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This handbook is produced by the Croydon moderation team in order to inform Year 6 teachers, head 

teachers and assessment leads about the moderation process for the end of KS2 writing assessment. 

This process meets the requirements of the statutory guidance for KS2 moderation.  

 

 

This handbook is underpinned by the statutory requirements in the Assessment and Reporting 

Arrangements 2025 and the 2025 teacher assessment guidance for KS2 and should be read in 

conjunction with these documents. They can be found on the GOV.UK website: 

 

2025 key stage 2 assessment and reporting arrangements - GOV.UK 
Key stage 2 teacher assessment guidance 2025 - GOV.UK 

 

This handbook does not substitute or replace STA key documents but should be read in conjunction 

with them. The purpose of this handbook is give schools information about the Croydon moderation 

process, to highlight local agreements, and to clarify the roles and responsibilities of those involved. 

 

Teacher assessment is the main focus for end of KS2 English writing assessment and reporting. 

Schools are also required to report teacher assessments for science. It is carried out as part of 

teaching and learning. Teacher assessment provides a judgement that is based on knowledge of how 

the pupil has performed over time and in a variety of contexts. 

In 2025, KS2 TA judgements must be made using: 

- the TA frameworks  

https://www.gov.uk/government/publications/teacher-assessment-frameworks-at-the-end-of-

key-stage-2 

- the pre-key stage standards 

https://www.gov.uk/government/publications/pre-key-stage-2-standards 

- the Engagement model 

The engagement model (publishing.service.gov.uk) 

 

 

 

 

 

 

 

 

INTRODUCTION 
 
 

https://www.gov.uk/government/publications/key-stage-2-assessment-and-reporting-arrangements-ara/2025-key-stage-2-assessment-and-reporting-arrangements
https://www.gov.uk/government/publications/key-stage-2-teacher-assessment-guidance/key-stage-2-teacher-assessment-guidance
https://www.gov.uk/government/publications/teacher-assessment-frameworks-at-the-end-of-key-stage-2
https://www.gov.uk/government/publications/teacher-assessment-frameworks-at-the-end-of-key-stage-2
https://www.gov.uk/government/publications/pre-key-stage-2-standards
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/903458/Engagement_Model_Guidance_2020.pdf
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Moderation Manager 

Rachel Fox   Rachel.fox@croydon.gov.uk           

Joanne Wallin              joanne.wallin@croydon.gov.uk     

KS2 Lead Moderators 

Amy Blackford   ablackford.306@lgflmail.org 

Viv Bull                           vbull@rockmount.croydon.sch.uk 

Matt Dench                   mdench@smitham.croydon.sch.uk  

Sally Dubben                sally.dubben@newvalleyprimary.com  

Rachel Fox    rachel.fox@croydon.gov.uk 

Jennifer Guest               jenny.guest@croydon.gov.uk  

Joyce Lydford                joyce.lydford@croydon.gov.uk 

Joanne Wallin                joanne.wallin@croydon.gov.uk 

 

Margaret Baldwin English lead, Woodcote Primary School 

Haidee Bird Maths and English lead, SLT and Year 6 teacher Courtwood Primary School 

Clair Budd Deputy head, Beulah Junior School 

Viv Bull Deputy head, Rockmount Primary School 

Amy  Blackford Assistant head, Year 6 and English lead, Howard Primary School 

Ellie Byrne Staff development lead - Pegasus Academy Trust 

Naomi Chapman Year 6, Thematic lead, Pegasus Academy Trust 

Alexander Cousins English Lead and Y6 teacher Selsdon Primary School 

Matt Dench Deputy head, Smitham Primary School 

Sally Dubben Deputy head, PACE English/maths lead, New Valley Primary School 

Rachel  Fox Moderation manager, school improvement/English adviser, Croydon LA 

Jenny  Guest Specialist education consultant, Croydon L.A. 

Christopher Law Year 6, assessment and science lead, Harris Primary Academy Shortlands 

Kayleigh Lodge Assistant head, St Joseph’s Federation of Nursery, Infant and Junior Schools 

Joyce  Lydford School improvement adviser, Croydon L.A. 

Nick Parkhouse Year 6 lead, Elmwood Junior School 

Joanne  Wallin Moderation manager, school improvement/maths adviser, Croydon LA 

Aylea Zaidi Assistant head, Year 6 teacher, English lead, Regina Coeli Catholic Primary  
 

Performance team 

Jonathan Driscoll Jonathan.driscoll@croydon.gov.uk 

 

Croydon Contacts for Key Stage 2 Moderation  
 

 
 

mailto:Rachel.fox@croydon.gov.uk
mailto:joanne.wallin@croydon.gov.uk
mailto:ablackford.306@lgflmail.org
mailto:vbull@rockmount.croydon.sch.uk
mailto:mdench@smitham.croydon.sch.uk
mailto:sally.dubben@newvalleyprimary.com
mailto:rachel.fox@croydon.gov.uk
mailto:jenny.guest@croydon.gov.uk
mailto:joyce.lydford@croydon.gov.uk
mailto:joanne.wallin@croydon.gov.uk
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Local authorities  

 

LAs have a statutory responsibility to externally moderate a minimum sample of 25 per cent of 

their LA maintained schools, plus 25 per cent of academies that opt to be included in the LA’s 

external moderation provision. 
 

The information for LAs in the 2025 KS2 TA guidance includes details of the moderation process and 

how to carry out moderation visits. LAs must refer to the guidance and ensure they are aware of the 

statutory requirements to ensure that robust moderation processes are followed. 

 

External moderation arrangements that are communicated to schools by LAs and that lie outside the 

scope of the 2025 KS2 teacher assessment guidance are by local agreement only and must be clearly 

stated as non-statutory.  
 

Local agreements should be drawn up in consultation with, and with the agreement of, all 

stakeholders and revised annually. A local agreement should be signed by both LA and school. All 

schools should have a written copy. Croydon LA’s local agreements with schools can be found in 

Appendix 1. 

 

Headteachers’ responsibilities for teacher assessment and moderation  

 

Headteachers at maintained schools, academies (including free schools) and participating 

independent schools must:  

• give those carrying out TA sufficient opportunity to become familiar with the TA 

frameworks and the pre-key stage standards, using funds available within the school’s 

overall resources  

• ensure the TA frameworks are used to make pupils’ TA judgements  

• ensure TA judgements are an accurate assessment of pupils’ attainment  

• comply with STA’s TA guidance  

• submit accurate TA data to STA in English writing and science, for all pupils at the end of 

KS2, by Friday 28h June (this includes participating independent schools that wish to 

publish and compare their national curriculum assessment results with local or national 

data)  

 

Headteachers at academies must also:  

• have a written agreement in place with their chosen LA for external moderation of their 

KS2 TA, and if they have selected a non-geographical LA they must report this information 

to STA via the Primary Assessment Gateway 

 

 

 

Statutory responsibilities for moderation 
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Courses are shown in italics  Deadlines and other key events are shown in bold 
 

Date KS2 General 

May 2025 

 

• 16 May - Schools informed by the LA on, or after, 

this date if they are going to receive an external 

moderation visit for TA   

• 20 and 22 May – KS2 moderation briefings for 

schools (online) 

 

 

June 2025 

• 4-20 June KS2 moderation visits 

• 24th June - Consistency of judgement surgery 

(moderated schools)  

• 25th June Cross-borough appeals panel 

• 27th June – Deadline for submitting end of KS2 

assessments to The Primary Assessment Gateway. 

• Data checking by LA  

 

July  

2025 

• LA quality assurance of data from moderated and 

un-moderated schools 

• Schools report children’s end of KS2 achievements 

to parents 

 

 

The deadline for the submission of KS2 teacher assessments (including Engagement model data) to 

the DfE through the Primary Assessment Gateway is 27 June 2025. 

 

 

In the event of any difficulties, schools should prioritise the submission of KS2 teacher assessments 

and contact Jonathan Driscoll in the Performance Team (Jonathan.driscoll@croydon.gov.uk)

 

Key Stage 2 moderation dates – 

Summer 2025 
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Purpose of  the visits 
 

The purposes of the LA moderation visits are to ensure consistency, reliability and validity of teacher 

assessment for writing.  

End of key stage judgements are made against the standards in the KS2 teacher assessment 

framework and, where appropriate, the pre-KS2 standards. 

 

In addition to external moderation visits conducted by Croydon LA, schools must have their own clear 

internal moderation process which scrutinises teacher assessment judgements in advance of any 

external moderation activity. This is likely to include : 

• senior leaders of the school scrutinising evidence provided for TA judgements against the Teacher 

Assessment Framework (TAF); 

• internal and inter-school moderation opportunities where teachers are able to work with 

colleagues from other schools to scrutinise the evidence for judgements against each of the ‘pupil 

can’ statements within the standard awarded from the Teacher Assessment Framework. 

 

It is part of a headteacher’s responsibility to subject teacher assessment judgements to 

internal moderation prior to an LA external moderation visit. 

 

Informing schools about the moderation visit  
 

On 16 May 2024, the moderation manager will contact schools by email to let them know whether or 

not they are being externally moderated at KS2 in 2025. 

A date for the moderation visit will be agreed as soon as is feasible. 

Schools will be moderated from 4 June onwards 

 

Selecting the sample of pupils for the moderation visit 
 

The school will be asked to provide the LA with year 6 writing teacher assessment judgements.1 (as 

per the local agreement). A spreadsheet for this purpose will be provided. Schools should use the 

appropriate codes for data submission. Please use the column provided on the spreadsheet to 

indicate any pupils who in exceptional circumstances (e.g. prolonged periods of absence), may not be 

suitable for inclusion in the sample (there is no need to comment on any pupils working below the 

‘working towards the expected standard’ as these will not be included in the sample). The school will 

be asked to send this data through the secure USO/FX2 system, details of which are outlined in this 

handbook (Appendix 3). Schools that cannot access USO/FX2 should inform the moderation manager 

in order to make alternative arrangements for sending the data securely via Egress. Data should be 

uploaded at least three days before the visit. Please name the spreadsheet as follows: 

School name-date-KS2. 
 

The day before the visit the moderation manager or lead moderator will inform the school, via USO-

FX2 (or Egress where indicated), which pupils have been included in the moderation sample. If any 

pupils are selected who would not be suitable for inclusion (e.g. a child who has had an extended 

period of absence) the school should inform the moderation manager or lead moderator 

immediately. The sample must cover the range of standards in the teacher assessment framework 

(working towards the expected standard, at the expected standard and at greater depth within the 

 
1 Providing teacher assessment data before the visit is part of Croydon LA’s local agreement with schools. In the event that a school 

has not signed the agreement, the sample will be chosen at the beginning of the moderation visit. 
 

 

Key Stage 2 moderation process 
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expected standard); this will form the basis of the professional discussion. A minimum of 15% of 

pupils across the cohort must be sampled (or in the case of a single class, a minimum of 5 pupils). NB. 

If, during the visit, there is insufficient evidence to support teachers’ judgements, the LA external 

moderator must request to see other examples and potentially expand the sample. 

 

The moderation visit 
 

The purpose of the moderation visit is to confirm that teacher assessment judgements for writing at 

KS2 are accurate and consistent with national standards. Moderators will look at a range of 

assessment information for at least five children from each Year 6 class across the standards in the 

teacher assessment framework. There will be at least two moderators and, generally for larger 

schools, the equivalent of one moderator per class.2 If there are any additional personnel present, the 

reasons will be communicated clearly to the school e.g. for quality assurance purposes. The lead 

moderator will send an agenda to the school ahead of time outlining the structure of the visit, 

personnel and roles. 

 

At the start of the visit the moderators will meet with a member/members of the senior leadership 

team to discuss the school’s assessment processes and whether any pupils in the sample have been 

judged by the teacher to have a particular weakness. 

 

Most of the visit will involve moderators reviewing evidence for each pupil in the sample against the 

‘pupil can’ statements from the TA frameworks within the standard they have met and holding a 

professional discussion with the year 6 teacher(s) to understand how the TA judgements have been 

reached and to discuss any gaps in evidence against the TA frameworks  

The professional discussion between the year 6 teachers and LA external moderator(s) is 

essential and should be central to the process. This allows the teacher to talk through their 

judgements using evidence to support their decision and articulate their understanding of the 

standards. 

 

Teachers will need to make available to the moderators a range of evidence for these pupils. 

Moderators must be satisfied that the work was completed independently.3 If the work was not 

independent, the school must ensure that the evidence clearly identifies the amount of support a 

pupil has received.   

 

While the teacher’s knowledge of pupils can inform judgements, these must be based on sound and 

demonstrable evidence. This ensures that judgements are as objective as possible, and consistent 

between classes and schools. Specific evidence does not need to be ‘produced’; what pupils can 

do should be evident in their work.  

 

Evidence should come from day-to-day work in the classroom and can be drawn from a variety of 

sources: the only requirement is that it supports the judgement being made. The type of evidence will 

vary from school to school, class to class, and even pupil to pupil. A pupil’s work in books will often 

have all the evidence a teacher needs, but evidence might come from a number of potential 

additional sources, such as projects, assessment notes (for example, guided reading records, phonics 

records, notes on mathematics exercises), classroom tests and assessments.4  

The form of evidence supporting a teacher’s judgement is entirely up to the teacher, provided that it 

meets the requirement of the frameworks. 

 
2 As outlined in Croydon LA’s local agreement with schools.  

3 Teachers should refer to the ‘2024 teacher assessment guidance: key stage 2’ for further clarification about independent writing. 

4 Further information about suitable evidence can be found in the 2024 teacher assessment guidance: key stage 2.’ 
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Schools should be aware that no additional preparation is required by Year 6 teachers. There is no 

need for teachers to spend time photocopying pupils’ work prior to the visit. 

 

Good reason 
 

When a teacher deems that a pupil meets a standard in English writing despite a particular 

weakness, the moderator(s) should scrutinise whether there was good reason to reach this 

judgement. That simply means that, through a professional discussion, it is clear that the pupil’s 

weakness is an exception to their overall attainment, and that the standard at which they are being 

judged has been convincingly met. 

 

If the moderators are concerned about the accuracy of the TA judgements they will expand the 

sample. 

 

Should the moderator be unable to validate judgements from the evidence produced, even when the 

sample is expanded, they will notify the Moderation Manager and headteacher. 

 

Feedback at the end of the visit 

 

At the end of the visit, the moderators will feed back to the teachers and senior leaders.  The lead 

moderator will explain the process for how the LA will carry out any agreed re-moderation of pupil 

evidence and will provide the school with a completed LA record of the visit, which includes:  

• the agreed validated judgements for all moderated pupils  

• any revised judgements if the LA external moderator(s) judged that there was insufficient 

evidence for the standard awarded, or if the LA external moderator(s) considered the pupil to 

be working at a higher standard  

• any decisions that the school intends to appeal  

• any concerns that require further action by the school or LA (such as a re-visit). 

  

The record of the visit must be signed by the headteacher (or representative) and LA external 

moderator(s). 

 

If the school and the LA external moderators agree some pupils have the potential to meet the 

proposed standard before the data submission deadline, the LA record of visit should also include the 

next steps:  

• if school TA judgements were accepted in full by the LA, the additional evidence must have 

been internally re-moderated by the school and submitted by the TA submission date, or  

• if school TA judgements were not accepted in full by the LA, the additional evidence must be 

submitted to the LA for review prior to the TA submission date. 

Additional evidence to be submitted to the LA can be, in some cases, sent electronically or the school 

may be asked to bring the additional evidence to the KS2 consistency of judgement surgery on 30th 

June.  

 

The consistency of judgement surgery 
 

If further assessment information is needed by the moderator, teachers may be asked to attend the 

consistency of judgement surgery on 24th June. They must be accompanied by a senior leader. 

 

The consistency of judgement surgery will take place in the Octavo Training Room. 
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Teachers do not need to stay for a whole session, but should book an appointment to suit them, by e-

mailing Rachel Fox (rachel.fox@croydon.gov.uk) giving two preferred times. Every effort will be made 

to accommodate requests but times cannot be guaranteed. Details of how to do this will be given at 

the end of the moderation meeting, if necessary. 

 

Data submission 

 

The deadline for submitting KS2 assessments to the Primary Assessment Gateway, is 27 June 2025. 

The LA performance team will provide schools with guidance about how to submit the data. It is 

essential that senior leaders are secure about the accuracy of the data submitted, both in terms of 

teacher assessments and the data entry.  

  

If a school cannot meet this deadline they must discuss this with the LA (initially with the moderation 

manager) and/or STA. Failure to do so could result in the matter being reported to the STA 

maladministration team. NB: Data submitted late will not be used in the DfE’s performance 

tables data checking exercise. 

 

As a further check on the accuracy of data submission the LA is also required to scrutinise the data of 

the moderated schools. Where submitted data differs from the moderated data, the moderation 

manager will contact the headteacher to discuss why this is the case. Where necessary, the LA is 

required to refer the issue to STA.  

 

The moderation manager will also scrutinise school level data (for all schools) for any unexpected 

patterns of attainment or unexpected anomalies. These could include differences between current 

data and previous performance or national standards - or significant differences in data between 

classes. Any such issues will be communicated to the school’s link adviser who will discuss them with 

the head teacher. 
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Local Authorities (LA) are required to have an appeals process for Key Stage 2 moderation of writing. 

The appeals process for Croydon LA is outlined below. 

 

Step 1  

If moderators disagree with the standards presented, they will explain their reasons both verbally, 

and in writing, to the class teachers and the head teacher or member of the senior leadership team. If 

the evidence from pupils’ work is insufficient to support teachers’ judgements, the LA external 

moderator(s) will request to see other examples and, potentially, will expand the sample. 

  

Step 2  

If there are disagreements regarding the judgements made and/or concerns pertaining to the 

assessment process which cannot be resolved during the moderation visit the school will need to 

lodge an appeal and a further moderation visit will be arranged by the moderation manager.  

  

Step 3  

If there is still a dispute, then the school can submit evidence to be taken before a regional Appeals 

Panel. The appeals panel is comprised of moderation managers and moderators from a number of 

boroughs in the South-East region. The appeal can only be based on evidence shown to the 

moderators during the LA moderation visit to the school. The decision of the appeals panel is final. 

 

 

 

 

 

 

A copy of the moderation record of visit can be found on p14. A copy will also be sent to 

all schools being moderated. 

 

 

 

 

 

 

Key Stage 2 appeals process 
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General 

 

• How are assessments made and quality assured? Have SLT and the subject leader been 

involved in the process?  

• Have Year 6 teachers attended assessment training this year, including the Year 6 writing 

moderation cluster meetings? See Appendix for form detailing arrangements for internal 

moderation this year 

 

Range of evidence 

 

• Does the evidence presented demonstrate whether a pupil has met all the ‘can-do statements 

for the standard (from the teacher assessment framework) at which they are being assessed? 

• Will the evidence presented demonstrate to the moderators the extent to which the standards 

have been met? 

• Are the contexts for the evidence sufficiently clear for the moderators to form a judgement, 

including a clear indication of whether the work is independent (in line with the guidance in 

‘2025 teacher assessment external moderation: key stage 2 writing’? 

• Will the evidence (including the teacher’s knowledge) help demonstrate to the moderator how 

the decision about the child’s current level of attainment has been reached? 

 

Writing 

 

• Across the year, do children have the opportunity to produce sufficient unaided writing in 

varying contexts, so that there is a range of writing to consider when teachers come to make 

their final judgements?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Key points for SLT and teachers to consider 
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This set of questions is intended to support SLT in managing the moderation process and in    

reviewing end of KS2 assessment practice.  

 

What arrangements are in place for standardisation and moderation activities (year 

group, across key stages, whole school and with other schools)? 

What is the role of the SLT in the assessment and moderation process? What quality 

assurance actions take place? 

Are all senior leaders and year 6 teachers aware of the requirements of the teacher 

assessment frameworks and the guidance in the ‘2019 teacher assessment guidance: key 

stage 2’? 

Have year 6 teachers used the national exemplification materials in order to support 

their judgements? NB. This is not a statutory requirement 

How have Y6 teachers been supported in preparing for the professional dialogue that 

forms part of the moderation process? 

How do senior leaders check the ‘big picture’ of the assessments before they are 

submitted to NCA tools? 

How is the accuracy of the data submission checked? 

What plans are in place for detailed analysis of the assessment outcomes to identify 

issues or teaching and learning implications? 

What plans are in place for the transfer of the assessment information to high schools? 

 

    Comments/action points 

 
 

 
 
  
 

 
 
 
 
 

 

Quality assuring teacher assessment at Key Stage 2 

Senior Leadership Checklist 
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All schools must report end of KS2 teacher assessments on the Primary Assessment Gateway by 27 

June 2025. 

Schools must include teacher assessments for writing and science. Judgements for pupils working 

below the levels of the KS2 tests must also be made in reading and mathematics using the pre-key 

stage standards or the Engagement model. 

 

A school’s submission must include TA data for every pupil:  

- the school registered to take a national curriculum test  

- registered as working below the overall standard of the tests  

 

Further information about submitting KS2 teacher assessment and the codes to be used can be found 

via this link: 

https://www.gov.uk/government/publications/key-stage-2-submitting-teacher-assessment-data 

 

 

 

If a pupil moves school, then the schools involved should use the guidance below to submit data. 

 

Change of school before KS2 test week  

If a pupil changes school before test week, the receiving school must submit TA data for them.  

 

Change of school during KS2 test week  

If a pupil changes school during test week, the school where the pupil was registered at the beginning 

of test week must submit TA data for them.  

 

Change of school after KS2 test week  

If a pupil changes school after test week, the school where the pupil was registered during test week 

must submit TA data for them. 

 

 

 

 

 

Reporting results 
 
 

https://www.gov.uk/government/publications/key-stage-2-submitting-teacher-assessment-data
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The LA moderation process is quality assured in the following ways: 

 

• Recruitment process for moderators including application, headteacher endorsement and 

standardisation tasks provided by STA. 

 

• All moderators have successfully completed the STA standardisation task and are in receipt of 

an approval to moderate certificate. 

 

• All moderators are qualified teachers with recent and relevant experience of KS2 assessment 

and moderation.  

 

• Substantial training for moderators as well as attendance at cluster meetings has taken place. 

 

• Joint moderation visits to schools to ensure accuracy of moderation judgements and to 

support new moderators (this is part of the LA’s local agreement with schools). 

 

• Shadowing opportunities for new lead moderators who are mentored during their first lead 

visit. 

 

• Quality assurance visits for all new moderators and a selection of experienced moderators, 

early in the visit period, by the moderation manager or senior moderators.  

 

• Moderators will be provided with feedback and the moderation manager will follow up any 

inconsistencies in practice. 

 

• Schools who receive a moderation visit will be asked to contribute to the evaluation of the 

yearly moderation cycle.  

Quality assurance of the LA 

moderation process 
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KS2 Statutory Moderation  

Record of Visit 2025 

School  

Moderators  Date of visit  

Number of pupils in cohort  Number of classes with Y6 pupils  

 

 

School’s moderation processes 

 Moderators’ comments and 

recommendations 

Year 6 teacher assessments have been 

quality assured by senior leaders Yes No 
 

 

The school has undertaken internal 

moderation activities Yes No  

The school has been involved in 

moderation activities with other 

schools 

Yes No  

 

Evidence Base (moderators to tick types of evidence seen) 

• Teacher knowledge evidenced through professional dialogue 

 

 

• Assessment records (e.g. tracking sheets etc.) 

 

 

• Evidence of pupils’ independent and sustained writing including fiction and non-fiction, 

cross curricular evidence etc. 

 

 

• Other (please specify) 
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Class:                                                                                                                        No. of pupils in class: 

Name of pupil Teacher 

assessment 

Moderated 

judgement 

Moderator 

Comments 

Additional evidence to be 

considered at CoJ 
 

     

     

     

     

     

     

     

     

     

 

ADDITIONAL COMMENTS RELATING TO ANY PUPILS THE LA AND SCHOOL AGREE HAVE THE POTENTIAL 

TO REACH THE NEXT STANDARD BY DATA SUBMISSION DATE 
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Pupils identified who have potential to achieve next standard by data submission 

day  (see class sheets below for further information) 

School to review the evidence for these pupils before data submission 

Yes No 

Pupils identified who have potential to achieve next standard by data submission 

day  (see class sheets below for further information) 

LA moderators to review the evidence for these pupils before data submission 

Yes No 

There is a systematic lack of evidence and moderators are unable to verify the 

submitted data 
Yes No 

 

CONCERNS / FURTHER ACTIONS REQUIRED BY THE SCHOOL OR LA 

 

 

 

 

 

ADDITIONAL COMMENTS  

 

 

 

 

ARE THERE ANY JUDGEMENTS THAT THE SCHOOL IS INTENDING TO APPEAL?            YES            NO 

Please include details below: 

 

 

 

 

 

 

Moderator signature 

 

 Date  

Head teacher signature 

 

 Date  
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External moderation arrangements that are communicated to schools by Local Authorities and that lie 

outside the scope of the statutory documents: ‘2024 Assessment and Reporting Arrangements (ARA)’ 

and ‘2024 KS1 & 2 Teacher Assessment Guidance for Schools and Local Authorities’, are by local 

agreement only and must be clearly stated as non-statutory.  

 

This local agreement for Croydon LA has been drawn up following consultation with stakeholders and 

will be revised annually. The local agreement must be signed by both representatives of the local 

authority and head teachers. All head teachers are emailed a written copy of this agreement and 

should return a signed copy to the moderation manager. Where a headteacher is not in agreement 

with these local arrangements, the STA guidance will, instead, be followed. 

 

The local agreement for Croydon covers three key areas of the statutory moderation process, which 

differ from the Standards and Testing Agency (STA) guidance for 2024. These are set out below with 

the STA guidance alongside for clarity. 

 

1. Submission of data prior to external moderation visits 

STA Guidance  Local Agreement Commentary 

STA does not require LAs to 

ask schools for pupil data in 

advance of an external 

moderation visit. 

Schools will continue to have the 

option to submit data in advance 

of their visit, if they wish to know 

the pupil selection the day before 

a visit takes place. Otherwise, 

schools will be notified of the 

sample at the beginning of the 

visit. 

Arrangements for submitting 

data will be shared with 

schools through the Croydon 

moderation handbooks for 

KS1 and 2 and during briefing 

meetings for schools being 

moderated at KS1 and 2. 

 

2. Personnel attending external moderation visits 

STA Guidance Local Agreement Commentary 

In the majority of cases, STA 

would expect only one LA 

external moderator per visit. 

However, if the school has a 

large cohort, or the LA external 

moderator is being quality 

assured, or if the visit forms 

part of moderator induction, 

there may be additional LA 

external moderators 

conducting the visit.  

Moderators will carry out 

moderation visits in pairs and, 

where a school has three forms of 

entry or more, additional 

moderator(s) will attend if required 

(the number of moderators will 

usually correspond with the 

number of forms of entry). Schools 

will be informed in advance of the 

visit about personnel attending. 

Ensuring a minimum of two 

moderators on each visit 

enhances the opportunities for 

professional dialogue which is 

central to the moderation 

process and supports 

consistency of judgement.   

 

 

 

On 
beh
alf 
of 

 

APPENDIX 1 

Local agreements 
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3. Timings of moderation visits 

STA Guidance Local Agreement Commentary 

No visit should involve any 

teachers working outside 

normal school hours. 

 

 

On occasion, and for valid reasons, 

some visits may last longer than 

the school’s session times 

published on its website.   

Start/end times of visits will be in 

consultation with the school. They 

will not begin earlier than 9am or, 

in the case of an afternoon visit, 

end any later than 5.00pm. 

Whilst every effort will be 

made to complete a 

moderation visit within normal 

school hours, there will be 

some cases where visits take a 

little longer than anticipated 

e.g. due to an expansion of the 

sample in line with STA 

statutory requirements. 

In such circumstances and in 

order, where possible, to avoid 

a return visit to the school to 

complete the moderation, 

some visits may need to be 

extended. Any change to 

anticipated timings will be 

discussed with the school. 
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Sending and receiving files via LGfL using USO-FX2  

 

Uploading files 
 

1. Log into LGfL support website http://my.uso.im/ by clicking on the padlock. 
 
 
 
 
 
 
 
 
 
 
 

 
2. Log in using your usual USO (email) username and password. (Contact your schools staff/contact if 

you do not have this). A staff contact can be someone in the school or your ICT support.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. For first time users the following message may be displayed. Tick the box and click Accept 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Click to expand menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

APPENDIX 3 

Instructions for using USO-FX2 

secure data transfer 
 
 

http://my.uso.im/


20 

5. Click on USO-FX2 to expand the drop down menu. Then click on Share Files. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please note that this feature can only be used by staff members who have at least some 

storage space available to them in myDrive. If a person has no myDrive space, the page will be 

disabled until some free space is available. When a person does have myDrive space, they will be able 

to share files up to the value of their available space. Please contact your systems administrator if 

you have not been allocated storage space. If you do not know who this is contact 

Robert.marsh@croydon.gov.uk  

 

6. Croydon is set as the default authority. If you know the user name of the person to whom you are 
uploading the file type it in and click ‘find and add.’  Otherwise, click ‘specific users.’ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a. If clicking on ‘specific users’, enter name and appropriate school (from drop down 
menu) and then press search. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

mailto:Robert.marsh@croydon.gov.uk
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b. Tick check box by name, press ‘add recipients.’ If there is more than one recipient, you 
may need to do this for each of them individually. Then close the screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
7. Click ‘next’ at the bottom of the screen 

 

8. Enter description in the second box where it cites: This description text will be included in the 

notification messages that are emailed to recipients of your file. Because these emails are not secure, 

you must not include sensitive information within this description text.  

When uploading TA judgements, tick ‘automatically delete document on’ in Options and select 

20/07/18. 

      Then click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
10.  Click on ‘upload file’, select the file you wish to upload then press ‘finish.’ 
 

 
 
 
 
 
 
 
 
 

 
 
11. When the upload has successfully completed you will be taken to this page confirming the file has 

been uploaded. You will be given an option to confirm that you wish to upload the file before this 
is actioned. 
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Downloading received files 

 
1. You will be alerted by an email that you have been sent a document. Click on the link in the email. 
 
 
 
 
 
 
 

 

 

2. You will be taken to the login page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Once you are logged in, click on the USO-FX2 icon and you will be taken directly onto the page 

where the file is waiting to be downloaded. Click the tick box then to download the file. When 

prompted whether you want to save document, click save and save in location of your choice. 
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Yes 

Headteacher to send TA moderation data (as 

Excel spreadsheet) to lead moderator and 

moderation manager via USO-FX2 – 3 days 

before moderation visit. 

Alternative secure system 

used, as agreed by 

headteacher and moderation 

manager. 

Lead moderator downloads moderation data 

in order to select moderation sample and in 

preparation for visit. 

Lead moderator sends names of pupils in 

sample to headteacher via secure system 

(USO-FX2 or other) on the day before the visit. 

Lead moderator brings spreadsheet on 

moderation visit to support final discussions 

with headteacher. 

Lead moderator returns original hard copy of 

TA data spreadsheet and record of visit to 

moderation manager by 25/06/18 (along with 

any annotations made by moderators during 

visit). 

 

Lead moderator leaves copies of annotated 

data spreadsheet and signed record of visit 

with headteacher. 

On receiving confirmation from moderation 

manager that the documentation above has 

been received, lead moderator to delete 

uploaded TA data spreadsheet from any 

devices and own section of USO-FX2. 

 

Following data 

checking exercise by 

moderation manager, 

decision taken whether 

hard copies need to be 

kept pending action 

e.g. maladministration. 

After scanning and securely 

storing electronically, 

moderation manager to 

dispose of hard copies of 

TA data spreadsheet and 

record of visit through 

confidential waste system 

by end of the summer 

term. Any other annotated 

notes disposed of through 

confidential waste system. 

 

Moderation manager to delete scanned copies of 

TA data spreadsheet and record of visit at the 

beginning of the following moderation cycle. 

 

APPENDIX 4 

Further information on ensuring the security of data 

shared as part of the moderation process 
 
 

Hard copies kept until after 

outcome of 

investigation/action. 

Following this, the 

moderation manager to 

dispose of all documentation 

through confidential waste 

system after scanning hard 

copies of TA data 

spreadsheet and record of 

visit and securely storing 

electronically. 

 

Yes No 

No 

Team moderators hand any 

annotations/notes to lead moderator at end of 

visit. 
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Type of moderation 

undertaken  

Arrangements (e.g. half 

termly with colleagues 

from phase) 

Date  

In school across year group 

 

 

 

 

  

In school across phase 

 

 

 

 

  

In cluster with other 

schools (please indicate 

which other schools you 

have arrangements with) 

 

 

 

 

  

LA moderation clusters 

(WTS/EXS January 2025) 

(EXS/GDS April 2025) 

 

 

 

 

  

 

APPENDIX 5 

Arrangements for internal moderation 
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Notes: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


