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This policy is reviewed and updated annually to ensure that non-examination assessments at Birches Head Academy are planned for and managed in
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References in this policy to NEA refers to the JCQ publication Instructions for conducting non-examination assessments.



Introduction
Norrexamination assessments measure subject-specific knowledge and skills that cannot be tested by timed wiitten papers.
There are three assessment stages and rules which apply to each stage. These niles often vary across subjects. The stages are:

o task setting
e task taking
o task marking (NEA, section 1)

The regulator's definition of an examination is very narrow. In effect, any type of assessment that is not ‘extemally set and taken by candidates at the
same time under controlied conditions’ is classified as non-examination assessment (NEA). 'NEA’ therefore includes, but Is not limited to, intemal
assessment. Externally marked and/or extemally set practical examinations taken at different times across centres are classlified as NEA'. (NEA,
Foreword),

Purpose of the policy
The purpose of this policy is to confirm that Birches Head Academy adheres to JCQ regulations relating to non-examination assessments by:

s covering procedures for planning and managing non-examination assessments
« defining staff roles and responsibliities with respect to non-examination assessments
e Mmanaging risks associated with non-examination assessments

This policy cowers all types of non-examination assessiment. (NEA, section 1)

Procedures for planning and managing non-examination assessments identifying staff roles and
responsibilities

1. The baslc principles

Head of centre role and responsibilities:

¢ Retums a declaration (managed as part of. the National Centre Number Register annual upxtate) to confirm awareness of, and that relevant centre
staff ave adhering to, the latest version of Instructions for conducting non-examination assessments, confinming:

» all reasonable steps have been or will be taken to ensure that all candidates at the centre have had, or will have, the
opportunity to undertake the (GCSE English Language) Spoken Language endorsement

» (where relevant to the centre) all reasonable steps have been or will be taken to ensure that all candidates at the centre have
had, or will have, the opportunity to undertake the (A Level Sciences) prescribed practical activities

» Ensures the centre’s Non-examination Assessment Policy is fit for pupose and covers all types of non-examination assessment

« Ensures the centre’s Internal Appeals Procedure clearly detalls the process to be followed by candidates (or their parents/carers) appealing
against internal assessment decisions (centre assessed marks) and requesting a revew of the centre’s marking

Additional responsibilities:
Not applicable.
Senlor leader role and responsibilities:

» Ensure the correct conduct of non-examination assessments (including endorsements) which comply with the JCQ publication Instructions for
conducting non-examination assessments and awarding body subject-specific instructions

o Ensure the centre-wide calendar records assessment schedules by the start of the academic year



"

Additional responsibilities:
Not applicable,
QA lead/Lead Internal verifier role and responsibliities:

» Confirm with subject heads that appropriate awarding body forms and templates for non-exeamination assessrments (including endorsements) are
used by teachers and candidates

« Ensure appropriste procedures are in place to intemally standardise/verify the merls awsarded by subject teachers In fine with awarding body criterla
s Ensure appropriate centre-devsed templates are provded to capture/racord relevant Information given to candideates by subject teachers
» Ensure appropriate centre-devised templates are provded to cepturefrecord relevant Information is recelved and understood by candidates

. Where not previded by the awarding body, ensure a centra-devised template is provided for candidetes to keep a detefled record of thelr own
rasearch, planning, resources etc,

Additional responsibiiities:
Not applicable.
Subject lead role and responsibllities:
» Ensure subject teachers understand thelr role and responsibllities within the non-axamination assessment process

s Ensure the JCQ publication Instructions for conducting non-examination assessments and relevant awarding body subject spacific Instruations
are followad In relation to the conduot of non-examination assessmant {(Including endorsements)

o Work with the QA lead/Lead intemal verifiar to ensure appropdate procedures are followed to Intemally standardise/verify the marks awarded by
subject teachers

Additional responsibilities:
Not applicable.
Subject teacher role and responsibilities:

¢ Undarstand and comply with thie general Instruotions as detalled It the JCQ publication Instructions for conducting non-examination
asgessments

s Where thase may also be provded by the ewarding body, understand and comply with the awarding body's spectfication for conducting non-
exarnination assessments, including any subject-spectfic instrustions, teechers’ notes o additional inforrmetion on the awarding body's website

» Mark Intetnally assessed work 1o the criteria provided by the awarding body

o Ensure the exams officer Is provided with relevant enfry codes for subjects (whather the entry for the intemally aissessed component forms part of
the owerall entry code for the qualification or Is made as a separate unit entry code) {o the Intemal derdiine for entries

Additional responsibilities:
Not appliceble.
Exams office/ofiicer role and responsibliities:
o Signpost the annually updated JCQ publlcation Instructions for conducting non-examination assessments to relevant centre staff
¢ Carry out tasks where these may be applicable to the role In supporting the administratton/management of non-examination assessmant
Additlonal responsibliities:

Not spplicable.



2. Task setting

Subject teacher role and responsibilities:

» Select tagks to be undertaken where a number of comparable tasks are provided by the awarding body OR desighs tasks where this Is permitted
by ciiteria set out within the subject specification

+ Make candidates aware of the criteria used to assass their work
Additional responsibilities:
Not applicable.
Issuing of tasks
Subject teacher role and responsibliities:
» Determine when set tasks are issued by the awarding body
o |dentify date(s) when tasks should be taken by candidates
o Access set tasks in sufficlent time to allow planning, resourcing and teaching and ensures that materials are stored securely at all times
Additional responsibilities:

Not applicable,

3. Task taking

Supervision
Subject teacher role and responsibifities:

» Chieck the awarding body’s subject-specific requirements ensuring candlidates take tasks under the required conditions and supenision
arrangements

s Ensurethere Is sufficlent supendsion to enable the work of a candidate to be authenticated
o Ensure there is sufficlent supendsion to ensure the work a candidate submits is their own
+ To ensure that where work may be completed outside of the centre without direct supension, that the work produced Is the candidate’s own

o Where candidates may work In groups, keep a record of each candidate's contribution and it must be possible {o attribute assessable outcomes to
indMdual candidates

» Ensure candidates are aware of the current JCQ documents Information for candidates - non-examination assessments and Information for
candidates » Social media

« Ensure candidates understand and comply with the regulations In relevant JCQ Information for candidates dosuments
Additional tesponsibilities:
Not applicable,
Advice and feedback
Subject teacher role and responsibilities:
« As relevant to the subject/component, advise candidates on relevant aspects before candidates begin working on a task

o Will not provde candidates with model answers or writing frames specific to the task



« When redewing candidates’ wark, unless prohiblted by the specification, provide oral and witten advice at & general lewal to candidetes
» Allow candidates to revise and re-draft work after acvice hes been given at a gensral lewel
¢ Record any assistance given bayond general advce and takes it Into acoount in the marking or submits It te the external examiner
e Ensure when work has bear assessed, candidates are not al!owéd to revise It
Additional responsibilitles:
Not applicable.
Rasources
Subject teacher role and responsibliities:

s Refar to the awarding body's specification and/or associated documentation fo detenmine if candidates have restticted/unvestricted access to
resolrces when planning and researching thelr tasks

» Ensure corditions for any formally supenised sesslons are known and put in place

« Ensure appropriate arrangements are in place o kesp the work to be assessed, and any preparatory work, secura betwaeh any formally supendsed
sesslons, Including work that is stored electronlcally

o Ensure conditions for any formally supendsed sesslons are understoad and followed by candidetes
+ Ensure candidates understand that they are not allowsd to Introducs Improved notes or new resources between formally supendsed sesslons
» Ensure that where appropriate to include references, candidates keep a detalled record of their own research, planning, resources etc.
Additional responsibilities:
Not applicable.
Word and time limits
Subject teacher role and responsibilities:
o Refer to the awarding body's speciication to determlne where word and time fimits apply/are mandatory
Additional responsiiilities:
Not applicable.
Coliaboration and group work
Subject teacher role and responsibllities:

» Unless stated otherwise In the awarding body's specliication, and where appropriate, allow candidates to collaborate when canying out research
and preparatory work

» Ensurethet It Is possible to aftribute assessable outcomes to indMdual candldates
» Ensure that where an assignment requires wrlﬁen wotk to b produced, each candidate writes up thelr own account of the asslgnment
* Assess the work of each candidate indiMdually

Additlonal responsibliities:

Not applicable.

Authentication procadures



Subject teacher role and responsiblities:
* Whars requirad by the awarding body's spacifioation:

» ensure candidates sign a declaration conflrming the work they subimit for final assessment Is thelr own unalded work

+ sign the teacher declaration of authentication confirming the requirements have been met

s Kaep slgned candidate daolarations on fle until the deadiine for requesting redews of results has passed or untlh any appeal, malpractice or other
results engulry has been completed, whichever is later

s Provde signed candidate declarations where these may be requested by a JCQ Centre Inspector {Electronl signatures are acasptable)
» Where there may be doubt about the authenticity of the work of a candidate or if malpractice s suspscted, follow the authentication procedures and
malpractice Information in the JCQ publications Instructions for conducting non-examination assessments and Informs a member of the senior

leadarship team

» Understand that i, during the external moderation process, It is found that the wotk has not been propetly autherticated, the awarding body will set
the mark(s) awarded by the centrs to zero

Adiditlonat responsibilities:

Not applicable.

Prasentation of work

Subject teacher role and responsibllities:

o Obtaln Informexd consent at the baginning of the course from parents/carers If videos or photographs/images of candidates will be Included as
avidshee of participation or contribution

« Instruct candidates to present work as detalled In the JCQ publication Instructions for conducting non-examination assessments unless the
awarding body's specification gives different subject-specific Instructions

o Inatruct candidates to add thelr candidate number, centre numbyer and the component code of the assessment as a header/footer on each page of
thelr work

¢ Ensures If candidates’ work is to be submitted electronieally, that it meets the awarding body's specified requirements
Additional responsibllities:
Not Applicable
Keeping materlals secure
Subject teacher role and responsibilities:

s When work is being undertaken by candidates under formal supendslon, ensure work ls securely stored betwesn sesslons (if more than one
gession)

o When work Is submitted by cendidates for fingl assessment, ensure work Is securely stored
« Follow secure storage Instructions as delined In the JCQ pullication Instructions for condudting non-examination assessments
s Take sensible precautions when work Is teken home for marking

« Store Internally assessed work, including the sample retumed after awarding body maderation, securely until all possible post-results serdces hawe
been exhausted

« If post-resulis sendoes have not bean recuested, retum Intemally assessed work to candidates (f requested by a cancldate) after the deadline for
raquesting a review of results for the relevant seties



o |f post-results serices have been requested, retum intemally assessed wori to candidates (if requested by a candidate) once the review of resuits
and any subsequent appeal has been completed

¢ Remind candidates of the need to keep thelr own work secure at all times and not share completed or partially completed work on-line, on soclal
redia or through any other means (Remind candidates of the contents of the JCQ document Information for candidates - Social Media)

o Where work Is stored electronically, liaise with [T to ensure the protection and back-up of candidates’ work and that appropriale arangements are
in place to restrict access to it between sessions

¢ Understands that during the period from the submission of work for formal assessment until the deadline for requesting a review of resulls, copies of
work may be used for other purposes, provided that the originals are stored securely as required

Additional responsibilities:

Not applicable.

IT role and responsibilities:
+ Ensure appropriate amangements ars in place to restrict access between sessions to candidates’ work where work Is stored electronically
» Restrict access to this material and utilises appropriate security safeguards such as firewall protection and virus scanning software
s Employ an effective back-up strategy so that an up to date archive of candlidates’ evdence is maintained

« Consider encrypting any sensitive digital media to ensure the security of the data stored within it and refers to awarding body guidance to ensure
that the method of encryption is sultable

Additional responsibilities:

Not applicable.

4, Task marking - externally assessed components

Conduct of externally assessad work
Subject teacher role and responsibilities:

« Liaise with the exams officer regarding the arrangerments for any extemally assessed components of a specification which must be conducted
within a window of dates specified by the awarding body and where applicable, according to the JCQ publication Instructions for conducting
examinations

o Lialse with the Visiting Examiner where this may be applicable to any extemally assessed component

Additional responsibilities:
Not applicable.

Exams officef/officer role and responsibllities:

o Arrange timetabling, rooming and invigilation where and If this Is applicable to any extemally assessed non-examination component of a
specification

» Conduct the extemally assessed component within the window specified by the awarding bocy and where applicable, according to JCQ publication
Instructions for conducting examinations

Additional responsibilities:
Not applicable,
Submission of work

Subject teacher role and responsibilities:



» Pays close attention to the completion of the attendance register, if applicable
Additional responsibllities:
Not applicable.
Exams office/officer role and responsibllities:
» Provde the attendance register to the subject teacher where applicable
¢+ Ensure the awarding body's attendance register for any extemally assessed component is completed conrectly

¢ Where candidates’ work must be despatched to an awarding body's examiner or uploaded electronically, ensures this Is completed by the date
specified by the awarding body

¢ Keep a copy of the attendance register until alter the deadiine for reMews of results for the exam series
o Package the work as recuired by the awarding body and attaches the examiner address label
o Ensure that the package in which the work is despatched is robust and sscurely fastened
» Despatch the work to the awarding hody's instructions by the required deadline
Addlitional responsibilities:

Net applicable.

5. Task marking - internally assessed components
Marking and annotation
Head of centre role and responsibilities:
s Makes every effort to awid situations where a candidate is assessed by a person who has a close personal relationship with the candidate, for
example, members of their family (which incluces step-family, foster family and similar close relationships) or close friends and thelr immediate

famlly (e.g son/datighter)

» Where this cannot be avoided, ensures the possible conflict of interest is' declared to the relevant awarding bady and the marked work is submitted
for moderation whether or not it Is part of the moderation sample

Additional responsibliities:
Not applicable.
Subject lead role and responsibilities;

o Set timescales for teachers to inform candidates of their centre-aissessed marks that will allow sufficlent time for a candidate to abpeal an intemal
assessment decision/request a review of the centre’s marking prior to the marks being submitted to the awarding body external deadline

Adgditional responsibilities:

Not applicable.

Subject teacher role and responsibilities:
« Attend/access awarding body tralning/updates as required to enstire familiarity with the mark scheme/marking process
o Mark candidates’ work in accardance with the marking criteria provided by the awarding bocy

» Annctate candidates’ work as required to facilitate internal standardisation of marking and enable external moderation to check that marking is in
line with the assessment criteria



» Inform candidates of thelr marks which could be subject to change by the ewarding body mederatlon process
¢ Ensure candidates are Informed of the timescale set by the subject lead or as indicated In the centre’s Infemal appeals procedurs to eneble an
Intemal appeal/recuest for a review of marking to be submitted by a candidate and the outcorne known before firal marks are submitted to the
awarding body
Additional respensibilities:
Not applicable.
Internal standardisation
QA lead/Lead Internal verifler role and responsibilities:
» Ensure that Intemal standardisation of marks across assessors and teaching groups takes place as required and fo sequence
« Support staff not familiar with the mark scheme (e.9. NGITs, supply staff etc.}

» Ensure accurate Intemal standardisation - for example by:

» obtalning refarence materials at an early stage in the course
¢ holding a preliminary trial marking sesslon prior to marking
o carrylng out further trial marking at approptiate points during the marking period

« after most marking has been completed, holds a further mesting to make final adjustments

making flnal adjustments to marks prior to submission retaining work and evidencs of standardisation
» Relain evidence that Infemal standardisation has been carried out

Additional responsibilitles:

Not applicable.

Subjact teacher role and responsibillties:
« Indicate on work (or cover sheat) the date of marking
o Mark to common standerds

» Kesp candidates work secure untll sfter the closing date for review of results for the gerfes concemed or until any appesl, malpractice or cther
resulte enguiry has been completed, whichever is later

Additional responsibliities:

Not applicable,

Consortlum arrangements

Subject lead role and responsibilities:

Not applicable.

Subject teacher role and responsibliities:

Not applicable,

Exams office/officer role and responslbiliities (where the centre Is the congortium lead):
Not applicable.

Subimissglon of marks anc work for moderation



Subject teaclter rofe and responsibllities:

Input and submit marks online, via the awarding body secure extranet site, keeping & record of the marks awartled, to the extemal
deadline/Provides marks to the exams officer to the intemal deadline

Whare resporsible for marks input, enstre chacks are made that marks for any additionsl candidates are submitted and ensures mark Input Is
checked before submission to avoid transciiption errors

Subrmit the reguested samples of candidates’ work to the awarding body moderator by the extemal deadline, keeping a record of the work
submiited/Provides the moderation sample to the exams officer to the Interal deadline

Ensure that where a candidate's work has been facllitated by & scibe or practical assistant, the relevant completed cover sheet Is securely
attached to the front of the work and sent to the moderator in addition to the sample requested

Engyire the moderator fs provided with authentlcation of candldates’ wotk, confirmation that Intemal standardlisation has baen undertaken and any
other subject-specific information where this may be required

Submilt any supparting documentation required by the awarding body/Provde the exems officer with any supporting documentation required by the
awarding bady

Additional responsibilities;

Not applicable.

Exams office/officer role and responstbifities:

Input and aubmit marks online, via the ewarding body secure extranet site, keeping a record of the marks subitted, fo the extemal
deadline/Confirm with subject teachers that marks have been submiited to the awarding body deadline

Where responsible for marks input, ensure checks ara mede that marks for any additional cancidates are submitted and ensure mark input is
checked before submisslon to avoid transctiption srtors

Submits the requestesd samples of candidates’ work to the moderator by the awarding body deadiine, keeping a record of the work
submitied/Confirms with subject teacher that the moderatlon sample hag been submitted to the awarding body deadline

Ensure that for postal moderation:

» work is dispatched In packaging provided by the awarding body
+ modetator label(s) provided by the awarding body are affixad to the packaging

¢ proof of dispatch is obtained and kept on file until the successful lgsue of final results

"Through the subject teacher, ensures the moderator ls provded with authentication of candidates’ work, confirmation thet Interal standerdisation
has been undertaken and any other subject-spectfic information where this may be required

Through the subject teacher, submit any supporting docurventation required by the ewarding body

Additiona! responsibiities;

Not applicable.

Storage and retention of work after submission of marks

Subject teacher role and respensibiiities:

L

Keep a record of names and candidate numbers for candidetes whose work was included in the moderation semple

+ Retain all marked candidates’ work (noluding any sample retumed after moderation) undsr sasure conditions for the required retention perled

« In lialson with IT, take steps to protest any work stored electranleally fram corruption and has a back-up procedure in place



« [fretention is a preblem because of the nature of the work, retain some form of evdence such as photos, audio or media recordings
Additional responsibilities:
Not applicable.
Exams office/officer role and responsibilities:
o Ensure any sample returned after moderation is logged and retumed to the subject teacher for secure storage and required retention
Additional role and responsibllities:
Not applicable.
External moderation - the process
Subject teacher role and responsibilities:
o Ensure that awarding body or its moderator receive the correct samples of candidates’ work
¢ Where relevant, lialse with the awarding body/moderator where the maderator Msits the centre to mark the sample of work
»  Comply with any request from the modlerator for rernaining work or further evidence of the centre’s marking
Additional responsibilities:
Not applicable.
External moderation - feedback
Subject lead role and responsibilities:
¢ Check the final moderated marks when issued to the centre when the results are published
» Check moderator reports and ensure that any remedial action, if necessary, is undertaken before the next exam series
Adcditional responsibifities:
Not applicable.
Exams office/oflicer role and responsibilities:
e Access or signpost moderator reports to relevant staff
o Takes remedial action, if necessary, where feedback may relate to centre administration
Additional responsibilities:

Not applicable.

6. Access arrangements and reasonable adjustments

Subject teacher role and responsibilities:

s Work with the ALS lead/SENCo to ensure any access arrangements for eligible candidates are applied to assessments
Additional responsibilities:
Not applicable.

ALS lead/SENCo role and responsibilities:
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« Follow the regulations and guicdance in the JCQ publication Access Arrangements and Reasonable Adjustments in relation to non-examination
assessments

o Where amangements do not undemine the integrity of the qualification and Is the candidate’s nomal way of working, ensure access arrangements
are in place and awarding body approval, where required, has been obtained prior to assessments taking place

+ Make subject teachers aware of any access amangements for eligible candidates which need to be applied to assessmenls
o Work with subject teachers to ensure requirements for access arrangement candidates requiring the support of a facllitator in assessments are met
¢ Ensure that staff acting as an access arrangemant facilitator are fully trained in their role

Additional responsibilities:

Not applicable,

7. 8pecial conslderation and loss of work

Subject teacher role ard responsibilities:

« Understand that a candidate may be eligible for special consideration in assessments In certain situations where a candidate is absent and/or
produces a reduced quantity of work

o Liaise with the exams officer when special consideration may heed to be applied for a candidate taking assesstments
o Liaise with the exams officer to report loss of work to the awarding body

Additional responsibilities:

Not applicable.

Exams officefoflicer role and respansibilities:
» Refer to/directs relevant stalf to the JCQ publication A guide to the special consideration process:

o Where a candidate s eligible, submits an application for special conslderation via the awarding body's secure exiranet site to
the prescribed timescale

s Where application for special conslderation via the awarding body’s secure extranet site is not applicable, submits the required
form to the awarding body to the prescribed timescale

¢ Keeps required evidence on file to support the application
¢ Refer to/directs relevant staff where applicable to Form 15 - JCQ/LCW (lost work) and where applicable submits to the relevant awarcling body
Additional responsibilities:
Not applicable.

8. Malpractice

Head of centre role and responsibllities:

o Understand the responsibility to Immediately report to the relevant awarding body any alleged, suspected or actual incidents of malpractice involving
candidates or centre staff

» Ensures any iregularity identified by the centre before the candidate has signed the authentication statement (where required) are dealt with under
its own intemal procedures, with no requirement to repart the imegrilarity to the awarding body (The only exception being where the awarding body's
confidential assessiment materials has betn breached, the breach must be report to-the awarding body)

o Is familiar with the JOQ publication Suspected Malpractice: Policies and Procedures

» Ensure that those members of teaching staff involved in the direct superdsion of candidates producing non-examination assessment are aware of



the potential for malpractice and enstire that teaching staff are reminded that failire to report allegations of malpractice or suspected malpractice
constitutes malpractice in itself

Additional responsibilities:
Not applicable.
Subject teacher role and responsibilities:
o s aware of the JCQ Notice to Centre « Sharing NEA material and candidates' work to mitigate against candidate and centre malpractice
» Ensure candidates understand what constitutes malpractice in non-examination assessments
+ Ensure candidates understand the JCQ document Information for candidates - non-examination assessments
» Enhsure candidates understand the JCQ document Information for candidates - Social Media
» Escalate and report any alleged, suspected or actual incidents of malpractice involving candidates to the head of centre
Additional responsibilities:
Not applicable.
Exams office/officer role and responsibilities:
« Signpost the JCQ publication Suspected Malpractice: Policles and Procedures to the head of centre
e Signpost the JCQ Notice to Centres - Sharing NEA material and candidates' work to subject heads
» Signpost candidates to the relevant JCQ information for candidates documents
+ Where required, support the head of centre in investigating and reporting incidents of alleged, suspected or actual malpractice
Additional responsibllities:

Not applicable.

9. Post-results services

Head of centre role and responsibilities:
o s familiar with the JCQ publication Post-Results Services

o Ensure the centre's Internal Appeals Procedure clearly details the process to be followed by candidates (or their parents/carers) appealing
against a centre decision not to support a review of results or an appeal

Additional responsibilities:
Not applicable,
Subject lead role and respansibllities:
e Provide relevant support to subject teachers making decisions about reviews of results
Additional responsibilities:
Not applicable.
Subject teacher role and responsibilities:

* Provide advce and guldance to candidates on their results and the post-results sendces avallable



» Provde the exams officer with the original sample or relevant sample of candicates’ work that may be required for a review of moderation to the
intemal deadline

Additionat responsibilities:
Not applicable,
Exams office/officer role and responsibliities:

« s aware of the individual post-results sendces avallable for externally assessed and intemally assessed components of nor-examination
assessments as detalled in the JCQ publication Post-Results Services (Information and guidance to centres...)

o Provde/signpost relevant centre stalf and candlidates to post-restits senvices information

» Ensure any requests for post-results senices that are available to non-examination assessmenls are submitted online via the awarding body secure
extranet site to deadline

Additional responsibilities:

Not applicable.

10. Endorsements

Spoken Language Endorsement for GCSE English Language specifications {designed for use in Englancd)
Head of centre role and responsibilities:
Not applicable.
QA lead/Lead intemal verifier role and responsibilities;
s Ensure the appropriate arrangements are in place for internal standardisation of assessments
Additional responsibilities:
Not applicable.
Subject lead role and responsibilities:

« Confirm understanding of the Spoken Language Endorsement for GCSE English Language specifications and ensures any relevant
JCQ/awarding body instructions are followed

e Ensure the required task setting and task taking instruclions are followed by subject teachers
+ Ensure subject teachers assess candidates, elther live or from recordings, using the common assessment criteria
¢ Ensure for monitoring purposes, audio-Msual recordings of the presentations of a sample of candidates are provided
Additional responsibilities:
Not applicable.
Subject teacher role and responsibilities:
o Ensure all the requirements in refation to the endorsement are known and understood
» Follow the required task setting and task taking Instructions
s Agsess candidates, either five or from recordings, using the common assessmenl criteria

» Provide audio-visual recorcings of the presentations of a sample of candlidates for monitoring puposes



» Follow the awarding body's instructions for the submission of grades (Pass, Merit, Distinction or Not Classified) and the storage and submission
of recordings

Adcdlitional responsibllities:
Not applicable.
Exams office/officer role and responsibllities:
o Follow the awarding body’s Instructions for the submission of grades and recordings
Additional responsibilities:
Not applicable,
Practical Skills Endorsement for the A Level Sciences (designed for use in England)
Head of centre role and responsibilities;
Not applicable.
QA lead/Lead intemal verifier role and responsibilities:
Not applicable.
Subject lead role and responsibilities:
Not pplicable. |
Subject teacher role and responsibilities:
Not applicable.
Exams office/officer role and responsibilities:

Not applicable.

11. Private candidates

Subject lead role and responsibilities:
Not applicable.

12. Qualification/Subject specific additional information

This section provides additional information/procedures for planning and managing non-examination assessments in specific subjects of qualifications.

Not applicable.



CHANGES 2022/23

(Changsed) Under Authentication procedures; Provdes signed sandidate declarations where these may be requested by a JCQ Cantre Inspector (To)
Provides slgned candidate declarations where these may be requested by a JCQ Centre Inspector (Electronie signaturas are acceptable)

(Added)Under Presentation of work: new bullet point fo be agreedidisagreed by selecting "Edit
(Changed) For clartyunder Malpractice; Understand the responsibllity to Immediately report to the retevant awarding body any alleged, suspeoted or actusl
Incidents of malpractios invohing candicletes, teachars, Invgllators or ottier adninistrative staff (To) Understand the responsibility to Immediately report to

the relevant awarding body any alleged, suspected or actusl Incidents of malpractice Involing candidates or eentre staff

(Added) New bullst polrt to be agreed/disagread by sslecting ‘Edit

CENTRE-SPECIFIC CHANGES

Nat applicable



Management of issues and potential risks associated with non-examination assessments

detalled In the spscification

as dafined In the ewarding body's specification

Samples assessment ciitera in the centre set tesk

Issue/Risk Centye actions to manage issue/mitigata risk Actlon by
» Records confirm that relevant centre staff are familiar with and follow:
the current JCQ publication Instructions for conducting non-examination
Centre staff malpractice P 9 Head of Cantre
assessments
the JCQ dosument Notlce to Centres « Sharing NEA material and candidates’
work
« Raecords confirm thet candidates are Informed and understand they must not:
submit work which Is not thelr own
make avallable thelr work to other candidates through any medium
allow other cardidates to have access to thelr own independently sourced materiel
asslst other candldates to produce work
Subject
Candidate malpractica Tonch
use books, the intemet or other sources without acknowledgement or attribution eacher
submlt work that has besn word processed by a third party without acknowledgement
Include ingppropriate, offerisive or obscens materiel
s Records corfirm that candidates have baen made aware of the JOQ documents
Information for candidates - non-sxamination assesements and Information for
candidatos — Soclal Media - and understand they must not post their work on
soclal media
Tasgk sotting
s Awarding body key date for accessing/downloading set task noted prior o start of Sublect
Awarding body set taslk: IT course Ubjec
fallure/cormuption of tesk Teacher
detalls where et task [T systems checked prior to key date
detalls accessed from the
awarding body online Altemative IT system used to galn access
Awarding body confasted to request direct emall of task datalls
‘ + Ensures that subject teachers aceess awarding body tralning information, practice
Centre set task: Subject materals etc. Head of
teacher falls to meet the b o rto ‘
agsesament criteria as Records confirmation that stbjact teachers understand the task setting arrangements ar?:larrgz:tr
o 9




Issue/Risk Centre actions to manage Issue/mitigate risk Action by
. = Asimplified varsion of the awarding body's marking criteria desctibed in the
Cendidates do not specification thet 1s not specific to the work of an Indivdual candidate or group of
understand the marking candidates Is produced for cendidates Subject
criterta and what they need Teacher
to do to galn creit Records confirm all candidates understand the marking criteria

Candidates confirm/recard they undarstand the marking oriteria

Bubject teacher long term

ghaence during the task » Sae centre’s Exam Contingency Plan (Teaching staff extended absence at key Not Applicable
selting stage points In the exam oycle)
{ssuing of tagks
o Awarding body key date for accessing set task as detalled In the specification noted

Awarding body set task not pror to start of cairae Subject
fssued o candidates on ) .
Hime Course Information issued to candidates contains detells when set fask will be issued || Teacher

and needs to be completed by

Set task accessed well In advance to aljow time for planning, rescurcing and teaching

Subject
Teacher

The(;;lv;g?g tasicls ghen to s Ensures course planning and information taken from the awarding body's
candldeies speclfication confinms the correct task will be lssued to candidates

Awarding body guidance sought where this isaue remains tnrescived
Subject teacher fong term
absence during the lssuing « Ses centre's Exam Contingency Plan (Teaching staff extended absence at key Not Applicable
of tagks stage points In the exam cycle)
A candlidate (or

¢ » Ensures the candidate's presentation does not form part of the sample which will be

parent/carer) expresses

recorded
concem about
safeguarding, confidentiality Head of Centre

or faith In undertaking a
task such as a presentation
that may be recorded

Contacts the awarding bedy st the earllest opportunity whare unabls to record the
required number of candidates for the monitoring sample

Task taking

Supetvision




lssue/Risk Centra actions to manage Issue/mitigate risk Agtlon by
Planned assessments » Assessment plan Identified for the start of the course Subject
clash with other centre or
Teacher
candidete gothities Assessment dates/pericds Includad In centre wide calendar
¢ Timetabling organised to allocate appropriate rooms and IT facilitles for the start of the Sublect
Rooms or facllities coures T ubjec
Inadequate for candidates eacher
to teke tasks under Staggered sessions amanged where IT facliities Insufficlent for number of candidetes
appropriate supervslon
Whole cohort to undertake witten task in large exam venue at the same time (exam
condifions do not apply)
« Confirm subject teachers are aware of and follow the cuirent JCQ publicetion
Instructions for conducting non-examination assesements and any other specific
Insuificlent supendsion of Instrt:lotlo:; deatal‘::(:l lnuthe agwardln body's spacification in relation to :’he supe:/lesion Head of
candidates to enable work of candidates J ] Y Department or
to be authenticated Centre
Confiim subject teachers understand thalr role and respensibllities as detalled In the
centre's Nonwexaminafion Assessment Pollay
A candidate |s suspeoted of » Instructions and processes In the cuent JOG publication Instructions for
malpractice prfor to conducting non-examinafion assessments (Malpractice seotion) are followad Head of Centre
submltting thelr work for
assessment An internal Investigation and where appropriate Internal disciplinary procedures are
foltowed
Aacess arangements ware
no;putll;l pi:\jvifor aan o Relovant staff are signposted to the JCQ publication A guide to the special Exain Of
aasessment where cansideration process (section 2), to determine the process to be followad to apply xam Olicer
candidate Is approved for
for special consideration for the cendidate
arangements
Advice and fuedback
s Ensures a centre-wide process is In place for subject teachers to record all
Information provided to candidates before work begins as part of the centre’s quality
Gencldate cleims 88BLENCR procadures
Hate advce and
appropriato adoe a Regular monitoring of subjeot teacher completed records and sign-off to confim
feadback not given by moritorin activt
subject teacher prior to g y Hoead of Cantre
starting on thelr work

Full records kept detalling all information and advice given to candidates prior to
starting on thelr work as appropriate to the subject and component

Candidate confirms/records acdvice and feedback given prior to starting on their work




Issue/Risk Centre actions to manage issus/mitigate risk Actlon by
¢ Ensures a centre-wide process Is in place for subject teachers to record all advce
angd feedback provided to candidates during the task-akling stage as part of the
Canddste dlims no adioe centre's quafity assurance prosedure
S N0 A
and feedback ghen by Regular monitoring of subject teachar completed racotds and sign-off to confitm Head of Certra
f:sﬁi‘at‘:k::g‘:l:;:”””g the monitoring acthity
Full records kept detalling all advice and feedback given to candidates during the
task-taking stage as appropriate o the subject and component
Candidate confirmsfrecords advice and feedback given during the task-taking stage
A third-party clalims that
assls taﬁoe)\l/vas iven o * Aninwstigation s conducted; candidates arid subject teacher are Interndewed and
ceandidates by the subject statements recorded where relevant
:m ;f;g::gi?;ﬁ;:at Records as detalled sbove ere provided ta confinm all assistance given Heed of Centre
and specification Where appropriate, a suspected malpractice report is submitted to the awarding body
» Condldate Is advised at a general lewel fo raference Infomation before work [s
submitted for formal assessment
Candidete doss not Subject
refierance information from Candidate is agaln referred to the JCQ document Infarmation for candidates: none Teacher
published source examination assessments
Candlidate's detalled record of his/her own resegrch, planning, resources ele. Is
regularly checked to ensure santinued completion
« Candidate Is advsed at a general level to review and re-craft the set out of refarences
before work is submitted for formal assessment
Candidate does not set oLt g::il]ciliz ;l(s, :ie:; :sf:f:t :o the JCQ document Information for candidates: non- Subject
references as required Teacher
Candidate's datalled record of his/her own research, planning, resources etc, is
regularly cheoked to ensure continuad completion
Candidate jolns the course
late after formally Subject
supenised task taking hes « A separate supanised sesslon(s) Is artanged for the candidate to catch tp Teacher
started
Candidate mowes 1o another « Awarding body guldance Is sought fo detenmine what can be done depending on the Sibject
centre during the course Teacher

stage at which the move takes plece




Issue/Risk Centie actlons to manage Issue/mitigate sk Action by
awand determine If the spactilcation |
complete his/her non- Haad of Centre
exervinetion assessiment(s) If 50, arrangeiments for supendsion, authentication and marking are made separately
for the candidate
Resources
Preparatory notes and the work to be asaessed are collected In and kept sacure
batwean formally supsndsed sesslons
A candidate augments
notes and rasources Where memoary sticks are used by candldates, these are collested In and kept Head of Centre
batwsen formally sacure betwesn formally supendsed sessions
supenised sesslons
Where work (s stored on the centre's network, access for candldates s restricted
betwesn formally supenised sessions
Subject
Candidate’s detalled record of hlsfher own research, planning, resources etc. Is Teacher
checked o confirm all the sources used, Including books, websltes and audioMsugl
A candidate fails to Tesources
acknowledge sources on
work that ts submitted for Awarding body guldance ls sought on whether the wark of the candidate should be
assessmant rmarked whete candidate's detalled records acknowledges: sources approptistely
Where conflrmation is unavallable from candidate’s records, awarding body guidance
is sought ancfor & merk of zero Is submitted to the awarding body for the candidate
Word and tine limits
Records confirm the awarding body specification has been checked to deternine If
A candidate Is penalised by word or time limits are mandatory
the awarding body for Subject
excesding word or time Where litnits are for guidance only, candidates are discouraged from exceedling them | Teacher
limits
Candidates confirmrecord any information provided to them on word or time limifs Is
known and understood
Collaboration and group work
Head of Centre

Candidates have worked In
groups whera the awarding
hody specification states
this Is not permitted

Records confirm the awarding body specifioation has been checked to detammine if
group work Is parmitted

Awarding body guldance sought where this Issue remains unresolved




Issue/Risk Centre actlons fo manage issue/mitigate risk Action by
Authenticatlon procedures
A toacher has doubts about
thiatlzttthzngclty of tl;:zv:oﬂ( o Records confirm subject staff heve been made aware of the JCQ document Notice to
Submitted by & candidate Contres - Sharing NEA materlal and candidates’ work
for infemal agsessment
Records confiim that candidates have been Issued with the cument JCQ document
Informatlon for candidates: non-examination assessments
Car:dlid?te plaglarises other Canclidates confirmirecord that they understand what they nead to do to comply with Head of Gerra
malera the regulations for non-examination assessments as cutlined in the JCQ document
Information for candidates: nonsxamination assessments
The candidate's work Is not accepted for assessment
Amark of zero ls recorded and submitted to the awanding body
» Reoords confirm that candidates have been lssued with the curent JCQ dosument
Information for candidates: non-examination assessments
Candidzte does not sign Candidates confirm/record thay understand what they neesd to do 1o comply with the Subject
thelr authentioation regulations as outiined In the JCQ document Information for candidates; non- Toacher
statement/daclaration examination asssssments
Declaration s checked for signature before accepting the work of a candidate for
formal assessment
Sukﬂ:&t tfacr;er not » Ensures & cantre-wide process Is In place for subject teachers to sign authentication | Exarm Of
analladla to sign forms at the polnt of marking candidates work as part of the centre's quality Xarm Dllear
authentication forms ass\rance proceduros
Presentation of work
Cendidate daes not fully
complete the awarding
1, (|
bady's covar sl"neet thet le » Cowr sheet Is checked to ensure It is fully complated before aceepting the work of a Subjoct
attached to their worked Teacher
canddate for fornal assessment
submitted for formal
assessment
Keaping materials secure
Candldates work botwean s Records confirm subject teachers are aware of and follow current JCQ publication
Instructions for conduating non-examination assessimsnts
formal supensed sessions Head of Centre

Is not securely stored

Regular monltoring/internal audit ensures subject teacher use of appropriate secure
storage




{ssue/Risk Centra actions to manage lssue/mitigate risk Actfon by

Adequate secure slorage » Records confirm adequate/sufficlent secure storage Is avallable to subject teacher
not evallable to subject prior o the start of the course Head of Cantre
teacher

Altemative secure storage sourced where required

+ Racords confim subject feachens are aware of and follow curent JCQ publivation

Instructions for conducting non-examination assessments

Intemal processes and regular monitoring/internal audit by IT Manager anstres:

apcess to this materel Is restrioted

eppropriate seourity safeguards are In place
Candidates worlk produced
sleotronically is not & effective back-up stratagy Is employed so that en up to date archive of candidetes' || Head of Centre
securely stored avidence Is maintalned

any sensitive digital media Is snarypted (according to awarding body guldance to

ensure that the method of encryption Is sultable) to ensure the securlty of the data

stored within it

Additional detalls:
Not Applicable
Task marking — extarnally assessed components
A candidate is absent on » Awarding body guldancs is sought to determine If alternative assesament
I Wl

the day of the examiner arrangements can be made for the candidate Not Applicable
Vistt for an acceptable
18ason If not, eligibllity for special considaration 1s explored and a request submitted to the

awarding body where appropriste
A candidate ls absent on
the day of the examiner Not Applcatle
st for an unacceptable « The candidate 1s marked absent on the attendance register ppica
reason

Task marking ~ Internally assessed components
¢ Where a candidate submits no work, the candidate Is recorded as absent when

A candidate submits itfe marks are submitted to the awarding body Subject
oF no work Teacher

Where a candidate submits littte work, the work produced |s assessed sgalnst the
assesgment criteria and a mark allocated appropriately; where the work does not
meet any of the assessment oriteria a mark of zero Is submitted to the awarding body




|ssue/Risk Centre acilons to manage Issue/mitigate risk Action by
A cadidate Is unabfe to ¢ Relevant staff are signposted to the JCQ publication A gulde fo the apecial Subject
finfsh thelr work for
consideration process (section &), to determine eligitility and the process to be ‘Teacher
unforsseen reason
followed for shortfall in work
The work of a eandidate Is Relevart staff are signposted to the JCQ publicatlon Instructions for conducting Not Applicabi
lost or dernaged non-sxamination assessments (section 8), to determine sligiblifty and the process O Appicetie
to be followert for lost of dameged work
instiuctions and processes in the curment JCQ publicatlon Instructions for
conducting non-sxamination assessrents (section 8 Melprectice) are followed
Candidate malpractice is Head of Centro
discovered Investigation and reporting procedures in the current JCQ publioation Buspected
Malpractice: Policles and Procedures are followsd
Appropriate intermnal disciplinary procedures are also followad
Ateacher assesses the
work of a candidate with
whom they have a close
personal relationship e.9.
rmembers of their farmily A possible confiict of interest Is declared by infaming the awarding body before the
(which includes stap- published deadline for entrles fr eaoh examination serjes
family, foster family and
simllar close Merked work of sald candidate Is submitted for moderation whether part of the sample Head of Centra
relationships) or close requested or not
friends and their
immediate family (e.¢g.
son/daughter)
An extension to the Awarding body is contacted to determine If an extension canh be granted
desgdline for submissicn of
marks Is required for a Relevant staff are signposted {o the JCQ1 publication A guide to the special
legitimate reason conglderation process (section 5), to determine eligibility and the process to be Subject
followed for non-examinetion asgessment extension Teacher
After submizston of marks, Awarding body |s contacted for guldance
It is discovared that the Subject
wrarg task was given to Relevant staff are signposted to the JCQ publication A guida to the special Taacher

candidates

consideration process (section 2), to determine eliglbility and the process to be
foltowed to apply for spectal consideration for candidates




intemal appesls procedure and prior to the Intemal deediine set by the exama officer
for the subniission of marks

Through the cendidate exam handbook, candidates are made aware of the centre's
Intemal appeals procadures and timescale for submitting an appeal/request for a
reMew of the centre's marking prior to the submission of rarks to the awarding body

Issue/Rlsk Centre acflons to manage lssie/mitigate rigk Actlon by
¢ Candidates ere Informed of the marks they tave been awarded for thelr work prior to

the marks belng submitted to the awarding body

Reoords confirm candidetes have been Informed of thelr marks
A candidate wishes to Candldetes are informed that these marks are subject to change through the

- | appeal/request a redew of awarding body's moderation process
Not Appliceble

the marks awarded for thelr PP
work by their teacher Candldates are informed of thelr marks {o the timescale identified in the centre's

Deadline for submitting
work for formal assessment
not met by candidate

¢ Records confim deadiines glven and undetstood by candidetes et the start of the
course

Candidates confirm/record deadlines known and understood
Depending on the clrcumstences, awarding body guidance sought to determine If the
work ¢an be accepted late for marking providing the awarding body's deadlline for

submitting merks can be met

Declsion made {depending on the clreumstances) If the work will be accepted late for
marking of a merk of Zero submitted to the awarding body for the candidate

Not Applicable

Deadline for subrmitting
marks and samples of
candidates work lgnored by
subject teacher

« Intemal/extermal deadlines are published at the start of each academic year
Reminders are Issuad through senlor leadars/subject heads as deadlines approach
Records confirm deadlines known and understood by subjest teachers

Whera appropiiate, intemal disciplinary procedures are followed

Not Applicable

Subject teacher long term
absence during the marking
peried

» Ses centre's Exam Contingency Plan (Teaching staff extended absence at key
points In the exam oyels)

Not Applicable







-

pa

é Academy

Policy/Procedure creator: Lynne Barnes

] Birches Head

Policy/Procedure created/reviewed: 06/12/2022

Word Processor Policy

Centre Name

Birches Head Academy

Centre Number

30455

Date policy first created

13/10/2020

Current policy approved by

Head of Centre & Governors

Current policy reviewed by

Lynne Barnes

Date of next review

20/10/2023

Key staff involved in the policy

Role

Name

ALS lead/SENCo

Lynn Brammer

Exams officer Lynne Barnes
Senior leader(s) Katie Dixon
IT manager Dave Tyson
Other staff (if applicable) Not Applicable

This palicy is reviewed and updated annually on the publication of updated JCQ regulations.
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Introduction
The use of a word processor In exams and assessments is an avallable access arrangement/reasonable adjustment,

The purpose of an access amangement/reasonable adjustment is to ensure, where possible, that barriers to assessment are removed for a disabled
candidate preventing hinvher from being placed at a substantial disadvantage as a consequence of persistent and significant dificulties.

The following principles are applied to access arrangements at Birches Head Academy:
» The purpose of an access amrangement/reasonable adjustment Is to ensure, where possible, that baniers to assessment are removed for a disabled
candidate preventing them from belng placed at a substantial disacvantage as a consequence of persistent and significant difficulties. The Integrity

of the assessment is maintained, whilst at the same time provicing access to assessments for a disabled candidate, (AA 4.2.1)

o Although access arangements/adjustiments are intended to allow access to assessiments, they are not granted where they will compromise the
assessment objectives of the specification In question, (AA 4.2.2)

o Candidates may not require the same access arrangemenls/reasonable adjustments in each specification. Subjects and their methods of
assessments may vary, leading to different demands of the candidate. ALS leads/SENCos must consider the need for access

arrangements/reasonable adjustments on a subject-by-subject basis. (AA 4.2,3)

o The Additional Leaming Support lead/SENCo must gnsure that the proposed access arrangement/reasonable adjustment dogs not unfaily
disadvantage or advantage a candidate. (AA 4.2,1)

 ‘The candidate must have had appropriate opportunities to practice using the access arrangement(s)/reasonable adjustments before his/her first
examination, (AA 4.2,7)

Purpose of the policy

This poltcy details how Birches Head Academy complies with AA, chapter 4 (Managing the needs of candidates and principles for centres), section 5.8
(Word processor) and ICE, sections 14,20-27 (Word processars (computers, laptops and tablets) when awarding and allocating a candidate the use of word
processor in examinations.,

The term ‘word processor’ s used to describe for example, the use of a computer, laptop or tablet.

The criteria Birches Head Academy uses to award and allocate word processors for examinations and
assessments

o The ‘normal way of working' for exam candidates, as directed by the head of centre, Is that candidates handwite thelr exams unless there are
exceptions

EXCEPTIONS

A candicdate may be awarded the use of a word processor in examinations where:
o the candicate may have an approved access arrangement in place, for example the use of a scribe/speech recogrition teshnelogy

« the candidate has a finmly established need, it reflects the candidate’s normal way of working and by not belng awarded a word processor would be
at a substantial disadvantage to other candidates

Birches Head Academy will:

» allocate the use of a word processor to a candidate with the spelling and grammar check facility/predictive text disabled (switched off) where it is
thelr nomal way of working within the centre (AA 6.8.1)

« award the use of a word processor to candidates where appropriate to thelr needs (AA 5,8.4)

For example, a candidate with;



- a leaming difficulty which has a substantial and long-term adverse effect on hisfher abllity to write legibly

- a medical condition

- a physical disability

- 8 sensory impairment

- planning and organisatlonal problems when wiiting by hand

- poor handwriting

(This list is not exhaustive)

« only permit the use of a word processor where the integrity of the assessment can be maintained (AA 4.2,1)
» ot grant the use of a word processar whete it will compromise the assessment objectives of the specification iﬁ question (AA 4.2.2)
= consider on a subject-by-subject basis if the candidate will need to use a word processor in each speification (AA 4.2.3)

* process access amangements/reasonable adjustments at the start of the course, or as soan as practicable having finmly established a picture of
need and normal way of working, ensuring arrangements are always approved before an examination or assessment (AA 4.2.4)

* provide the use of word processors to candidates In non-examination assessment components as standard practice unless prohibited by
the specification (AA 5.8.2)

Birches Head Academy will not:

¢ simply grant the use of a word processor to & candidate because he/she now wants to type rather than write in exarminations or can work faster on a
keyboard, or because helshe uses alaptop athome (AA 5.8.4)

Additionally the use of a word processor would be considered for a candidate:

» in the event of a temporary injury or impalrment, or a diagnosls of a disability or manifestation of an impaiment relating to an existing disability
arising after the start of the course (AA 4.2.4)

« where the curriculum is delivered electronically and the centre provides word processors to all candidsates (AA 5.8.4)
Other centre specific information relating to the use of a word processor:
Not applicable

Arrangements at the time of the assessment for the use of a word processor

A candidate using a word processor is accommodated as follows:
With other access arrangement students. This may be in the general room or may be a separate room depending on numbers.
In compliance with the regulations, Birches Head Academy:

e provides a word processor with the spelling and grammar check facility/predictive text disabled (switched off) unless an awarding body's
specification says otherwise (ICE 14.20)

» (where a candidate is to be seated with the main cohort without the use of a power point) checks the battery capacity of the word processor before
the candidate's exam to ensure that the battery is sufficiently charged for the entire duration of the exam (ICE 14.21)

e ensures the candidate Is reminded to ensure that the centre number, candidate number and the unit/component code appear on each page as a
header or footer e.g. 12345/8001 - 6391/01 (ICE 14.22)

o ifacandidate is using a software application that does not allow for the insertion of a header or footer, once the candidate has completed the
examination and printed off their typed script, he/she is instructed to handwrite their details as a header or footer; the candlidate is supenised



throtighottt this process to ensure that he/she is solely performing this task and not re-teadling thelr answers or amending their work in any way
(ICE 14.22)

o ensures the candidate understands that each page of the typed script must be numbered, e.g. page 1 of 6 (ICE 14.23)

« ensures the candidate is reminded to save his/her work at regular Intervals (or where possible, an IT technician will set up 'autosave’ on each
laptop/tablet to ensure thatif there Is a complication or technical issue, the candidate's work is notlost) (ICE 14.24)

e Instructs the candidate to use a minimum of 12pt font and double spacing to make marking easler for examiners (ICE 14.24)
Birches Head Academy will ensure the word processor:
(ICE 14.25)

e |5 onfy used in a way that ensures a candidate’s script is produced under secure conditions

s Is not used to perform skills which are being assessed

o Is in good working order at the time of the exam

o iz accommodated in such a way that other candidates are not distubed and cannot read the screen

o is used as a typewriter, not as a database, although standard formatting software is acceptable

» [s cleared of any prevously stored data

« does 1ot give the candidate access to other applications such as a calcutator (where prohibited in the examination), e-mail, the Intemet, social
media sites, spreadsheets

s does not include graphic packages or computer aided design softwars unless permissioﬁ has been given to use these
¢ does nol have any predictive text software or an automalic spelling and gramimar check enabled unless the candidate has been pemitied a scribe
oris using speech recognition technology (a scribe cover sheet must be completed), or the awarding body's speclfication perits the use of
automatic spell checking
+ does not Include computer reading (text to speech) software unless the candidate has permission to use a computer reader
+ does riot include speech recognition technology unless the candidate has permission to use a scribe or relevant software
e is not used on the candidate's behalf by a third party unless the candidate has permission to use a scribe
Portable storage medium
Birches Head Academy will ensure that any portable storage medium (e.g, a memory stick) used:
(ICE 14.26)
» is provided by the centre
e is cleared of any prevously stored data
Printing the script after the exam has ended
Birches Head Academy will ensure:
(ICE 14,25)
¢ the word processor is either connected (o a printer so that a script can be printed off, or have the facility to print from a portable storage medium
» the candidate Is present to verify that the work printed s his/her own

« aword processed script is attached to any answer booklet which conlains some of the answers



» where an awarding body may require a word processor cover sheet, this Is Included with the candidate’s typed script (and according to the relevant
awarding body's instructions) (ICE 14.26)

o if a candidate omits to Insert the required header or footer, he/she Is Instructed to handwiite the details as a header or footer; the candidate is
supenised throughout this process to ensure that he/she Is solely performing this task and not re-reading their answers or amending thelr work in
any way (ICE 14,22)

Birches Head Academy:
* may retain electronic coples of word processed scripts as the electronic copy of a word processed script may be accepted by an awarding body

where the printed copy has been lost. However, the centre would need to demonstrate to the awarding body that the file has been kept securely,
The head of centre would be required to confinm this in wiiting to the awarding body (ICE 14.27)

Qther centre specific information relating to arangements at the time of the assessment:

Not Applicable

Allocating word processors at the time of the assessment

Appropriate exam-compliant word processors will be allocated by:

o the IT department in ligison with the ALS lead/SENCo and the exams officer

In exceptional circumstances where the number of compliant word processors may be insufficient for the cohort of candidates approved to use them in an
exam session:

= the cohort will be split into two groups
»one group will sit the exam earfier than or later than the awarding body's published start time
- = the security of the exam will be maintained at all imes and candidates will be supenised In line with section 7.2 of ICE
Other centre specific information relating to allocating the use of a word processor;

Not Applicable



CHANGES 2022/2023

(Removed)) Staternent at the end of the docurment as this is no longer a requirement in JCQ regulations (Access Arrangements and Reasonable
Adjustments, section 5.8). Re-ordered the content previously contalned within the statement to meet the changed requitement In section 6.8 which now
states: A mernber of the centre’s sanior leadership team must produce @ word processor polioy, specific to the centre, which detalls the criterla the centre
uses to award and allocate word processars for examinations and assessments, This polley must be avallable for inspectior.

Under Arrangements at the fime of the assessment for the use of a word processor: (Under ICE 14.26)

(Ramoved) ls not connectad to an intranet or any ether means of commurication

(Changed) does hat givs the candlidste access tb other applications such as a calculator(where prohibitad In the examination), spreadshests etc, (To) does notgive
the candidate access to other applications such as a calculator (where prohiblted In the exatnination), e-mall, the Intemet, soclal media sites, spraatsheets

(Added) does not include carmputer reading (text to speech) softwars unless the candldate has permission to use & computer reader
Undler Printing the soript after the exam has ended:

(Changed) ICE reference against - whera an awarding biody mey recuire @ word processor cover sheet, this Is Included with the candidate’s typed soript
(and according to the relevant awarding bady's Inatrustions) to (ICE 14.26)

{Added) The change In ICE - ... mayretain alecironie coples of word processed scripls as the slectronle copy of a word processed soript maybe accepled byan
awarding bodywhere the printed copy has been lost, Howevet, the centre would need to demonstrate to the awarding body that {he file has been keptsecurely, The
head of centre would be requlred to confirm this tn writing to the awarding body. (ICE 14.27)

CENTRE-SPECIFIC CHANGES

Not Applicable
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This procedure is reMewed and updated annually to ensure that appeals against intemal assessment decisions (centre assessed marks) at Birches Head
Academy are managed in accordance with current requirements and regulations in the JCQ publications General Regulations for Approved

Centres (GR 5.7), Instructions for conducting non-examination assessments (ICNEA 6.1). This procedure is informed by the JCQ publications
Reviews of marking (centre assessed marks) suggested template for centres and Notice to Centres - Informing candidates of their centre
assessed marks.



Introduction

Cartain qualifications contaln components of non-examination assessment (or units of coursework) which are internally assessed (marked) by Blrches
Head Academy and intemally redewad/standardised. The marks awarded (the Intermal assessment decisions} which contribute to the final grade of the
quelification are then submitied by the deadline set by the awarding bady for extemal modearation,

The moderation process carried out by the awerding body may result in & merk changs, efther upwards or downwards, even after an Intemal reviaw. The
intemal review process Is In place to ensure conslstency of marking within the centre, whereas moderation by the awarding body ensures that centre
merking Is line with national standards. The mark submitted to the swarding body s subject to changs and should therefore ba consldered provisionsl,

The qualifications delivered at Birches Head Academy contelning compenents of rion-examination assessment/units of coursework are:

GOSE, OCR Cambrdgs Nationals, Pearson BTEC vocational and WJEC wocationa)

Purpose of the procedure

The purpose of this procedure is to confirm the arrangements &t Blrches Head Academy far dealing with cendidate appeals relating to intemal assessment
declsions,

Thig procedure enstres compliance with JCQ regulations which state that centres must:

# have In place and be avallable for Inspection purposes, a written Internal appeals procedure relating to Internal assessment declslons
and to snsure that defails of this procedure ars communicated, made widely avallable and accessible to all candidates

= bafore submitting marks to the awarding body inform candidates of thelr centre assessed marks and allow a candldate to request a
review of the cantre's marking

Principles relating to centre assessed marks

Tha head of centre/sentor leader(s) st Birches Head Acadermy Wil ensure that the followlng principles ere in plaoe In refation to marking the work of
candidataes:

» A commitment to ensuring that whenever teaching staff merk candidatesa’ work, that this Is done faliy, consistently and In accordance with the
awearding body's specification and subject-specific mssoclated documents

» All gentre staff follow & robust Non-examination Asseasment Policy (for the management of non-examination assessments), This palicy detalls all
pracedures relating to non-examinetion essessments for relevant qualtfications delvered In the centre, including the matking and quality
assurance/interal standardisation processes which relevant teaching staff are required to follow

s Candidates’ work will be merked by staff who heve appropriate knowedge, understanding and skill, and who have been trained In this activity

« A commitment fo enswing that work produced by candidates is authenticated In line with the requirements of the awarding body. YWhere mors than
one subject teacher/tutor Ts Involved In marking candidates’ work, Intemal moderation and standardisation will ensure conslstency of merking

« On belng Informed of thelr centre assessed mark{g), If candicates believes that the above procedures were not followed in relation to the marking of
thelr work, or that the assessor has not properly applied the marking standards to thelr marking, then they may make use of the Intemal appesls
pracexiure below to conslder whather to request & revew of the centre’s marking

Additional centre-specific princlples:

Not appllcable



Procedure for appealing internal assessment decisions (centre assessed marks)
The head of centre/senior leader(s) at Birches Head Academy will:

» Ensure that candidates are informed of thelr centre assessed marks so that they may request a review of the centre’s marking before marks are
submitted to the awarding body

« Inform candidates that they will nead to explain on what grounds they wish to request a redew of an intemally assessed maik as a review will only
focus on the quality of their work in meeting the published assessment criteria

¢ Inform candidates that they may recuest coples of materials (generally as a minimum, a copy of the marked assessment material (work) and the
mark scheme or assessment criteria plus additional materials which may vary from subject to subject) to assist them in considering whether to
request a review of the centre’s marking of the assessment

o Having recelved a request for coples of materials, promptly make them avallable to the candidate (for some marked assessmenl materials, such as
art work and recordings, inform the candidate that the originals will be shared under supendsed conditions) within the period of time as specified

(see Deadlines below)

s Provde candidates with sufficlent time in order to allow them to review copies of materials and reach a degision, informing candidates that if their
decision Is to request a review they will need to explain what they helieve the issue to be

« ProMde a clear deadline for candidates to submit a request for-a reMew of the centre's marking and confirm understanding that requests must be
made in witing and will not be accepted after this deadline {see Deadlines below)

Require candidates to make requests for a review of centre marking by completing an intemal appeals form

» Allow sufficlent time for the review to be carried out, to make any necessary changes to matks and to inform the candidate of the outcome, all
before the awarding body's deadline for the submission of marks (see Deadlines below)

« Ensure that the revew of marking is conducted by an assessor who has appropriate competence, has had no prevous Involvement in the
assessment of that candidate for the component In question and has no personal interest in the outcome of the review

» |nstruct the reMewar to ensure that the candidate’s mark Is consistent with the standard set by the centre
¢ Inform the candidate in wiiting of the outcome of the review of the centre’s marking

o Ensure the outcome of the reMew of the centre's marking is made known to the head of centre who will have the final decision if there is any
disagresment on the mark to be submitted to the awarding body

» Ensure a witten record of the revew is kept and made available to the awarding body upon request
s Ensure the awarding body s informed if the centre does not accept the outcome of a redew
Additional centre-specific procedure:

Not applicable,

Deadlines and timescales

e Upon request, coples of materials will be made available to the candidate within & working days,

s The deadline to request a review of marking must be made within 5 working days. of the candidate receiving copies of the requested
materials

* The process for completing the review, making any changes to marks, and informing the candidate of the outcome will he completed
within 20 working days., all before the awarding body's deadliine for the submission of mark



CHANGES 2022/2023

(Changed) Under Procedure for appealing Internal assessment decistons

«Jnform the candidate that these Will be shared under supenised conditions) within the epeclfied time period (10} ..dnform the candidate that the orlginals
will be shared under supenised sanditions) within the specified time period (see Deadlines below)

Where & number of subject teachers are Involved in marking candldates’ work.., (To) Where more than one subject teacher/tutor Is Involved In marking
canclidates' wark...

Ensure that the review of marking is conducted by an assessor who hes appropriate competence, has had no prevous Invoivement in the assessment of
that candidate and has no peraonal Intarest In the review (To) Ensure that the review of marking Is condusted by an assessor who has appropriate
conripetence, has had no prevous Involvement In the assessment of that candidate for the component In question and has no personal interest In the
outecome of the review

CENTRE-SPECIFIC CHANGES

Not Appliceble
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This procedure is revewed and updated annually to ensure that appeals against any decision at Birches Head Academy not to support a request fora
clerical re-check, a review of marking, a review of moderation, or an appeal are managed in accordance with current requirements and regulations.

Reference in this procedure to GR refers to the JCQ publication General Regulations for Approved Centres.




Introduction

Following the lasue of results, ewarding bodles meke post-results senlces avallable (see below for detalls of how these are menaged at Birches Head
Academy)

Ifteaching staff et Birches Head Academy or a candidate (or his/her parent/carer) have a concam that a result may not be accurate, post-resuits senices
may ba consldered,

“Tha JCQ post-results sendces curently avallable are detalled below.
Reviews of Results (RoRs):

s Barvice 1 (Clerlcal re-check) ~ This Is the only service that can be requested for objective tests (multiple chalce teéts)
o Service 2 (Revisw of marking)

o Priority Service 2 (Review of marking) - This service Is only availlable for externally assessed components of GCE A-evel specifications
(an ndividual awarding body may also offer this ptlority service for other qualiffcations)

» Sarvice 3 (Review of moderatlon) - This service Is not available to an Individual candidate

Access to Scripts (ATS):

» Coples of soripts to support reviews of marking

» Coples of soripts to support teaching and leaming

Purpose of the procedure

The purpose of thig prosedure is to confirm the arangements at Birches Head Academy for dealing with candidate appeals relating to any centre decision
not to support & clerical re-check, a review of marking, a review of moderation, or an appeal.

This procedure ensures complisnce with JCQ regulations (GR 5,13) which state that centres must have aveleble for inspeoction purposes and draw to the

attention of candidates and thelr parerts/carers, a witten Internal appsals procedure ko manage disputes when a candidate disagrees with a centre
declslon not to support an online application for @ clerical recheck, a revew of marking, a review of moderation or an appeal.

Postresults services
At Birches Head Academy:
» Candidates are made aware of the arangements for postresults senices prior to the Issue of results

» Candidates are slso Informed of the perods during which senlor members of centre staff will be avallable/accessible immediately after the
publicatioh of resuits so that results may be discussed, and declslons made on the submisslon of revews of marking

Carididates are made aware/informed by the student handbook Issued in the Autumn term detalls the post-result sendce process,

These detalls are confimmad with thelr statement of entrles and again witl their results.

Full detalls of the post-results sendces, Intemal deatiine(s) for requesting a sendce and the feas charged (where applicable) are provided by the exams
oficer with the entry statement and agein with the results statement,

Centre actions In response o a concern about a result
Where a concemn Is expressed that a particular result may not be acourate, Blrches Head Academy will:

» Look at the marks awarded for each combonent part of the quellfication alongsice any mark schemss, relevent result repotts, grade boundary
infarmation ete., when made avallable by the awarding body, to determine If the coheem may be Justified



For written components that contributed to the final grade, Birches Head Academy will:

» Where a place a university or college is at risk, consider supporting a request for a Pricrity Senice 2 review of marking
In all other instances:

» Considar accessing the script by:

s (where the service is made avallable by the awarding body) requesting a priarity copy of the candidate’s script to support a
review of marking by the awarding body deadline OR

o (where the option Is made available by the awarding body) viewing the candidate's marked script online to consider if requesting
a raview of marking is appropriate

» Collect witten consent/pemmission from the candidate to access the script

¢ On access to the seript, consider if It is felt that the agreed mark scheme has been applled correctly in the original marking and if the centre
consiclers there are any errors in the marking

« Support a request for the appropriate Review of Resuilts sendce (clerical re-check or review of marking) if any error is identified
« Collect witten consent from the candidate to request the Review of Restuits senice before the request is submitted

« Where relevant, advse an affected candicate to inform any third party (such as a university or college) that a reMew of marking has been submitted
to an awarding body

Additional centre-specific actions:
Not applicable.
For moderated components that contributed to the final grade Birches Head Academy will:

« Confinm that a review of moderation cannet be undertaken on the work of an individual candidate or the work of candidates not in the original sample
submitted for moderation

o Consult the moderator's report/feedback to identify any issues raised

» Determine if the centre's Intemally assessed marks have been accepted without ¢hange by the awarding body —if this Is the case, a Review of
Results senice 3 (Review of moderation) will not be awailable

« Determine if there are any grounds to submit a request for a reMew of moderation for all candidates in the original sample
Additional centre-specific actions:

Not applicable.

Candidate consent

Birches Head Academy will:

» Acquire written candidate consent (accepting informed consent via candidate email) in all cases before a request for a Review of Results senice 1
of 2 (including priority sendce 2} is submitted to the awarding body

¢ Acquire Informed candidate consent to confirm the candidate understands that the final subject grade and/or mark awarded following a clerical re-
check or a review of marking, and any subsequent appeal, may be lower than, higher than, or the same as the result which was originally awarded

« Only collect candidate consent after the publication of results

Additional centre-specific actions:



Not Applicable,

Centre actions In the event of a disagreement (dispute)

Where a candidate disagrees with a gentre declsion not to support a clerical re-check, a review of marking or & review of maderation, Birches Head
Academy will:

s For a review of marking {(Review of Reaults priority sendce 2), advise the candidate a review may be requested by provding Informed written consent
(and the reculred fea) for this sendce to the centre by the deadline set by the certre

» For a reMew of marking (Review of Results serce 1 or 2), first advse the candidate to acoess a copy of thalr seript to support a revew of marking
by providing written perission (and any required fee) for the centre to access the script from the awarding body

» After accessing the script to consider the marking, Inform the candidate that If a request for a review of marking (Review of Results sece 1 or 2)is
required, this must be submitted by the deadline set by the centre by providing informed written conaent (and the requirad fee) for the centrs to
request the serdee from the ewarding body

¢ |nform the candidate that a reMew of moderation (Revew of Results sendce 3) cannot be requested for the work of an individual candidate or the
work of a candidete not In the orlginal samgle

Additional centre-spsclfic actions:
Not Applicable,

if the candidate (or his/her parent/carer) balleves there are grolinds to appeal ageinat the centre’s declslon not to support a revew of resuits, an internal
&appeal can be submitted to the centre by completing an Intemal appeals fonm. at least 5 working days

prior to the Intemel deadline for submitting & request for a review of results,

The appellant will be Informed of the outcome of the appesl before the Intemal deadline for submitting a Review of Restilts..

Appeals

Following & Review of Results cutcome, an external appesls process Is avallable if the head of centre at Birches Head Acadery remains dissatisfied with
the outcome and belleves thers are grounds for appesl,

The JCQ publications Post-Results Services and JCQ Appeals Booldet (A gulde to the awarding bodies’ appeals processes) will be consulted to
determine the acoeptable grounds for a preliminary appesl,

Whete the head of centre Is satlsfied after racalving the Review of Results outeome, but the candidate (or parert/carer) befieves thers are grounds for a
prefiminary appeat to the awarding hody, an Intemnal appsal may be made directly to the centre. Candidates or parenta/carers are not permitted to make
direct representafions to an awarding body. Foliowing this, the head of centre’s declslon as to whether to proceed with a preliminary appeal will be basad
upan the acceptable grounds as detalled In the JCQ Appeals Booklet.

To submit an Intemal appeal:

» Aninternal appeals fomn should be complatad and submitted {o the centre within the time spectfied by the centre from the notification of the
outcome of the review of the result

¢ Subject to the head of centre’s decislon, the preliminary appsal will be processed and submitted to the awarding body within the required 30
calendar days of the awarding body issuing the cutcoms of the review of results process

¢ Awarding body faes which mey be chargad for the preliminary appeal must be pald to the centre by the appellant before the praliminary appeal is
submittad to the awarding bady (fees are avallable from the exams officer)

» [fthe appeal is upheld by the awarding body, this fee will be refunded by the awarding body and repaid to the appaliant by the centre



Additlonal centre-speolfic Information:

Not Applicable,



CHANGES 2022/2023

{Changed) Under Purposs of the procedure:

«disagress with & centre decision not to support a clerical re-cheok, & review of marking, a review of moderation or en appeal, (To) .. disagress with &
cantre declsion not to support an online application for a cletival re-check, a revew of marking, & redew of maderation or art appesl,

(Changed) Under Post-results services;

Candidiates are made aware of the arangements for postresults senvices and the avallability of senlor membars of centre staff Immediately after the
publication of results, before they sit any examinations (To) Carididates are made awars of the arangements for post-results sendces prior to the Isstie of
rasulis

(Added tullet polnt) Under Post-results services:

Candlidates are elso informed of the perleds during which senlor members of centre staff will be avallable/acoessible Immediztely after the publicetion of
results so that results may be discussed, and dacislons made on the submisaion of reviews of marking

CENTRE-SPECIFIC CHANGES

Not Applicable





