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Controlled Assessment Policy 

 

 
 

The purpose of this controlled assessment policy is: 

  

• To ensure the planning and management of controlled assessments is 

conducted efficiently and in the best interests of the students taking 

examinations. 

• To ensure, in accordance with the code of practice produced by QCA, 

controlled assessments are organised, conducted and assessed by staff 

who have available the appropriate knowledge, understanding and 

support to administer the requirements of the examination board. 

 

Staff responsibilities: 

 

The Curriculum Leader will: 

 

• Decide in consultation with staff on the awarding body and specification 

for a particular GCSE/GCE.   

• Obtain the controlled assessment task details from the exam board(s).  

• Provide the Examinations Officer with entry details for controlled 

assessments including examination series and unit codes.   

• Ensure that all teachers are aware of the requirements of the awarding 

body’s specification and understand their responsibilities with regard to 
controlled assessment.   

• Choose in consultation with staff the most appropriate time for the 

controlled assessment to take place – this may be during timetabled class 

time.  

• Ensure that at least 40% of the whole qualification (controlled and/or 

external assessment) is taken in the exam series in which the qualification 

is certificated, to satisfy the terminal assessment requirement in 

accordance with the awarding body specification.   

• Engage in standardisation with staff at departmental meetings as part of 

the main agenda at appropriate points in the year and communicate the 

awarding body’s guidance to all subject staff. 
• Organise moderation of tasks before submission of marks to the awarding 

body. 

• Submit controlled assessment marks to the awarding body when required, 

keeping a record of the marks awarded; 
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Teaching staff will: 

 

• Understand and comply with the general guidelines contained in the JCQ 

publication Instructions for conducting controlled assessments. 
• Be aware of and fully understand the penalties incurred in the case of any 

kind of malpractice. 

• Obtain confidential materials/tasks set by awarding bodies in sufficient 

time to prepare for the assessment(s) and ensure that such materials, 

together with the work produced by candidates, are stored securely at 

all times. 
• Ensure procedures are in place for the administration and management of 

special access arrangements. 
• Familiarise themselves with the awarding body’s guidance for controlled 

assessment, standardisation and moderation requirements. 
• Engage in standardisation at departmental meetings when required. 
• Supervise assessments (at the specified level of control).   
• Undertake the tasks required under the regulations, only permitting 

assistance to students as the specification allows. 
• Be prepared to justify that the work submitted can be authenticated as the 

students’ own work. 
• Ensure that their students sign authentication forms on completion of an 

assessment.   
• Mark internally assessed components using the mark schemes provided 

by the awarding body.   
• Provide marks to CL, keeping a record of the marks awarded.   
• Engage in internal moderation with other departmental staff and the CL 

when required. 
• Post-completion, retain candidates’ work securely until the closing date 

for enquiries about results.  
• In the event that an enquiry is submitted, retain candidates’ work securely 

until the outcome of the enquiry and any subsequent appeal has been 

conveyed to the centre.   
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        Appeals Procedure     

 

 
 

Appeals against Internal Assessment of work for External Examinations. 

 

Coleraine Grammar School is committed to ensuring that whenever its staff 

assesses pupils’ work for external qualifications; this is done fairly, consistently 
and in accordance with the specifications for the qualification concerned.  

Assessments should be conducted by staff who have appropriate knowledge, 

understanding and skills, and who have been trained in this activity. Pupils’ 
work should be produced and authenticated according to the requirements of the 

examinations board.  Where a set of work is divided between staff, consistency 

should be assured by internal moderation and standardisation. 

 

If a pupil feels that this may not have happened in relation to her work, she may 

make use of this appeals procedure.  Note that appeals may only be made 

against the process that led to the assessment and not against the mark or 

grade. 

 

The following applies: 

 

• Appeals should be made as soon as possible, and must be made at least 

two weeks before the end of the last externally assessed paper in the 

examinations series.  (So the appeal must be made before a date in mid-

June for the summer series as presently timetabled) 

 

• Appeals should be made in writing to the Examinations Officer who will 

investigate the appeal.   

 

• The Examinations Officer will decide whether the process used for 

internal assessment conformed to the requirements of the awarding body 

and the examinations code of practice of the QCA.  This will be done 

before the end of the series. (Currently the end of June for the summer 

series). 

 

• The pupil will be informed in writing of the outcome of the appeal, 

including any correspondence with the board, any changes made to the 

assessment of the work and any changes made to improve matters in the 

future. 

 



Last reviewed - June 2024                                                          Review Due - June 2027 4 

• The outcome of the appeal will be made known to the Headmaster.  A 

written record of the appeal will be kept and made available to the 

awarding body at their request. Should the appeal bring any significant 

irregularity to light, the awarding body will be informed. 

 

After work has been assessed internally it is moderated by the awarding body 

(examination board) to ensure consistently between centres.  Such moderation 

frequently changes the marks awarded for internally assessed work.  That is 

outside the control of Coleraine Grammar School and is not covered by their 

procedure.  If the pupil has concerns about this, they should ask the 

Examinations Officer for a copy of the appeals procedure of the relevant 

examinations board.  
 

 

 


