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This document has been produced in order to provide Post Primary schools

with a framework for designing and developing a policy on assessment in

accordance with all relevant Department of Education and Skills (DES) policy,

circulars and publications. 

This document has been created in line with the recent DES Circular

0058/2019  (revising DES Circular letter 0035/2017). Circular 0058/2019 applies 

to all instances where psychometric tests (either ability, aptitude or 

achievement) are administered.

This document contains four sections as follows:

1. A sample ‘Assessment Policy’ which may be adjusted for use in post-

primary schools.

2. A sample ‘Parental Consent to Assessment’ form

3. A sample ‘FAQ information sheet' for parents/guardians

4. A list of key policies, circulars and publications on topics relating to

assessment in post primary schools
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www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0058_2019.pdf



Sample ‘Assessment Policy’ 

This Template may be adjusted for use in post-primary schools. 

Content for consideration is included within the sections below, schools may adjust / overwrite this 
content (you can do so in this PDF) - in line with the unique needs of their school 

School Name 

Purpose of the 
Policy:  The overarching purpose of this assessment policy is to clearly outline all 

aspects involved in the administration of psychometric assessment.  
This policy will enhance communication on all aspects of psychometric 
assessment for all stakeholders. 

Definition of 
Assessment 
Instruments for the 
purposes of this 
policy: 

Circular 0058/2019 refers to the different types of psychometric assessment 
and offers a definition of each type of assessment: 

Standardised ability assessments are designed to be curriculum-independent 
and measure more enduring and long-term traits than the attainment of 
learning. They measure potential and what a student can know rather than 
what is known.  

Standardised attainment/achievement assessments measure what a student 
knows and can be used to assess, for example, students’ knowledge and skills 
in literacy and numeracy, and to determine progress in these areas.  

Diagnostic assessments may be administered subsequent to information 
garnered from various assessment practices including ability and achievement 
tests to provide a more detailed view of a student’s learning strengths and 
needs.  
These assessments are designed to provide specific information about a 
student’s strengths and needs in some aspect of learning. 

Interest tests may be administered to guide and to support students’ decision-
making regarding subject choice and   senior- cycle programme   options and to 
support their career development, including planning for higher education, 
further education and training, apprenticeships or work.   

Schools will outline the definition of assessment used in their local context 
(certain schools will use certain instruments, not all instruments will be used in 
all schools) 

Staff roles and 
responsibilities in 
relation to this 
policy:  

Who is involved in/responsible for the development, implementation and 
review of this assessment policy 

Date policy approved 
by BOM:  

Date for review of 
policy:  



Use of Assessment Instruments:

Purpose of 
Assessment 

What is the rational for the school using assessment instruments in our 
school? 

- Why do we assess?
- When / Under what circumstances do we assess?
- Which cohort of students is assessed?
- Under what circumstances will a student not undertake an

assessment?

In answering this section, the rational for each of achievement, ability, 
interest and diagnostic tests must be noted as all assessments serve 
different purposes. 

Schools should only administer assessment tests if they have a clear and 
defined purpose for the student within the educational context.   

Informed Consent How do we inform students and parents about the purpose of 
assessment? 
How do we obtain consent? 
When do we obtain consent? 

Selection of 
Assessment 
Instrument 

This section should clearly outline all the assessments selected for use in 
the school. 

Important considerations in selecting assessments include: 
-Is the assessment approved (see Circular 0058/2019)?
- Is the assessment normed for the Irish population?
- How old is the test? Are we using the most up to date edition?
- Is the assessment reliable and valid?
- What are the professional qualifications required in administering the
assessment?

Administration of 
Assessment 
Instrument 

This section should outline exactly how the school administers the 
assessment/tests e.g. where in the school, under what conditions and 
what professionally qualified individual will lead the assessment team (if 
more than one staff member is required in assessment administration). 

Administration of the assessment should only be done if (i) the purpose 
of the assessment has been clearly outlined to all parents and students, 
(ii) written consent to administer the assessment has been obtained.

NEPS and NCGE provide guidelines on best practice in psychometric 
testing. 

The Psychological Society (PSI) register 1 provides for the continued 
certification of psychometric test use by appropriately qualified 
guidance counsellors. DES Circular 0058/2019 encourages guidance 
counsellors to join this register. 

(1) www.psychologicalsociety.ie/services/Guidance-Counsellor

https://www.psychologicalsociety.ie/services/Guidance-Counsellor


Provision of 
Feedback 

Constructive feedback is essential. 

Feedback should only be given by an appropriately qualified 
professional, either a guidance counsellor or other suitably qualified 
teacher.   

 Assessment feedback should be accurate and timely.  

In giving feedback, students and parents should be made aware of the 
limitations of assessment results: Assessment results are only one 
element of the whole picture of a student in education.   Many elements 
make up the whole picture such as the interests of the student, their 
talents, experiences, information and knowledge gathered from many 
other sources. Assessment results should never be regarded as 
definitive.   

In giving feedback the student should be afforded the opportunity to 
explore their results in the context of the educational opportunities that 
the school can provide.  

Assessment results may support decision making. 

Consideration on the purpose of assessment must be considered for all 
students including those who have Special Educational Needs and/or 
students that are studying English as an Additional Language (EAL).  

Consideration must be given to HOW the assessment results are 
provided (e.g. raw/standardised scores) and to whom (e.g. to students 
and/or parents). 

Personal results/feedback/information should never be disclosed or 
directly referenced in a group context.  

Examples of acceptable processes to provide feedback include: 
(i) Providing personalised feedback to students in a one-to-one

meeting.
(ii) Providing general feedback at a parent and student evening 

with each student receiving their results in a sealed
envelope.

Interpretation of 
Assessment Results 

This section outlines the larger context in which the results may be 
interpreted. Any sharing of information must occur in line with school 
policy on confidentiality and data sharing. It should also be clearly 
explained to parents and students: consent must be sought. 

The results of standardised tests may be shared with the relevant 
members of school staff in order to plan to meet the educational, 
emotional, behavioural and wellbeing needs of the student.   

From time to time this information may need to be shared with external 
agencies including NEPS, CAHMS and the Inspectorate.   



General DATA 
Protection Regulation 
(GDPR): 

Assessment may be administered either online or through use of paper 
and pen.  When the online version of tests is used, it is important that 
the assessment information that is gathered is stored in line with EU 
GDPR regulations.   

If data is stored outside of the EU, schools should ensure that the 
companies concerned apply GDPR data protection principles to all EU 
personal data. 

Additional information is provided on the NCGE website ‘Data Protection 
for the Guidance Counsellor Compliant Data Management’3    

Storing of Assessment 
Data  

Schools should be aware of the obligations of access of stored data 
under:  

This section should set out: 
- how the school stores assessment data
- who has access to this data?
- The rationale for sharing the data
- the school’s policy on data protection and on GDPR.
- Where the data is stored
- For how long the data is stored

Reasonable 
accommodation at 
the Certificate 
Examinations (RACE): 

From 2019, it is no longer necessary to administer cognitive ability 
assessments for the purpose of RACE.  
RACE Guidelines are subject to change. Up to date information of RACE 
may be found at https://www.examinations.ie 

(2) See: A Continuum of Support for Post-Primary Schools: Resource Pack for Teachers
www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-
/neps_post_primary_continuum_resource_pack.pdf 
(3) See: www.ncge.ie/school-guidance-handbook/data-protection-guidance-counsellor-gdpr

https://www.examinations.ie/


Other Information This section allows for a school to add additional information 



‘Parental Consent to Assessment’ (sample template) 
This template can be used and modified by schools in seeking parental consent for the administration 
of assessment instruments to students. 

SCHOOL LETTERHEAD 

Date 

Re: Administration of Assessment Instruments to Students (consent) 

Dear Parent/Guardian. 

During your daughter’s/son’s education in School Name, (s)he will have the opportunity to engage in 
a wide range of assessment activity as part of normal teaching and learning. 

Other specialist tests may also be administered to support your daughter’s/son’s educational 
development and learning as well as his/her career development. Such tests may include 
achievement, ability, diagnostic and interest tests. 

The results of all such tests will be shared with parents and students. There may also be occasion to 
administer tests on an individual basis to your son/daughter to support his/her learning, progress 
and achievement. Such tests will only be administered following consultation with parents. 

I enclose a Frequently Asked Questions (FAQ) information sheet which may address any additional 
questions you may have in relation to the above. In addition, the school’s policy on the use of 
assessment instruments is available from the school’s website www.websiteaddress.ie 

If you would like to find out more, please do not hesitate to contact x member of staff. 

Please return the completed Consent Form below to the school secretary by (indicate date). 

Your sincerely 

Principal/Staff member 

…………………………………………………………………………………………………………………………………………………………… 

Consent form 

I, the parent/guardian of (full name of child) give consent for assessment instruments to be 
administered to my son/daughter while he/she is a student in the school. 

Name of parent/guardian: _____________ Signature: __________________ 

Date: _____________ 

…………………………………………………………………………………………………………………………………………………………… 



‘FAQ Sheet for Parents/Guardians’ (sample template) 

This template can be used, and modified, by schools to inform parents/guardians on the school’s use 
of assessment instruments with students. 

Who will be involved in the administration of assessment instruments? 

Administration of assessment instruments will be undertaken by appropriately qualified school staff 
only, which in some instances will involve subject teachers, the school guidance counsellor and/or 
the learning support teacher (depending on the nature of the test). 

How will the information be protected? 

The school will ensure that the information, in line with data protection requirements, is kept secure 
with access confined to designated school staff. In the case of electronic information this will be kept 
secure through password protection. Only designated school staff will have access to this password. 

Who will be able to access the information and results? 

In order to ensure that your son/daughter receives an education that best supports his/her 
development, the information and results may be shared with your son/daughter’s teachers in 
accordance with established test practice. This is to ensure that teaching approaches can be adapted 
to accommodate the different learning needs and styles of students. In addition, the guidance 
counsellor and the learning support teacher will have access to the information. 

How long with the school retain the information? 

The school will retain the information until seven years after your son/daughter has left school. This 
is in line with data protection requirements. 

Will we be informed of the results? 

All parents/guardians will be informed of the test scores achieved by their sons/daughters. The 
information will be presented in accordance with established test practice and in a format that is 
easily understood. 

Students will also receive feedback on how they did. This will be through a meeting with either the 
guidance counsellor/learning support teacher or the subject teacher who administered the test. 

My child has a Special Educational Needs (SEN) or takes English as an Additional Language (EAL), is 
further testing appropriate? 

If your child has been identified as having a SEN or is an EAL student, and you have disclosed this 
information to the school, it may not be necessary or appropriate for your child to take a specific 
test. A member of the school staff will be in touch with you prior to the administration of a test to 
discuss this further with you. 
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