St Laurence School
Policy on Controlled Assessment

Introduction

Controlled assessment is a form of internal assessment where the control levels (high, medium or low) are set for each stage of
the assessment process: task setting, task taking and task marking. In some subjects, work will be marked by the centre and
moderated by the awarding body.

Purpose
e To ensure all stakeholders are aware of the expectations of the Joint Council for Qualifications (JCQ); the individual
examination boards and the school
e  To provide clear information of appropriate procedures, including malpractice for all stakeholders
e To provide consistency across the school

Role and Responsibilities

The Assistant Head KS4 will:

e Ensure that each subject carries out controlled assessment in accordance with the instructions issued by JCQ;
e Co-ordinate, with middle leaders, a schedule for controlled assessment to take place;

e Map overall resource management requirements for the year. As part of this resolve:

- Clashes/ problems over the timing or operation of controlled assessments

- Issues arising from the need for particular resources

e Ensure all staff, students and parents have access to a calendar of events

Heads of Faculty and subject leaders will ensure:

e The safe and secure conduct of controlled assessment in their area and comply with JCQ guidelines and awarding bodies’
subject-specific instructions;

e 40% of overall assessment (controlled and/or external assessment) is taken in the exam series in which the qualification is
certificated;

o All marking is standardised through moderation;

e Individual teachers understand the requirements of the awarding body’s specification,

e Regular staff training takes place and all new staff are inducted into the processes of carrying out controlled assessment;

¢ All confidential materials, together with the work produced by candidates, are stored securely at all times

e The Specials Educational Needs Co-ordinator (SENCO) is informed about any assistance required for the administration and
management of access arrangements;

e In the case of formal supervision (high levels of control) candidates do not have access to email, the internet, mobile phones or
any other electronic devices;

¢ A log is kept which contains:

- The date and time of each assessment together with its title

- The name of the supervising teacher

- A list of candidates who were present during the assessment

- A list of absent candidates

- A log of any incidents which occurred during the assessment is kept for each controlled assessment

Teaching staff must:

e Comply with the general guidelines contained in the JCQ publication “Instructions for conducting controlled assessments”;
e Understand and comply with the awarding body specifications for conducting controlled assessments, including any subject
specific instructions, teacher’s notes or additional information on the awarding body’s website;

¢ 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 the candidates, are stored securely at all times;

e Supervise assessments (at the specified level of control) and undertake the task required under the regulations, only
permitting assistance to students as the specification allows;

e Ensure that students and supervising teachers sign authentication forms on completion in an assessment;

e Mark internally assessed components using the mark schemes provided by the awarding body;

o Submit marks to their learning area or subject leader as appropriate, keeping a record of the marks awarded;

e Retain candidates’ work securely between assessment sessions (if more than one);






