any queries about the reports, please contact ibid@ibo.org.

C3.9 Close of the moderation session
Please note that the close of the June moderation session is 15 December. The close of the
December moderation session is 15 May. All results-related queries should be received no
later than 15 November (for the June session) and 15 April (for the December session) and
sent to ibid@ibo.org. Please clearly state your school code, session and the subject in the
header.
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C3.10 Summary of the moderation process
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C4 Monitoring of assessment
C4.1 Introduction
Monitoring of assessment is a service available to IB World Schools offering the MYP that allows
schools to send samples of assessed student work in order to receive feedback from an
experienced MYP monitor in the form of a report. This service is subject to a fee (see section
E2.2.3).

Monitoring of assessment is available through 2015 only. Samples submitted for monitoring in
preparation for programme evaluation are valid for two calendar years from the date of
submission.

Schools can send samples from years 1 to 5 of the MYP. Please note that translated samples
can be sent for monitoring of assessment (except for language and literature and language
acquisition). Please specify in the background information if student work has been translated.

C4.2 Principles and aims
Monitoring of assessment is intended to provide support and guidance in the implementation
and development of the programme with regard to internal assessment procedures and
practices, and uses the expertise of trained monitors and experienced MYP subject specialists.
Monitoring of assessment has been developed to help schools apply MYP assessment
principles to their own local circumstances. Monitoring of assessment is not linked to
validation of students’ grades and, therefore, differs from the process of external
moderation (see section C3 for details about MYP moderation of internal assessment).

In the case of the programme evaluation visit, monitoring of assessment not only provides
guidance for the school but is also a means of ensuring that the school is succeeding in
meeting the final objectives in the subject groups.
C4.2.1 Similarities and differences between moderation and monitoring of
assessment
The following tables outline the similarities and differences between monitoring of assessment
and moderation.
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Similarities
Both monitoring of assessment and moderation:

• use the services of trained moderators and MYP subject specialists selected by the
IB

• are offered only in the working languages of the IB—English, French and Spanish
(except language and literature and language acquisition); moderation/monitoring
of assessment in a particular subject will take place in only one language

• are conducted on a per-subject basis
• consider samples of student work representing achievement in the MYP subjects

and the personal project
• are based on the application of MYP objectives and published assessment criteria

in order to ensure high standards
• involve schools submitting to moderators/monitors sets of selected student work

assessed according to the MYP assessment criteria
• involve the IB assessment centre in Cardiff sending a report to the school

providing constructive feedback to teachers
• consider only the application of IB-published assessment criteria, as stated in the

subject group’s assessment details.
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Differences
Monitoring of assessment: Moderation:

• aims to provide advice and
guidance regarding general
assessment principles within a
subject

• is linked to validation of schools’
results in a specific subject

• is optional for all IB World Schools
offering the MYP, but is required as
part of the programme evaluation
process

• is required only for schools
requesting IB-validated results

• requires the school to pay a fixed
fee per subject

• requires the school to pay variable
fees depending on the number of
registered subjects and students

• allows schools to send translated
samples (except for language and
literature and language
acquisition)

• does not allow schools to send
translated samples

• leads to the production by the IB of
a school-specific report providing
feedback and guidance on
assessment within the subject(s)

• leads to the production by the IB of
MYP documentation (records of
achievement and certificates), as
well as a school-specific report
providing feedback and guidance

• is based on samples of student
work completed in years 1 to 5 of
the MYP

• is based on samples of work
representing final achievement in
year 5 in the subject

• involves no change to the school’s
grades

• may lead to changes to the
school’s final grades on MYP
records of achievement

• takes place at any time between 1
September and 15 March, with two
months’ advance notice (for
samples submitted as a
requirement for a programme
evaluation visit, registration must
occur 12 months before the
scheduled visit in order to submit
the samples to monitors 10
months before the visit)

• takes place according to a fixed
schedule (see section D2)
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• may involve, only for years 1 to 4,
modified criteria with school-
specific descriptors of achievement
levels within the MYP criteria for
the subject.

• considers only the application of
IB-published assessment criteria,
as stated in the subject’s
assessment details. (Where
appropriate, teachers should
include task-specific clarifications
that elaborate on the published
assessment criteria—see the
general reports for further
information.)

C4.3 Registering for monitoring of assessment
Schools that request monitoring of assessment for one or more subject(s) or the personal
project must follow the process described below.

• Schools must register the subject(s) concerned via IBIS at least two months in
advance of sending the samples in the case of samples submitted to receive
guidance on a particular subject and as a pre-check before sending in samples for
moderation. Under the Subject tab, select Registration for monitoring of
assessment. Mark the boxes next to the required subjects, fill in the information at
the bottom of the form, and then select Submit. An email will be sent to confirm
receipt of the request for monitoring of assessment.

• For samples submitted as a requirement for a programme evaluation visit,
registration on IBIS must occur twelve months before the scheduled visit. The
date of submission of samples cannot be less than two months after registration but
needs to be such that it will allow the school to receive the feedback from the IB and
to analyse it before submitting the self-study questionnaire. For further information
please refer to the Programme evaluation guide and self-study questionnaire: Middle
Years Programme (for use from March 2014).

• Following receipt of the request, the IB assessment centre in Cardiff will contact an
experienced monitor for each subject for which monitoring is requested in the
language(s) specified on the form and will make the necessary arrangements for
monitoring of assessment.

Schools must submit samples following the guidelines in this section from 1 September to 15
March of any given year (samples are not accepted for this service during April, May, June,
July or August).
C4.3.1 Submitting monitoring of assessment samples electronically
Schools are encouraged to consider alternatives to paper-based monitoring of assessment
samples in the interests of reducing courier costs and environmental impact. Many schools are
already submitting samples electronically via an IB Basecamp site, or using their own
platforms in order to avoid sending any physical materials at all. Schools that are interested in
pursuing this option are asked to contact ibid@ibo.org for further information and indicate in
the subject heading “MYP monitoring of assessment”. It is important that all work submitted
electronically is well organized into folders so that it can be easily accessed and easily
navigated, as is required in a paper sample.
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C4.3.2 Mailing of monitoring of assessment samples
Any mailed monitoring of assessment samples must be sent directly to monitors at the
addresses provided by the IB assessment centre in Cardiff. Under no circumstances should
schools make direct contact with monitors. Telephone numbers are provided for courier
service purposes only. The school must mail the samples and accompanying materials by the
date they indicate on IBIS at the time of registration.

If samples are mailed, it is required that schools use a courier service to guarantee delivery on
time as well as safe delivery of samples, as packages sent by courier service can be tracked.
Schools are asked to ensure that no charges will be made to monitors for the delivery of
samples. It is the school’s responsibility to ensure that samples arrive at their destination.
Please specify “no commercial value” or “value $1” on packages. Any charges that are incurred
will need to be paid by the school.

Please note that samples sent for monitoring of assessment are not returned to the
school.

For further information please contact ibid@ibo.org.

C4.4 Content of schools’ samples
The following information must be given to all teachers preparing the samples for monitoring
of assessment.

Please note that translated samples can be sent for monitoring of assessment (except for
language and literature, and language acquisition). Please specify in the background
information if student work has been translated.

It is the responsibility of the MYP coordinator to ensure that the latest versions of the
coversheet form F4.2 and form F4.4 are submitted with the samples. The forms included in this
edition of the Handbook of procedures for the Middle Years Programme: Moderation and
monitoring of assessment (2015) are available in both PDF and Microsoft Word® formats.

As the monitoring of assessment samples consist of school and student work, please see
sections C1.9 and C1.10 for information on student and school copyright.

Schools are reminded that should a student want to retain exclusive copyright in a particular
piece of work submitted for monitoring of assessment, the student work must be accompanied
by a completed and signed Student claim of exclusive copyright form.

Monitoring of assessment is available through 2015 only; therefore, this section focuses on
samples submitted for monitoring in preparation for programme evaluation.
C4.4.1 Monitoring of assessment for the purpose of the evaluation visit
Schools that have not requested IB-validated grades for their students in the final year of the
programme, thereby not submitting to the process of moderation, must apply for monitoring of
assessment in at least one subject for each subject group and the personal project within the
two years prior to the evaluation visit.

Schools are reminded particularly of the timescales involved (see section C4.3). IB monitors
need sufficient time, prior to the school’s submission of the self-study, to complete the
monitoring of assessment procedure and to generate reports on the samples that will then be
of use to the schools and to the team visiting the school. Following the evaluation visit, a
school may be required to send in further samples in some subjects as part of the
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recommended action in the evaluation report. These samples should follow the same
guidelines as given for submitting samples prior to the evaluation visit.

Schools delivering a five-year MYP must send samples only from year 5.

Schools submitting samples as part of their evaluation visit must use the published MYP
assessment criteria and achievement level descriptors to assess students’ progress against the
MYP objectives.

Schools with an authorized two-, three- or four-year programme that does not end with year 5
of the programme will send samples from the last year of the programme at their school.
These schools should also follow the guidelines given in this section. Published criteria for MYP
year 3 or year 5 must be used if the school ends its delivery of the programme in either of
those years. The MYP assessment criteria may have been adapted by the school for MYP year
4, in which case detailed information on the assessment criteria used must be included in the
sample.

Monitoring of assessment requirements at evaluation for schools implementing the
subject-group flexibility option

Schools implementing the subject-group flexibility option in MYP years 4 and 5 must participate
in monitoring of assessment for all subject groups offered in year 5. Any subject group not
offered in year 5 should be monitored in the previous year level in which it is offered.

• Example 1: The school offers six subject groups in year 5. The additional two subject
groups are offered in year 4. Samples from six subjects taught in year 5 are
submitted for monitoring of assessment. Samples from year 4 for the remaining two
subjects are submitted for monitoring of assessment.

• Example 2: The school offers six subject groups in both years 4 and 5. Samples from
year 3 are submitted for monitoring of assessment for the additional two subject
groups.

• Example 3: A stand-alone high school without a partner school offers six subject
groups in MYP years 4 and 5 leading into the Diploma Programme. The six subject
groups taught in year 5 are submitted for monitoring of assessment.
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Subject samples for the evaluation visit

The sample for each subject must include the components listed below.

1. An outline of the subject coursework for the year, including background information
on the organization of the course (time allocation, possible integration with other
subjects, involvement in interdisciplinary projects). Unit planners should be included;
however, monitors will not comment on them.

2. Assessed student work from the last year of the programme in place at the school
addressing the subject’s assessment criteria and objectives. Teachers must:

• submit student work from the required tasks described in this handbook
(section C3.2)

• provide one judgment against each criterion
• include work from five students that show a range of abilities for each task;

the same students do not have to be used for each task.

4. For each task included in the sample, teachers must submit:
• instructions, worksheets and guidance notes given to the students
• a blank copy of the task/test and the teacher’s corrected version
• information on the application of the criteria to each piece of work.

4. Each task must be accompanied by the coversheet form F4.4.
5. If teachers use third-party material as stimuli and/or as part of their tasks, this

material must be fully referenced. This will include the title of the source, the author,
the publication date, the publisher and, for books only, the ISBN. Examples of third-
party material include newspaper and magazine articles, cartoons, videos, movie
excerpts, extracts from books, pictures (please check the acknowledgments in the
original publication for the original sources), diagrams, graphs, tables, statistics,
materials from websites, and so on.

Personal project samples for the evaluation visit

Note: Schools with an authorized programme that does not end with the MYP year 5 will not
include any personal project samples in their monitoring of assessment samples.

For schools delivering a programme that includes MYP year 5, the samples for the personal
project must include the components listed below.

1. Personal projects from five students, showing a range of abilities. The projects must
be assessed using the MYP criteria and must be accompanied by supervisor
comments explaining the criterion levels awarded.

2. Information about the organization of the personal project within the school. This
should include the role of the MYP coordinator, the personal project supervisors, time
allocation, timetabling, information given to parents and students, and details of
internal standardization.

3. Coversheet form F4.5. Each project must be accompanied by a coversheet.

C4.4.2 Coversheets
Coversheets have been designed to accompany the samples. These coversheets must be used
to record criterion levels awarded for a task and give any comments that may be applicable to
the task or student for whom the coversheet applies. Four different coversheets (forms F4.2,
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F4.3, F4.4 and F4.5) can be found in section F of this handbook. A PDF version of these forms
can also be found on IBIS (go to Handbook> Forms for use in the MYP).

It is the responsibility of the MYP coordinator to ensure that the latest versions of the
coversheets are being sent to the IB assessment centre in Cardiff. The forms included in this
edition of the Handbook of procedures for the Middle Years Programme: Moderation and
monitoring of assessment are available in both PDF and Microsoft Word® formats.

Please use coversheet form F4.2 and form F4.3 for submission of samples for monitoring of
assessment prior to moderation. This will facilitate treatment by monitors in conditions
matching those of a true moderation sample, where feedback on the criterion levels awarded
is essential.

Please use coversheet form F4.4 and form F4.5 for submission of samples for monitoring of
assessment within programme evaluation.

Schools sending samples for general advice/guidance from years 1 to 5 of the programme
should also use the coversheets designed for the programme evaluation visit.

C4.5 Reports and payment
The IB assessment centre in Cardiff will forward the monitor’s report to the school for each
subject (and/or the personal project) where monitoring has been requested. The IB assessment
centre’s aim is to email the reports to schools within two months of the monitors’ receipt of the
samples. Reports may take longer to return to schools when samples are submitted near or on
the final deadline of 15 March.

Schools should be aware that reports for language and literature and language acquisition may
be written in the subject language, rather than the school’s working language.

Schools will be billed a per-subject fee for this service (see section E2.2.3 for further details).
Schools will be billed shortly after registering for monitoring of assessment.

C4.6 The monitoring of assessment report
Upon receipt of a sample, monitors will examine the information and student work/personal
projects provided by the school and will write a report providing guidance to the school on the
questions listed below. The content of the report will vary depending on the nature of the
sample (personal project or subject) and the expressed aim of the service (preparation for
moderation, programme evaluation or general advice/guidance). The following questions are
addressed in the monitoring of assessment reports.

• Does the sample reflect the required content for the nature of the sample (that is, for
the evaluation visit, prior to moderation or for general advice and guidance)?

• How appropriate are the tasks chosen by the school to assess students against the
nature of the objectives and criteria for the subject?

• Are all criteria addressed completely?
• Do the tasks allow students to reach the highest achievement levels within the

criteria according to the objectives of the course?
• Does the level of complexity of the tasks relate to the objectives and required

concepts and skills of the subject?
• Are the supporting materials appropriate and clearly presented?
• Are the teachers’ assessments consistent, as evidenced in the pieces of work

submitted?
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• In which areas does the students’ work show a particularly strong performance, or a
marked weakness?

• Does the school’s scheme for summative assessment respect the objectives of the
MYP subject or personal project?

The answers to these questions will determine the advice the monitor can give to the school.
To benefit most from the monitoring of assessment reports, schools are advised to share the
reports with all teachers of the concerned subject group.

These reports are shared with the appropriate regional office, which, in turn, sends them to
visiting members in the case of programme evaluation.

It might be useful for schools to read the monitoring of assessment report in conjunction with
the general reports (available on the OCC and on IBIS).
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D1 Introduction
This section applies only to schools opting for IB-validated grades.

Schools can register their MYP students with the IB to enable the students to have their
achievements within the MYP validated and to receive records of achievement and certificates
from the IB. For the June 2015 and December 2015 sessions, registration of students for
moderation can take place as soon as the school has been authorized, unless stated otherwise
in the letter of authorization. As described in section C of this handbook, IB certification
requires the submission of sample work by the school to validate the school’s assessment of
student performance through a process of external moderation. Schools are charged for this
service as indicated in the current MYP fees schedule in section E.

Registration of MYP subjects and students must be completed via IBIS, which allows
coordinators to do the following.

• Register subjects for moderation. This must have been completed before 15
October 2013 for the June 2015 session and before 15 April 2014 for the
December 2015 session.

• Register and amend student registrations (personal and subject details), delete
registrations and add new student registrations at any time until 20 October 2014
(June 2015 session)/20 April 2015 (December 2015 session).

• Amend student registrations (personal and subject details), delete registrations and
add new student registrations at any time until 20 October 2015 (June 2016
session)/20 April 2016 (December 2016 session).

• Amend students’ personal details at any time without incurring any additional fees.

Please note that personal details refer to the student’s first name, last name, gender, date of
birth, first language, second language, first nationality and second nationality.

Through IBIS, coordinators can also print reports to check and correct registrations, complete
criterion levels totals entry, access students’ results, access the MYP Coordinator’s notes and
Handbook of procedures for the Middle Years Programme: Moderation and monitoring of
assessment (2015), as well as other documents such as MYP programme evaluation materials,
and contact the IB assessment centre in Cardiff. See section A3 for further information on this
service.

Forms to be completed and mailed as hard copies are available in the forms section of this
handbook. They can also be found on IBIS. This Handbook of procedures for the Middle Years
Programme: Moderation and monitoring of assessment (2015) does not include electronic
versions of forms to be completed online. The IB requests that coordinators refer to IBIS to
complete forms online where appropriate.

Should IBIS access be a problem for your school, please contact ibid@ibo.org for advice.

D2 Timetable for registration
The following table outlines the steps to be followed by schools registering students via IBIS.
The dates given in the right-hand columns are the deadlines to which schools must adhere.
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Failure to adhere to these deadlines will result in the school concerned being
charged late registration fees.

D2.1 Registration deadlines for June/December 2015
moderation sessions

DeadlinesAction for schools
June session 2015 December session

2015
Register subjects for moderation on IBIS
(go to Subject> School subjects
offered).

Should have been
completed before 15
October 2013

Should have been
completed before 15
April 2014

Register students on IBIS (go to
Candidate):

• register students (personal and
subject details)

• register for early results (see
section D11.1)

• print registration reports
• make amendments to

registrations
• print amended registration

reports.

Note: Deadlines close 24:00 GMT.

1 September 2013 to
20 October 2014

1 March 2014 to 20
April 2015

Fees apply to amendments after these
deadlines for:

• new student registrations and
subject amendments.

Note: Fees do not apply for
amendments to student personal
details on IBIS.

20 October 2014 20 April 2015

1 May to 30 June 2015
(early results)

Complete criterion levels totals entry on
IBIS.

1 May to 31 July 2015

1 November to 31
December 2015

1 August 2015 (early
results)

Access student results on IBIS.

1 September 2015

1 February 2016

By the second week of
August 2015 (early
results)

The IB assessment centre in Cardiff sends
MYP certificates and records of
achievement to schools.

By the second week of
September 2015

By the second week
of February 2016
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D3 Moderation registration
Schools wishing to register for moderation must use IBIS to indicate in which subjects they will
be registering students (go to Subject). MYP coordinators must indicate the language in which
the sample work will be written. This will be English, French and/or Spanish for subjects other
than language and literature and language acquisition. This initial moderation registration
gives the IB sufficient time to arrange moderation of those subjects in the relevant languages.

Schools registering students for individual sciences subjects (that is, biology, physics and
chemistry) do not need to register students for the subject-group sciences. This also applies to
individuals and societies and design.

D3.1 Pre-registration requirements
Before registering students for a moderation session, schools must meet pre-registration
requirements for certain subjects and circumstances.
D3.1.1 Mother-tongue language option
Schools wishing to register students for the mother-tongue language option must ensure that
the two forms entitled Mother-tongue language option for MYP certification: Mandatory details
from schools and Mother-tongue language option for MYP certification: Mandatory details from
teachers are completed and submitted to the MYP department for approval by 20 October
2014 (June 2015 session)/20 April 2015 (December 2015 session). These forms can be
accessed via IBIS by going to Subject. Select Advance notice requirements in the drop-
down menu and then Available forms.

The Mother-tongue language option for MYP certification: Mandatory details from schools form
must be filled in and submitted electronically by the MYP coordinator. The Mother-tongue
language option for MYP certification: Mandatory details from teachers form must be
completed by the mother-tongue teacher, and will, therefore, need to be printed from IBIS,
completed by the teacher and then sent by post to the MYP department at IB Global Centre,
The Hague. Alternatively, the form can be scanned and sent electronically to
myp.curriculum@ibo.org. Mother-tongue teachers are reminded that they must include the
evidence requested in the form (a sample unit of work and one piece of student work).

Once approved, an email will be sent informing the MYP coordinator that the requested
language has been approved.
D3.1.2 Special request subjects
Schools wishing to register a student for a language and literature or language acquisition
subject that does not appear in the list in sections D8.1 and D8.2 must ensure that the MYP
non-sampled language and literature or language acquisition questionnaire is completed and
submitted electronically to the MYP department at IB Global Centre, The Hague, for approval
by 20 October 2014 (June 2015 session)/20 April 2015 (December 2015 session).

This form can be accessed via IBIS by going to the Subject tab followed by Advance notice
requirements and then by selecting “available forms” in the drop-down menu. A new
window will open where coordinators will be asked to answer a questionnaire regarding the
non-sampled language(s) in question and to provide (by means of an attachment) a course
outline, a unit of work and a piece of student work. Coordinators can view the completed form
by selecting Completed forms. Once approved, an email will then be sent informing the MYP
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coordinator that the approved subject appears in Subject> School subjects offered. The
MYP coordinator will need to go to the Edit subject button in the top right of the screen, then
transfer the subject appearing under IB special request subjects to School subjects, in
order for it to appear under the subject list offered by the school at the time of student
registration.

Reminder: Any moderation factor applied to sampled language and literature subjects and
language acquisition subjects will also be applied to the non-sampled languages.
D3.1.3 Exemption status for non-sampled language and literature and
mother-tongue language requests
If a school has submitted a complete set of the documentation required to a high standard for
three years consecutively, it may be considered for an exemption of this requirement for the
following one year. It will still be necessary to contact IB assessment centre in Cardiff to
request a non-sampled language and literature or mother-tongue language to be added to the
school’s list for registration in IBIS. This can be done by emailing ibid@ibo.org before the
subject registration deadline. The request must include the moderation session, the specific
language and literature or mother-tongue language and the other languages taught at the
school with which the non-sampled language and literature/mother-tongue language will be
aligned.

D4 Languages of registration
Where a school teaches a subject in more than one working language (English, French or
Spanish), moderation in this subject will normally take place in only one language.
Registration for moderation may be done in any of the working languages; the school must
then send a sample of students’ work in that language.

A process of standardization of internal assessment must be carried out to ensure
equivalent standards within the school for that subject.

If a school wishes to send samples in a particular subject in more than one language, a
separate subject fee will be charged for each sample and each moderation report produced. It
is still expected that standardization of internal assessment will have been carried out between
teachers, as the same moderation factors will be applied to all students registered in that
subject, regardless of the language. For further information, please contact ibid@ibo.org.

Schools must specify at the time of subject registration on IBIS in which language(s) the
sample(s) will be submitted.

D5 Student registration
All schools requiring IB-validated grades and official documentation for their students are
required to register each student with the IB using IBIS online registration. Students must be
registered under the appropriate category: “MYP”.

Careful checking of entries by schools will avoid delays in the processing of grades, and in the
production of MYP records of achievement and certificates where relevant. This will also avoid
unnecessary payment of fees for amendments requested after the final registration deadline
(see section E2.2.3).
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D5.1 Registering students
It is the responsibility of the school to ensure that the student registrations have been
completed by 20 October 2014/20 April 2015 for June/December 2015 sessions. Student
registrations for June/December 2016 sessions will need to be completed by 20 October
2015 and 20 April 2016 respectively (see section D2).

Deadlines close 24:00 GMT.
D5.1.1 Personal candidate code and session number
Once students are registered on IBIS, they are assigned both a unique six-character personal
candidate code (for example, rty 879) and a session number (for example, 005001-0001).

The personal code is designed to allow a student’s academic record to be tracked throughout
the course of his or her IB life. For example, if after completing the MYP, a student wants to
continue with the DP, he or she will be able to register for the DP using the same personal
code.

The session number, on the other hand, applies to one session only. If a student wants to
continue from the MYP to the DP, he or she will be assigned a new session number.
D5.1.2 Registering students for the curriculum flexibility option
D5.1.2.1 Registering students who have a previous anticipated category status

This is only applicable for schools that have registered students for one or two subjects in the
anticipated category in the June/December sessions of a given year and now wish to register
the same students' remaining subjects in the June/December sessions of the following year.

The coordinator will need the unique personal code for each student, which can be accessed
by selecting the June/December session the student was registered in as an anticipated
candidate. The coordinator should then change the session to display the June/December
sessions in which he or she wishes to register the same student’s remaining subjects.

Using the “show search” facility under the Candidate tab, the coordinator should then search
for the anticipated student using the unique personal code (tick the box next to “All Sessions”)
and select the student’s name once it is displayed. The student’s personal details and previous
year registration information will appear. The coordinator will need to register the student for
the current session by going to Register, selecting MYP from the drop-down menu next to
Category and adding the remaining subjects. Once this has been done, the subjects
registered as anticipated in the June/December sessions in the previous year and the subjects
registered as MYP in the June/December sessions of the following year will both be displayed
on the individual student’s details screen.

Note: Students will receive their certificates and records of achievement once they have
completed all their subjects at the end of year 5.

D5.1.2.2 Registering students to retake the MYP certificate

December 2015 is the last session for moderation that leads to the MYP certificate. There is no
option to repeat year 5 of the programme in 2016.
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D5.2 Confirmation of registration
IBIS student registrations are confirmed online after each student is registered (see section
D5.3). Coordinators must ensure that a green “Registration accepted” status is shown for each
student. If there is a red status code next to a student’s name, this indicates that action is
necessary by the coordinator before the IB assessment centre in Cardiff will confirm a
student’s registration. Using the mouse to hover over the status code on IBIS will provide a
description of that code (see section D6 for an explanation of the status codes). These codes
highlight any missing information or irregularities for each student registration and must be
carefully checked and changed if necessary. MYP coordinators are expected to amend all
registrations to ensure that no status codes remain after the final registration deadline. In the
case of a student who is not entering for the full certification, status codes indicating missing
subjects cannot be removed.

D5.3 Checking entries
Schools are advised to take advantage of the registration report facility offered by IBIS to
ensure that all registration details are correct. Registration reports can be generated in either
candidate or subject order (go to Candidate> Candidate registrations> Registration
reports and select either Candidate report or Subject report).

Reminder: For the June/December 2015 sessions, coordinators will be able to register new
students, delete student registrations and make amendments to the subject registrations on
IBIS until 20 October 2014 (June 2015 session) or 20 April 2015 (December 2015
session).

D5.4 Late registrations and changes
Schools are requested to follow the timetable indicated in section D2 and the detailed
instructions in section D5 for the registration of students for the MYP record of achievement
and certificate.

New registrations of MYP students and amendments to existing student registrations after 20
October 2014 or 20 April 2015 for the June/December 2015 sessions will be subject to
special amendment or late registration fees (see section E2.2.3 for details). Any new
registrations must be completed through IBIS. An automatic email will be sent to the IB
assessment centre in Cardiff and the changes will appear on the screen once they have been
entered manually by staff in Cardiff.

Should a student withdraw after 20 October 2014/20 April 2015, there will be no
administration fee, but the school will have to pay the per-capita fee for that student.

D5.5 Irregularities
It is the responsibility of the school to inform the IB assessment centre in Cardiff of either of
the situations below, which may affect individual students’ eligibility for the MYP certificate.
(Please see section C2.4.)

• The requirements for community service have not been met to the satisfaction of the
school.

• The student has not participated in the MYP for the final year (MYP year 5).
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Coordinators must confirm on each student’s registration form completed via IBIS that the
requirements linked to participation in the programme and community service have been
fulfilled.

D6 Explanation of registration status codes
The following MYP registration status codes may appear on IBIS following individual student
registrations. They indicate missing information, irregularities or aspects of registrations that
would make a student ineligible for the MYP certificate. MYP coordinators are expected to
amend all registrations to ensure that no status codes remain after the final registration
deadline. In the case of a student who is not entering for the MYP certificate, status codes
indicating missing subjects cannot be removed.

M3Same subject taken for language and literature and language acquisition

M4Fewer than six subjects

M5Working language not indicated

M6No personal project

M7No language and literature or no language course approved by the IB

M8No language acquisition or second language and literature

M9No individuals and societies subject

M10No sciences subject

M11No mathematics

M12No arts, physical and health education or design subject

M15Not participated in the programme for the final year (MYP year 5)

M16Not fulfilled the requirements of community service

M20Retake category not permitted this session—no previous MYP category

M21Candidate registered out of the school’s main session

D7 Registration in several subjects per subject
group
Students may be registered in any or all of the MYP subjects and may be awarded an IB-
validated grade for each subject entered. All these grades will appear on the student’s MYP
record of achievement.

The award of the MYP certificate depends on the fulfillment of all criteria listed in section C2.4.
In cases where a student is registered in more than one subject per group, the highest grade
for the subject group will count towards the award of the certificate.
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D8 Registration in language and literature and
language acquisition
The requirement for the award of an MYP certificate includes that students achieve results in a
minimum of one language and literature and one language acquisition or two
languages and literature and no language acquisition (in this case both language and
literature grades will count towards the award of the MYP certificate).

Furthermore, the language of instruction of the school is not automatically the mother tongue
or first language for all students; it may be considered an additional language for those
students for whom it is truly a second language. Students can be registered for a language
acquisition and a language course approved by the IB.

Note: In cases where a student registers for a language not taught in the school, the school is
ultimately responsible for the quality of the language training provided and for the application
of the assessment criteria.

D8.1 Registration in language and literature
For schools opting for IB certification, the IB will organize the moderation of the following
language and literature subjects.

• Arabic • Chinese

• English • French

• German • Korean

• Polish • Russian

• Spanish

Please note, for 2015, Dutch will be treated as a non-sampled subject.

Please see section D3.1.2 if a language and literature subject does not appear in the above list.
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D8.2 Registration in language acquisition
For moderation in year 5 of the programme, a sample of work is required to be submitted for
each phase in which a student has been registered. Each moderation sample must include five
folders of students’ work with each folder representing the work of a single student.

For schools opting for IB certification, the IB will organize the moderation of the following
language acquisition subjects.

• Arabic • Chinese

• English • French

• German • Japanese

• Spanish

Please note, for 2015, Dutch will be treated as a non-sampled subject.

Please see section D3.1.2 if a language acquisition subject does not appear in the above list.

D9 IB list of languages
This list consists of the most frequent mother tongues of IB students. When registering
students on IBIS, if you cannot find a language on the list, use OTHER.

AFRIKAANS AKAN ALBANIAN
AMHARIC ARABIC ARMENIAN
ASHANTI ASSAMESE BARI
BASQUE BELORUSSIAN BEMBA
BENGALI BERBER BISLAMA
BOSNIAN BULGARIAN BURMESE
CAMBODIAN CATALAN CEBUANO
CHICHEWA CHILUBA CHINESE (Cantonese/

Mandarin)
CHITUMBUKA CROATIAN CZECH
DANISH DHIVEHI DIDA
DIOLA DUTCH DZONGKHA
EDO EFIK ENGA
ENGLISH ESTONIAN EWE
FAROESE FIJIAN FILIPINO
FINNISH FLEMISH FRENCH
FULANI GA GEORGIAN
GERMAN GREEK (modern) GREENLANDIC
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GUJARATI HAUSA HEBREW
HERERO HINDI HMONG
HUNGARIAN ICELANDIC IGBO
ILOCANO INDONESIAN INUKTITUT
IRISH ITALIAN JAPANESE
JOLA KACHIN KANARESE
KAZAK KHEMER KIKUYU
KINYARWANDA KIRIBATI KIRUNDI
KOREAN KRIO KURDISH
LAOTIAN LATVIAN LINGALA
LITHUANIAN LOZI LUGANDA
LUNDA LUO LUXEMBOURGISH
MACEDONIAN MALAY MALAYALAM
MALTESE MAORI MARATHI
MAURITIAN (Creole) MENDE MONGOLIAN
MOTU NAMA NDEBELE
NDONGA NDUINDUI NEPALI
NEWARI NORWEGIAN NYANJA
NYANKOLE OROMO OTHER
PALAUAN PASHTO PERSIAN
POLISH PORTUGUESE PUNJABI
ROMANIAN ROMANSCH RUSSIAN
SAMOAN SERBIAN SESOTHO (North and South)
SETSWANA SHONA SILOZI
SINDHI SINHALESE SISWATI/SWAZI
SLAVEY SLOVAK SLOVENE
SOMALI SPANISH SUSU
SWAHILI SWEDISH TAGALOG
TAMIL TELUGA TELUGU
THAI TIBETAN TIGRINYA
TONGA TURKISH UKRAINIAN
URDU UZBEK VENDA
VIETNAMESE WELSH WOLLOF
XHOSA YALI YORUBA
ZULU
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D10 IB criterion levels totals entry
The IB assessment centre in Cardiff will provide a criterion levels totals entry facility on IBIS for
each subject and the personal project after the final confirmation of registration data.
Coordinators can enter criterion levels totals online from 1 May until 31 July 2015 (June
2015 session) or 1 November 2015 until 31 December 2015 (December 2015 session).
No results can be processed after these dates. Schools are asked to contact the IB assessment
centre in Cardiff at ibid@ibo.org in the case of exceptional circumstances that would make
these deadlines impossible to meet.

For schools registered to receive early results for the June session (see section D11), criterion
levels totals must be entered between 1 May and 30 June.

Schools must use the criterion levels totals entry facility on IBIS to communicate the final
criterion levels totals.

D11 Issue of results
The IB assessment centre in Cardiff’s aim is to provide schools with a complete set of final
results no later than 1 September 2015 (June 2015 session) or 1 February 2016
(December 2015 session). Failure to complete online criterion levels totals entry by 31 July
2015 (June 2015 session) or 31 December 2015 (December 2015 session) will result in
a delay in the availability of results.

D11.1 Early results
Schools wishing to have access to their students’ results for the June session one month early
(1 August) can register for this service on IBIS for the 2015 session. The service will be limited
to 60 schools. The deadline will be the student registration deadline of 20 October/20 April.
Moderation reports and certificates will also be sent approximately one month early. In order to
register for this service, schools will need to select the Early results option in Additional
details in the School tab. A higher subject fee will apply for schools requesting early results.
It will be incumbent upon schools to ensure that all moderation requirements have been met in
a timely manner, and that criterion levels totals have been entered one month early (see
sections D2 and D10). Schools failing to comply with these requirements will forfeit the right to
receive early results, and the extra fee paid will not be refunded.

Note: Final IB grades may differ from the estimated grades awarded by the school (should the
school have calculated them) as a result of differences in the application of the assessment
criteria, resulting in the application of a moderation factor to the criterion levels total.

If you have any queries related to results, please contact ibid@ibo.org.

D12 Issue of IB documentation
After the moderation process is completed, schools that have requested IB-validated grades
and certificates will receive:

• MYP records of achievement for each student registered with the IB
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• MYP certificates for each student registered with the IB who meets the
requirements for certification

• moderation reports for subjects that have been moderated. These school-specific
reports must be read in conjunction with the general reports (available on the OCC
and on IBIS).

However, if schools do not provide all the required information in time, there may be significant
delays before these documents can be sent. In cases where the necessary information cannot
be provided by schools, IB-validated grades and/or certificates cannot be issued.

D13 Duplicate records of achievement or
certificates
Any requests for replacement documentation of students’ achievements must be addressed to
School Assessment Services (email: ibid@ibo.org). These requests will be subject to special
fees (see section E2.2.3) unless the first documents sent by the IB assessment centre in Cardiff
were incomplete, inexact or damaged.

D14 Special cases
D14.1 Transfer students
Students who transfer from one MYP school to another should be able to maintain progress
throughout the programme.

The student is only eligible for the award of the MYP certificate if the final year of the
programme is completed and the other conditions are met. Therefore, students who transfer
from a non-MYP school to an MYP school halfway through year 4 or during year 5 of the
programme are only eligible for the MYP achievement folder and for the award of subject
results on the MYP record of achievement, or for any internal school certification process.

A student who transfers from an MYP school to a non-MYP school before completing the
programme is eligible for school-based records only.

D14.2 Learning support requirements, medical issues and
assessment
In some cases a student's learning support requirement and/or a medical issue may render it
difficult for the student to access the typical MYP assessment. In order for the student to
access the assessment, reasonable adjustment may be considered.

Reasonable adjustments are actions that are uniquely designed for a candidate and are taken
to remove or decrease a disadvantage faced by a candidate with learning support
requirements. They do not include standard inclusive assessment arrangements such as extra
time, word processor, reader, rest breaks, prompter and scribe.

• Reasonable adjustments may include changes in the location/setting, presentation of
the test or method of response. In all cases, the learning outcome should remain the
same.
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• The reasonable adjustment should not give the student undue advantage over his or
her peers.

• To the maximum extent possible, it would be beneficial for the student to stay as
close as possible to the standard.

Examples of such reasonable adjustments include:

• a candidate with severe physical challenges would be assessed on adapted physical
and health education (PHE) such as adapted games and exercises

The form entitled Reasonable adjustment for access to assessment should only be submitted if
the candidate’s learning support requirements might prevent him or her from accessing the
standard assessment in one (or more) aspects of a particular subject(s) and a reasonable
adjustment is to be considered.

Please complete the form entitled Reasonable adjustment for access to assessment, scan and
send the documentation to inclusion@ibo.org. This form is to be found on IBIS.

The school is expected to differentiate learning and organize access arrangements, for both
classroom participation and tests, according to the individual needs of the student. Where
appropriate, it is encouraged that the school consults the IB assessment centre in Cardiff for
advice with regard to support and assessment. The IB assessment centre will examine
individual cases and advise schools, and will consider any requests for reasonable adjustment
according to the principles stated below.

1. A school cannot provide reasonable adjustments that affect the nature of the final
assessment of a student without prior approval from the IB.

2. While exemption from a particular subject or aspects of a subject is a reasonable
adjustment, it will only be considered as the very last resort when all other
alternative arrangements have been evaluated thoroughly.

3. Requests for reasonable adjustment to assessment must be made by the MYP
coordinator. A teacher may complete the form, but it must be signed by the
coordinator.

4. The IB will treat all information about a student as confidential. Unless consent is
received from the school, information will only be shared, when necessary, with
appropriate IB personnel.

5. Students with identified learning support requirements are still expected to
participate in courses in all subject groups to be eligible for the MYP certificate.

6. All submitted requests have to be supported with evidence. For consideration for
reasonable adjustment, two pieces of evidence are required:

• recent medical/psychological/psychoeducational reports
• educational evidence.

Educational evidence needs to show that the access requested is the
student’s usual way of participating in classroom activities and tests. A
letter from a class teacher, an individual education plan (IEP), a letter from
a teacher from an earlier school are examples of educational evidence.
Documentation will not be returned. Scanned copies and copies of these
documents will be kept until the candidate finishes the MYP.

3. Where the request by the school has been supported with the necessary
documentation, reasonable adjustments have been authorized by the IB and there is
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evidence of the work achieved, the IB can still issue the MYP certificate for the
student(s) concerned, provided all other conditions for the award of the certificate
are met. This consideration will be granted on a case-by-case basis. In cases where a
candidate receives exemption to one or more criteria of a course, a final MYP grade
may be awarded by using achievement levels that have been assessed.

4. No assumption should be made by the school or the student(s) concerned that the IB
will necessarily agree to the school’s requests. It is incumbent on the IB to ensure
that, whenever possible, arrangements are similar between schools for students with
similar needs.

Where a student suffers from a temporary condition affecting final assessment, the school
must contact inclusion@ibo.org for advice on an appropriate course of action.

D15 Legalization of records of achievement and
certificates
Should students need to have their MYP record of achievement and certificate legalized, this
service is available from IB headquarters in Geneva. The MYP coordinator must complete the
form Request for legalization of results, which is available on IBIS under Candidate>
Candidate results> Request legalization. Details of special fees payable for this service
are available separately upon request from the IB Foundation Office.

D: Registration procedures

58 Handbook of procedures for the Middle Years Programme: Moderation and monitoring
of assessment (2015)



E1 Assigned currencies
In order to ensure that the IB has the resources it needs in each currency, every IB World
School has a nominated payment currency (usually US dollars [USD], UK pounds sterling [GBP],
Swiss francs [CHF] Euro [EUR] or Singapore dollars [SGD]). This is assigned when the school is
authorized. All fees are invoiced in and must be paid in the nominated currency. This reduces
the financial risk and currency exchange costs for both schools and the IB.

Any change in billing currency will require approval according to the IB global policy
and procedures.

Unless the billing office has authorized a change in the assigned currency, an administrative
charge will be levied on payments that do not conform to the assigned currency. The IB
reserves the right to apply penalties and interest for late payments.

E2 Services for schools
The IB is a not-for-profit organization. The IB covers its main operational costs by charging fees
to schools for providing services to support the implementation of the four programmes. This
section of the handbook describes those services provided for schools authorized to offer the
MYP, and the fees that are charged under the following three main categories.

• Annual school fee—paid by each IB World School for each programme it is authorized
to teach

• Moderation fee—paid for each school subject and each student being moderated in
the MYP

• By-request service fees—paid when a school requests additional services from the IB

There are two additional areas where schools can choose to purchase services from the IB.

• Professional development—for training teachers and administration
• IB store—for copies of IB publications or merchandise

This handbook does not cover these two services in any detail. Information about professional
development and the IB store can be obtained from the IB public website (http://www.ibo.org/).

E2.1 The annual school discount fee
IB World Schools pay an annual school fee for each programme they are authorized to teach.
These fees are invoiced separately for each programme. If schools offer two or more
programmes, other than the IBCC, they pay a reduced fee to reflect their greater commitment.
The discount is calculated as follows.

• Schools offering two programmes (excluding the IBCC) receive a 10% discount, which
is calculated on the single lowest fee.

• Schools offering three programmes (excluding the IBCC) receive a 10% discount,
which is calculated on the combined two lowest fees.

The discount is shared between the respective programmes. In case of “in-year
authorizations”, the annual authorized fee is paid, and the discounted fee applies from the
following school year onwards.
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E2.1.1 Partner schools
Where schools have formed partnerships to offer the MYP, all schools involved in the
partnership, other than the main partner school, will pay 10% of the annual fee. The main
partner school will pay the full annual fee. Each partner school will be registered as an IB World
School in its own right and will receive the same communications and support as the main
partner school.
E2.1.2 Core services
Schools receive the following core services for each programme they are authorized to teach.

• Full access to a world-class curriculum that is comprehensively researched, and
regularly reviewed and updated according to a published plan

• Secure access to the online curriculum centre (OCC) for every teacher
• Programme evaluation in schools
• Communication and marketing support
• Governance, representation and networking
• Assistance with university and government recognition
• Support and advice

E2.2 Payment of the annual fee
The annual fee is payable by 1 September each year for June session schools to cover the
period from September to August. For December session schools, the annual fee is payable by
1 March each year to cover the period from March to February.

The billing is the responsibility of the Asia-Pacific Global Centre (Shared Service Centre).

When a billing office invoices a school for fees payable, a copy of the invoice is sent directly to
either the billing contact or the coordinator as an attachment to an email. If the details for the
coordinator or billing contact change, please change the details on IBIS without delay.
E2.2.1 Payment by schools in Canada and the USA
It is highly recommended and encouraged that all payments to the IB are made via bank
transfer, with payment remittances emailed to ibabilling@ibo.org. Details are given below.

Schools in the USA

Payment currency: US Dollar (USD)
Bank payment details:

Beneficiary bank name: JP Morgan Chase Bank NA

Beneficiary bank Swift: CHASUS33

Ultimate beneficiary name: International Baccalaureate Organization

Ultimate beneficiary account: 6302307847

Schools in Canada

Payment currency: US Dollar (USD)
Bank payment details:
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Pay to (intermediary bank): Swift BIC: CHASUS33
JP Morgan Chase Bank NA, New York
ABA No: 021000021

Beneficiary bank: Swift BIC: CHASCATTCTS
JP Morgan Chase Bank NA, Toronto Branch

Beneficiary account: 4676081210
International Baccalaureate Organization
7501 Wisconsin Ave, Suite 200 West
Bethesda, Maryland, 20814

If you must pay by cheque, please use the details given below.

Cheque payments Schools in the USA Schools in Canada
Cheque payable to: International Baccalaureate

Organization
International Baccalaureate
Organization

Mail to: International Baccalaureate
PO Box 5950, New York
New York 10087-5950, USA

International Baccalaureate
PO Box 15081 Station “A”
Toronto Ontario, CANADA
M5W 1C1

E2.2.2 Payment by schools in other countries
It is highly recommended and encouraged that all payments to the IB are made via bank
transfer, with payment remittances emailed to creditcontrol@ibo.org. Details are given below.

Schools not in Canada or the USA

Payment currency: British (UK) Pound Sterling (GBP)
Bank payment details:

Beneficiary’s bank: HSBC London
Swift code: MIDLGB22

For further credit to beneficiary

Beneficiary name: IBO UK

Beneficiary account number: 401618 61605410

IBAN: GB67MIDL40161861605410

Payment currency: United States Dollar (USD)
Bank payment details:

Beneficiary’s bank: HSBC London
Swift code: MIDLGB22

Via intermediary bank: HSBC BANK USA
New York USA
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Swift Code: MRMDUS33

For further credit to beneficiary

Beneficiary name: IBO UK

Beneficiary account number: 400515 68221288

IBAN: GB30MIDL40051568221288

Payment currency: Swiss Franc (CHF)
Bank payment details:

Beneficiary’s bank: HSBC London
Swift code: MIDLGB22

Via intermediary bank: Credit Suisse AG, Zurich
Switzerland
Swift Code: CRECHZZ80A

For further credit to beneficiary

Beneficiary name: IBO UK

Beneficiary account number: 400515 68221261

IBAN: GB80MIDL40051568221261

Payment currency: Singapore Dollar (SGD)
Bank payment details:

Beneficiary’s bank: HSBC Bank Singapore
Collyer Quay

Swift code: HSBCSGSG

For further credit to beneficiary

Beneficiary name: INTL BACCALAUREATE ORG (S BR)

Beneficiary account number: 143-023547-001

Payment currency: Euro (EUR)
Bank payment details:

Beneficiary’s bank: HSBC London
Swift code: MIDLGB22

For further credit to beneficiary

Beneficiary name: IBO UK

Beneficiary account number: 400515 70415561

IBAN: GB28MIDL40051570415561
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If you must pay by cheque, this should be made out to the “International Baccalaureate
Organization” and sent to the following address.

International Baccalaureate

PO Box 4507,

Dunstable, LU6 9PW,

United Kingdom

Note: Kindly issue cheques to International Baccalaureate IB Publishing Ltd for any e-
commerce online purchases.

• Cheques must be accompanied by a clear remittance advice stating what fees or
invoices are being paid, and including the school account number and contact details
in case of a query.

• Cheques in CHF must be drawn on a bank in Switzerland.
• Cheques in USD may be drawn on any bank.
• Cheques in GBP must be drawn on a bank in the UK.
• Cheques in SGD must be drawn on a bank in Singapore.

E2.2.3 MYP scale of fees

CurrencyScale of fees

(1 September 2014 to 31 August 2015) USD CHF GBP EUR SGD

Annual school fee 9,055 11,600 5,280 6,270 10,460
MYP moderation fee—school subject fee 725 923 422 501 830
MYP moderation fee—school subject fee (early
results)

749 956 436 517 858

MYP moderation fee—student fee 70 90 41 48 81
Monitoring of assessment (per subject fee) 222 281 129 153 254
Replacement documentation (per certificate/
record of achievement)

92 117 54 64 105

The symbol * below indicates that the fee is the total fee charged per item and is not in
addition to the fees above.
Late registration fee (per student)* 85 108 49 59 97
Late registration fee (per subject)* 897 1,144 522 620 1,027
Late amendment fee (per student for each
amendment)

16 20 9 11 18

Notes

1. The appropriate IB office will provide details of fees associated with candidate
school status.

2. Moderation fees are charged in year 5 only for each student registered in one or
more subjects (June session: mid April/December session: mid October).
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E2.3 IB grants
The International Baccalaureate (IB) provides short-term grants for schools experiencing
temporary financial challenges or schools that are demonstrably increasing access to IB
programmes.
E2.3.1 Who can apply?
This fund offers grants to schools or education districts in two categories.

• Category 1: IB World Schools experiencing temporary financial difficulties owing to
unpredictable circumstances beyond their control.

• Category 2: IB World Schools or implementing schools that can clearly demonstrate
that they are significantly widening access to IB programme(s) and/or that they will
be significantly contributing to a more diverse, inclusive IB community.

E2.3.2 Nature of the grants
Grants are short-term, valid for one year with a possible extension to two years maximum.
Funds can be used for the training of teachers and administrators, the payment of the IB
annual school fee for one or more programmes, or to support creative schemes to widen
access and diversity.

Grants will take the form of a credit to the school’s IB account. This will enable a rebate in
annual fees or payment of workshop expenses in lieu of reimbursement of costs incurred
through schemes to widen access and diversity. Schools will be expected to submit a report
after the funds have been expended.

The ongoing sustainability of an IB programme in the school is a key consideration in the
award of a grant. Schools will not normally be eligible for more than two awards.
E2.3.3 Applications
The deadline for receipt of applications is 5 September 2014.

The application form should be completed and emailed to the Access and Advancement Office
in the IB Global Centre, Singapore at ibgrant@ibo.org.

The forms are available on the IB public website.

Updates or changes regarding the IB grant will be posted periodically on the IB public website.
(Please check About the IB> Access and Advancement> IB Grants or http://www.ibo.org/
accessandadvancement/ibgrants). Schools will be notified of the outcome of their grant
application about one month after the application deadline. Please address any queries to the
Access and Advancement Office at ibgrant@ibo.org.
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Forms for use in the MYP
The following table lists the forms that are available in this handbook. They are also available
on IBIS in portable document format (PDF).

Form
Moderation and monitoring of assessment
F3.1 Moderation coversheet: Subjects (PDF)
F3.1 Moderation coversheet: Subjects (Word)

F3.1 Moderation coversheet: Subjects (sample 1) (PDF)
F3.1 Moderation coversheet: Subjects (sample 1) (Word)
F3.1 Moderation coversheet: Subjects (sample 2) (PDF)
F3.1 Moderation coversheet: Subjects (sample 2) (Word)

F3.2 Moderation coversheet: Personal project (PDF)
F3.2 Moderation coversheet: Personal project (Word)

F3.2 Moderation coversheet: Personal project (sample) (PDF)
F3.2 Moderation coversheet: Personal project (sample) (Word)

Moderation checklist: Subjects (PDF)
Moderation checklist: Subjects (Word)

Moderation checklist: Personal project (PDF)
Moderation checklist: Personal project (Word)

F4.2 Monitoring of assessment coversheet: Subjects—Preparation for moderation (PDF)
F4.2 Monitoring of assessment coversheet: Subjects—Preparation for moderation (Word)

F4.3 Monitoring of assessment coversheet: Personal project—Preparation for moderation
(PDF)
F4.3 Monitoring of assessment coversheet: Personal project—Preparation for moderation
(Word)

F4.4 Monitoring of assessment task coversheet: Subjects—Evaluation visit/general advice or
guidance (PDF)
F4.4 Monitoring of assessment task coversheet: Subjects—Evaluation visit/general advice or
guidance (Word)

F4.5 Monitoring of assessment task coversheet: Personal project—Evaluation visit/general
advice or guidance (PDF)
F4.5 Monitoring of assessment task coversheet: Personal project—Evaluation visit/general
advice or guidance (Word)

Monitoring of assessment checklist—Evaluation visit/General advice or guidance: Subjects
(PDF)
Monitoring of assessment checklist—Evaluation visit/General advice or guidance: Subjects
(Word)
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http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f3.1_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f3.1_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f3.1_sample1_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f3.1_sample1_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f3.1_sample2_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f3.1_sample2_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f3.2_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f3.2_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f3.2_sample1_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f3.2_sample1_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/modchecklist_subjects_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/modchecklist_subjects_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/modchecklist_pp_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/modchecklist_pp_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.2_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.2_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.3_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.3_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.3_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.3_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.4_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.4_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.4_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.4_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.5_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/form_f4.5_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.5_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/form_f4.5_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/eval_checklist_subjects_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/eval_checklist_subjects_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/eval_checklist_subjects_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/eval_checklist_subjects_e.docx


Monitoring of assessment checklist—Evaluation visit/General advice or guidance: Personal
project (PDF)
Monitoring of assessment checklist—Evaluation visit/General advice or guidance: Personal
Project (Word)

Monitoring of assessment checklist—Preparation for moderation: Subjects (PDF)
Monitoring of assessment checklist—Preparation for moderation: Subjects (Word)

Monitoring of assessment checklist—Preparation for moderation: Personal project (PDF)
Monitoring of assessment checklist—Preparation for moderation: Personal project (Word)

Student claim of exclusive copyright (PDF)
Student claim of exclusive copyright (Word)

Reasonable adjustment for access to assessment (editable PDF)
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http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/eval_checklist_pp_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/moderation_subjects_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/moderation_subjects_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/moderation_pp_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/moderation_pp_e.docx
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/pdf/copyright_e.pdf
http://xmltwo.ibo.org/publications/MYP/m_g_mypxx_coh_1408_1/word/copyright_e.docx
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