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CONTROLLED ASSESSMENTS POLICY 

The purpose of this policy is to outline how controlled assessments are managed within the Brannel 

school. 

Controlled Assessment is a form of internal assessment that has replaced coursework in many 

GCSEs. 

Further information on Conducting and managing controlled assessments can be found in the JCQ 

Instructions for Conducting Controlled assessments document available from the JCQ website. 

What is the controlled assessment process? 

There are three levels of control: 

•    high; 

•    medium; 

•    limited. 

 

A different level of control may apply at each of the three stages: 

 

•    task setting; 

•    task taking; 

•    task marking. 

 

The task-taking stage may involve two sub-stages requiring different levels of control. 

 

The level of control for each stage/sub-stage is set by the qualifications regulators so that there is 

consistency between the awarding bodies. The awarding bodies adhere to the regulators’ controlled 

assessment regulations for GCSE qualifications. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Staff responsibilities - controlled assessments  
 
Senior leadership team 

 Accountable for the safe and secure conduct of controlled assessments.  
Ensure assessments comply with JCQ guidelines and awarding bodies’ subject-specific 
instructions. 

 

 At the start of the academic year, begin coordinating with heads of department to schedule 
controlled assessments.  (It is advisable that controlled assessments are spread throughout the 
academic years of Key Stage 4.) 

 

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

o clashes/problems over the timing or operation of controlled assessments;  
o issues arising from the need for particular facilities (rooms, IT networks, time out of 

school etc);  
 

 Ensure that all staff involved have a calendar of events. 
 

 Create, publish and update an internal appeals policy for controlled assessments. 
 
 
Heads of Department  

 Decide on the awarding body and specification for a particular GCSE. 
 

 Standardise internally the marking of all teachers involved in assessing an internally assessed 
component. 

 

 Ensure that individual teachers fully understand their responsibilities with regard to controlled 
assessment. 

 

 Ensure that individual teachers fully understand the requirements of the awarding body's 
specification, are familiar with the relevant teachers' notes and any other subject specific 
instructions.  

 

 Where appropriate, develop new assessment tasks or adapt sample awarding body assessment 
tasks to meet local circumstances, in line with the awarding body’s specification and control 
requirements.  

  



 
Teaching staff 

 Understand and comply with the general guidelines detailed within the JCQ publication 
Instructions for conducting controlled assessments. 

 

 Understand and comply with the awarding body’s specification for conducting controlled 
assessments, including any subject-specific instructions, teachers’ notes or additional 
information on the awarding body’s website.  

 

 Supply to the exams office details of all unit codes for controlled assessments. 
 

 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 candidates as the specification allows. 

 

 Ensure that candidates and supervising teachers sign authentication forms on completion of an 
assessment. 

 

 Mark internally assessed components using the mark scheme provided by the awarding body. 
Submit marks to the awarding body by the published deadline, keeping a record of the marks 
awarded. 

 

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

 Post-completion, retain candidates’ work securely until the closing date for enquiries about 
results.  In the event that an enquiry is submitted, retain candidates’ work securely until the 
outcome of the enquiry and any subsequent appeal has been conveyed to the centre. 

 

 Ask the appropriate special educational needs coordinator (SENCo) for any assistance required 
for the administration and management of access arrangements.  

 
Exams office staff  

 Where confidential materials are directly received by the exams office, to be responsible for 
receipt, safe storage and safe transmission, whether in CD or hard copy format. 

 

 Download and distribute marksheets for teaching staff to use. 
 

 In exceptional circumstances where controlled assessments cannot be conducted in the 
classroom, arrange suitable accommodation where controlled assessments can be carried out at 
the direction of the senior leadership team. 

 

 Maintain the controlled assessment secure area and logons for students.  
 
Special educational needs coordinator/additional learning support  

 Ensure access arrangements have been applied for. 
 

  Work with teaching staff to ensure requirements for support staff are met. 



Management of Controlled Assessments within Brannel School 

1. Access Arrangements 

Senior members of staff will make sure that students are aware of the skills which need to be 

demonstrated.  They are not placed on a course where they will not be able to demonstrate 

the attainment in all parts of the assessment.   In controlled assessments marked by teachers, 

credit is to be given only for the skills demonstrated by the student working independently 

and access arrangements should not undermine the integrity of the qualification. 

2. Arranging accommodation for assessment (if not done during lessons in classroom) 

Where assessments are not carried out during lesson time in classrooms, the appropriate 

security arrangements will be applied by the examinations officer and heads of subject, and 

the assessments will be carried out as per the awarding body’s specification i.e. formal (high 

level of control), informal (medium level of control) of limited (low level of control). 

3. Arrangements for absent candidates 

Where students are absent for a controlled assessment, alternative arrangements will be 

made by the heads of subject and the examinations officer to ensure the student is not 

disadvantaged in any way and will be accommodated as soon as possible. 

4. Co-ordination of assessments across the college for inclusion in calendar 

At the start of the academic year, Senior Members of staff will work with heads of 

departments to schedule controlled assessments. 

5. Dealing with malpractice and plagiarism 

If irregularities in controlled assessments are discovered prior to the candidate signing the 

declaration of authentication then it will be dealt with according to the centre’s internal 

procedure and will not be reported to the awarding body.  Details of any work which is not 

the candidate’s own must be recorded on the authentication form supplied by the awarding 

body.  If irregularities in controlled assessments are identified after the candidate has signed 

the declaration of authentication then the Head teacher will submit full details of the case to 

the relevant awarding body at the earliest opportunity.  

6. Ensuring time limits are adhered to 

Heads of Departments will ensure that the terminal assessment requirements in accordance 

with the awarding body specification are met. 

7. Explanation of assessment criteria to candidates 

Heads of Departments will ensure that students know the assessment criteria which they are 

expected to meet as per the exam board specification.  The specification will usually explain 

the criteria in detail, but if students require further explanation then teaching staff will ensure 

that their explanation or interpretation is general and not specific to the candidate’s work. 

 

 



8. Internal Appeals procedure 

The college internal appeals procedure is available from the examinations officer and is 

displayed on the college website. 

9. Internal standardisation 

Senior Members of staff will work with Heads of Department to ensure standardisation of 

marking.  Where the work for a component has been marked by more than one teacher, the 

following procedure will be followed; 

Either; A sample of work which has been marked by each teacher is re-marked by the teacher 

who is in charge of the internal standardisation  

Or; All the teachers responsible for marking a component will exchange some marked work 

at a meeting led by the teacher in charge of internal standardisation and compare their 

marking standards. 

10. Method and process of mark submission 

Forms and any other documentation provided by the awarding body will be completed in 

accordance with the instructions given and returned to the awarding body by the date 

specified. 

11. Resits 

Students who want to re-do their submission will be allowed to do so under the following 

conditions: 

 Where the work presented for assessment has to be carried out under formal 

supervision, any student re-doing this work must undertake a different task which 

must be undertaken in a new period of formal supervision.  Students will not be 

allowed to make another attempt at the original task.  However, students may re-use 

the research carried out for the original task. 

 Where the work presented for assessment has to be carried out under information 

supervision, students may make amendments to it in the light of feedback from their 

teacher, provided this feedback is in line with the requirements of the specification 

and of the work submitted for final assessment is the students own work.  Students 

must not be allowed to make amendments after the work has been submitted for 

final assessment by the teacher. 

12. Security of assessment tasks 

The examinations officer and Heads of Department will ensure that the assessment tasks are 

stored securely within the centre. 

13. Security of candidates work during and after assessment 

The examinations officer and Heads of Department will ensure that the candidates work is 

stored securely during and after the assessment process. 

 



14. Supervision of arrangements 

The teacher responsible for the assessment will ensure that supervision in accordance with 

the specified level of control i.e. formal (high level of control), informal (medium level of 

control) of limited (low level of control). 

15. Understanding specification requirements 

Senior Members of staff will work with Heads of Department to ensure that individual 

teachers understand the requirements of awarding body’s specification and are familiar with 

the relevant teachers’ notes and any other subject specific instructions. 

16. Use of IT to present written materials 

Appropriate checks will be undertaken by the teacher in charge to ensure that only permitted 

materials are introduced into the assessment environment and followed in accordance with 

the specified level of control i.e. formal (high level of control), informal (medium level of 

control) of limited (low level of control). 

 

 


