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Morecambe Road School 
Controlled Assessment Policy 

 
Introduction  
 

(1) Coursework/Controlled Assessment is defined as work assigned to and completed by a student during 

a course of study; it is evaluated as part of the student’s final grade in the course. 

(2) Ensuring the validity of the marks produced from Coursework/Controlled Assessment is vital in 

maintaining the integrity and reputation of this school in the assessment of the student. 

(3) Each subject department is responsible for: 

→ Developing, maintaining and implementing its own internal assessment procedures within the 

parameters of the Exams Policy (Jan’24) and these will be evidenced in ongoing departmental 

practice; 

→ Implementing the procedures for setting, scheduling, marking, standardising, moderating and 

administering external Coursework/Controlled Assessment as regulated by the Awarding Bodies. 

Staff responsibilities: 

Exams Officer: 
→ Is responsible for liaising with Exam inspectors (AQA JCQ Inspection Service) or any Awarding 

Bodies: External Quality Assurers to conduct their Annual Quality Review Meeting e.g. Ascentis.  The 

meeting requires evidence of current policies and procedures relevant to delivering their controlled 

assessments. 

→ Is accountable for the safe and secure conduct of controlled assessments, ensuring that assessments 

comply with JCQ guidelines and Awarding Bodies’ subject-specific instructions.  The school has a safe 

(number code) that is located in a cupboard with re-enforced walls.  The Key for the cupboard is 

kept securely in a separate coded key box, within the Assistant Head’s Office.  Staff will only transfer 

coursework/exam papers to this safe if: 

o They run out of room in their own lockable cupboard’s (located in classrooms for easy access). 

o If the examination series has concluded but the coursework/exam papers need to be 

maintained for the suggested amount of time (specified by individual Awarding Bodies). 

o If the accreditation requires use of a safe to store external examination paper work e.g. 

GCSE/Functional Skills. 

→ At the start of each academic year, the Exams Officer will share an, ‘Exam Entries’ spreadsheet for 

each Awarding Body via the One Drive, to ensure that an overall picture of controlled assessments 

being undertaken in KS4 is available to SLT/Subject Leads and teachers. 
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→ Map overall resource management requirements for the year and resolve: 

 Exam Rooms (first choice, on-site contingency room and off-site contingency location) required 

for AQA Functional Skills (Level 1/2) Maths Papers (1/2). 

 Issues arising from the need for particular facilities (rooms, laptops, time out of school for 

fieldtrips etc.)  

 Ensure that all staff involved have a calendar of events (see Appendix 1: Exam Timetable and 

Deadlines). 

 Create, publish and update an internal appeals policy for controlled assessments (the Internal 

Appeals Policy is now incorporated into the Whole School Exam Policy, updated in Jan’24). 

→ Enter students for individual units, whether assessed by controlled assessment or external exams, 

before the deadline for final entries (February of each academic year). 

→ Organise and liaise with teachers regarding possible, 'cash-in', codes for relevant exam series e.g. 

WJEC allow either individual units or the, ‘cashing-in’, of individual units to create an overall award 

(see Appendix 2: Example of WJEC, ‘Cash-In’ codes). 

→ The Exams Officer is responsible for the receipt, safe storage and safe transmission of confidential 

controlled assessment materials which can be received in the following formats: CD, E-copy (to 

upload to Awarding Body’s Online Secure Website) or hard copy format.   AQA for example, 

continue to prefer hard copies of coursework for moderation purposes, which are stored in lockable 

cupboard’s/school safe until the May moderation deadline.  However, more Awarding Bodies are 

opting for uploading scanned pupil portfolios (e-copies) to their secure websites 

(Aim/Ascentis/WJEC).  Below is an example of the One Drive Folder shared with Teachers who 

deliver the WJEC Entry Level Pathway accreditations, which allows the Exam Officer to securely 

collate controlled assessments and are then uploaded to the relevant Secure Website for the 

moderation process: 
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→ The Exam Officer ONLY has access to secure websites for final mark upload of controlled/external 

assessments.  However, these are complied using the Shared One Drive Folder, ‘Exam Entries’, (see 

example below): 

  
 

Example of AQA Awarding Body Results Table for teachers to complete by the given deadline (February): 

 

→ On the few occasions where controlled assessments cannot be conducted in the Yr 11 classroom 

e.g. the location of the room creating too many distractions, the Exams Officer will arrange suitable 

alternative accommodation, after liaising with the Senior Leadership Team and other staff affected 

by room changes. 

→ Ensure access arrangements have been applied for, if deemed appropriate by the teacher. 

→ Work with teaching staff to ensure requirements for support staff are met e.g. invigilator training. 

Subject Leaders: 

→ Decide on the most suitable Awarding Body and specification for a particular subject 

assessment/or academic ability e.g. Nurture Classes will often use Aim Qualifications and 

Assessment Group, as they can select more appropriate, life skills-based topics, more relevant for 

their learning needs.   
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→ Standardise internally the marking of all teachers involved in assessing an internally assessed 

component (Appendix 3: Example of AQA Entry Level Certificate in Mathematics 5930 

Standardisation Process/Record).  

→ Ensure that ALL coursework is completed within the Awarding Bodies time frame (see Appendix 1: 

Exam Timetable and Deadlines). 

→ Ensure that individual teachers understand their responsibilities with regard to controlled 

assessment.  ALL coursework MUST be marked before it is handed to the next teacher.  This is 

particularly important for AQA ELC Maths [5930] as it is started in Year 9, with at least 2-3 different 

teachers delivering the Specification by the time the Coursework is entered for the Exam Series in 

Year 11).   

→ Ensure that individual teachers understand the requirements of the Awarding Bodies specification 

and are familiar with the relevant teachers' notes/mark schemes and any other subject specific 

instructions. 

→ Where appropriate, develop new assessment tasks or contextualise sample Awarding Body 

assessment tasks to meet local circumstances, in line with Awarding Body specifications and control 

requirements. 

Teaching Staff 

→ Understand and comply with the general guidelines contained in the JCQ publication, ‘Instructions 

for conducting non-examination assessments (reformed GCE & GCSE specifications) 1 September 

2023 to 31 August 2024’. 

→ Understand and comply with the Awarding Body specification for conducting controlled 

assessments, including any subject-specific instructions, teachers’ notes, mark schemes and/or 

additional information on the Awarding Bodies website. 

→ Supply to the Exams Officer, details of all unit codes for controlled assessments via the One Drive 

Shared folder (shared in October of the current academic year): 

→ Obtain confidential materials/tasks set by awarding bodies in sufficient time to prepare for the 

assessment(s) and ensure that such materials are stored securely at all times. 

→ Supervise assessments (at the specified level of control). Undertake the tasks required under the 

regulations, only permitting assistance to students as the specification allows. 

→ Ensure that students and supervising teachers sign authentication forms on completion of an 

assessment. 

→ Mark internally assessed components using the mark schemes provided by the Awarding Body. 

→ Submit marks (via the One Drive) to the Exams Officer (when required) keeping a record of the 

marks awarded. 
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→ Retain candidates’ work securely for the allocated number of years (as specified by individual 

Awarding Bodies e.g. AQA suggest a full year after Certificates are received). 

→ 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. 

 

 

 

 

 

 

 

Appendix 1: 2023-2024 Exam Entries and Deadlines 
 

 

 
 

 

 

 

Signed: ________________________________ (Chair of Governors)    Date: __________________ 

Signed: ________________________________ (Headteacher)               Date: __________________ 

Signed: ________________________________ (Exams Officer)             Date: ___________________ 
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Appendix 2: Example of WJEC Cash-In Codes (Spreadsheet shared via the One Drive to allow an overview of Units) 
 

 

 
 

Appendix 3: Example of AQA Entry Level Certificate in Mathematics 5930 Standardisation Process/Record: 

 

WJEC Cash-In Codes are based on 
Total Credits achieved from adding 
individual units attempted: 
 
→ Award (8+ Credits) 
→ Certificate (13+ Credits) 
→ Diploma (37+ Credits) 
 
It is therefore essential that ongoing 
communication exists between 
teachers/Subject Leads and the Exams 
Officer.  This is achieved using the 
One Drive.  


