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Foreword 
 
This policy addresses the supervision and taking of coursework/controlled assessments/non-
examination assessments at Mark Hall Academy. 
 
For clarification, coursework is work completed in Entry Level Certificate and BTEC 
qualifications, controlled assessments are completed for legacy GCSE qualifications and 
non-examination assessments are completed for the new 9-1 GCSE qualifications. From this 
point on this policy will refer to all of the above as non-examination assessments only (unless 
there are specific instructions that affect only one type). 
 
Basic Principles 
 
Non-examination assessments measure subject-specific knowledge and skills that cannot be 
tested by timed written papers. 
 
There are three stages to non-examination assessments which are task-setting, task-taking 
and task-marking. 
 
All candidates starting a course must be issued with a JCQ Privacy Notice (Appendix 1) 
 
GCSE Art and Design 
 
Although the externally set Art exam is considered to be a non-examination assessment it 
must be carried out as a formal written exam following the JCQ’s Instructions for Conducting 
Examinations. 
 
Levels of Control – Controlled Assessments only 
 
There are three levels of control within the Controlled Assessment process which cover task-
setting, task-taking and task-marking. 
 
The levels are high, medium and limited and are decided by the awarding bodies for each 
qualification. It is the responsibility of the Head of Department to establish the level of control 
required.  
 
Task Setting 
 
There are two ways to set tasks for non-examination assessments. 
 
Tasks will either be provided by the awarding body or the department will be able to choose 
from tasks suggested by the awarding body or create their own. 
 
If a department chooses to create their own task they must ensure that the assessment 
criteria set in the qualification specification can be met and is accessible to all candidates. 
 
Controlled Assessments only – High control means that the awarding body set the task, 
medium control means that there are a number of tasks to choose from the awarding body or 
the department may create their own and limited control means the department create their 
own task following awarding body guidelines. It is permissible to contextualise tasks set by 
the awarding body. 
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Candidates should be aware of the criteria being used to assess their work. Departments 
can either show candidates the awarding body’s marking criteria or design a candidate-
friendly version. 
 
Access Arrangements 
 
It is the responsibility of the SENCO to advise teachers of any access arrangements in place 
for candidates at the beginning of the course. 
 
A teacher may not decide on access arrangements themselves. 
 
Issuing of Tasks 
 
It is the responsibility of the Exams Officer and the Head of Department to ensure that the 
correct task is issued to the candidates. 
 
Task Taking 
 
The following applies to all non-examination assessments unless the awarding body’s 
specification says otherwise (it is the department’s responsibility to check the specification): 
 

 Invigilators are not required 

 The Mobile Phone poster and the Warning to Candidates poster do not need to be 
displayed 

 Candidates must produce handwritten work or use a black biro or a word processor 

 Candidates do not need to be directly supervised at all times 

 Sufficient supervision must be in place for every candidate to enable work to be 
authenticated and for the teacher to be sure that the work is the candidates’ own 

 Candidates may have unlimited access to resources including the internet 

 Candidates may work in groups to carry out research and preparatory work but not to 
complete their assignments 

 All candidates must be issued with guidance (Appendix 2a, 2b or 2c) regarding 
references and plagiarism 

 Centres must not provide model answers or writing frames but may provide general 
guidance on the structure of the response 

 Teachers must set deadlines that allow for candidates to request a review of marking 
before the mark is submitted to the awarding body 

 Teachers may review work at this stage and give general advice and allow 
candidates to revise and re-draft their work. This does not need to be recorded. You 
must not provisionally assess the work and then allow the candidate to revise it 

 If assistance goes beyond general advice, then this must be recorded and taken in to 
consideration when marking the work 

 Failure to follow the above constitutes malpractice 
 

Controlled Assessments only –  
High control means that the centre must ensure that: 

 all candidates are within direct sight of the supervisor throughout the session 

 display materials which might provide assistance are removed or covered 

 there is no access to e-mail, the internet or mobile phones 

 candidates complete their work independently 

 interaction with other candidates does not occur 

 no assistance of any description is provided 

 no advice or feedback is given 
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Medium and Limited control follow the general guidelines above. 
 
Heads of Department must pay particular attention to guidance from awarding bodies 
regarding word and time limits as candidates may be penalised if they exceed these limits. 
 
Formally Supervised Sessions 
 
During formally supervised sessions: 
 

 Resources are restricted to the specification’s guide on preparatory notes and these 
must be stored securely between sessions by the teacher if the assessment runs over 
several sessions 

 Access to the internet is not permitted 

 Candidates must not bring in to the session their own computer or electronic device 
e.g. mobile phone 

 
Authentication Procedures: 
 
- Teachers must be familiar with the candidate’s general standard of work to judge whether 
the work submitted is within their capabilities. 
 
- Candidates must sign a declaration to confirm that the work they submit for final 
assessment is their own unaided work. 
 
- Teachers must sign a declaration of authentication for each candidate. 
 
- These declarations must be kept on file until all post results processes have been 
completed. 
 
- If a teacher has a doubt about the authenticity of the work, they must report it to their ALT 
link before marking it. 

 
Presentation of Work 
 
Please see Appendix 3 for guidelines on presentation of work. 
 
Keeping Materials Secure: 
 
- All work produced under formally supervised sessions must be stored securely. 

 
- All submitted work must be stored securely including digital content 
 
- Secure storage is defined as a locked cabinet or classroom. 
 
- There must be a back-up strategy in place for digital content. 
 
- Candidates must be made aware of the JCQ Using social media and 
examinations/assessment (Appendix 4). 
 
- Teachers may take work home using sensible precautions regarding its security. 
 
- All of the above work must be kept in secure conditions until all post results processes have 
been completed. 
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Task Marking 
Externally Assessed Components: 
 
- Externally assessed components will be sat within a window as specified by the awarding 
body. 
 
- Some components may have a Visiting Examiner and some may require candidates’ work 
to be despatched to an examiner. 
 
- An attendance register must be completed for each component and sent with the 
candidates’ work and kept on file until all post results processed have been completed. 
 
Internal Standardisation 
 
It is important that all teachers involved in the assessment of a component mark to common 
standards. 
 
All departments should: 
 

 Obtain reference materials at an early stage in the course  

 Hold a preliminary trial marking session prior to marking 

 Carry out cross-marking exercises at appropriate points during the marking period 

 Meet after most marking has been completed to discuss any issues 

 Retain evidence of internal standardisation and cross-marking 
 
Internally Assessed Components: 
 
- Once work has been submitted by a candidate it cannot be revised in anyway. 
Controlled Assessment only - If a department wishes for a candidate to have a fresh 
attempt at the task they must first discuss this with the First Vice Principal. 
 
- Teachers are responsible for marking work following the specification guidelines and within 
specified deadlines. 
 
- Teacher annotation should be used to provide evidence to indicate how and why marks 
have been awarded and the date work was marked. 
 
- If a candidate submits no work whatsoever they must be recorded as absent and not 
awarded a mark of zero. 
 
- Teachers must inform candidates of their centre assessed marks before marks are 
submitted to the awarding body giving them plenty of time to request a review of the mark if 
they wish to do so (see Appendix 6 and 7). Candidates’ must also be informed that marks 
are subject to change through the moderation process. 
 
- If a review is requested then a teacher with no previous involvement must carry out a 
review of marking ensuring that the mark is consistent with the standard set by the centre. 
 
- If a teacher is marking their own child’s work then this must be declared and included in the 
moderation sample. 
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- Marks must be submitted to the awarding body by the published deadline by the Exams 
Officer and Head of Department. 
 
- Requested samples and associated paperwork must be posted to the External Moderator 
by the deadline set by the awarding body. 
 
- Feedback from the External Moderator will be sent to the Exams Officer who will then pass 
this on to the Head of Department and First Vice Principal. 
 
Special Consideration 
 
If a candidate has been disadvantaged in the completion of their non-examination 
assessment, then the Exams Officer may apply to the awarding body for special 
consideration to be applied to their work. 
  
Examples of where special consideration may be applied are absence and loss of work. 
 
It is the responsibility of the Head of Department to liaise with the Exams Officer to submit 
this application. 
 
Malpractice 
 
Teachers must familiarise themselves with the JCQ document – Teachers sharing 
assessment material and candidates’ work (Appendix 5) and be aware that failure to report 
allegations of malpractice or suspected malpractice constitutes malpractice in itself. 
 
All alleged, suspected or actual instances of malpractice must be reported to the awarding 
body by the Head of Centre following the JCQ guidelines. 
 
Candidates must not: 
 

 submit work which is not their own 

 ask their parent/carers for advice on the content of their work 

 make available their work to other candidates through any medium 

 allow other candidates to have access to their own independently sourced material 

 assist other candidates to produce work 

 use books, the internet or other sources without acknowledgement or attribution 

 submit work that has been word processed by a third party without acknowledgement 

 include inappropriate, offensive or obscene material 

 post their work on social media (see Appendix 4) 
 
Enquiries about Results 
Externally Assessed Components 
 
A review of marking can be requested via the Exams Office. This can include a clerical 
review or a full review. 
 
Internally Assessed Components 
 
A review of moderation can be requested only if the centre mark has been changed and it 
must include the whole cohort. 
A review of moderation is not available for an individual candidate. 
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Produced on behalf of: AQA, City & Guilds, CCEA, OCR, Pearson and WJEC  
  
  

Information for candidates – Privacy Notice  
  

General and Vocational qualifications  

  

Effective from 1 September 2017  

  
  
The JCQ awarding bodies will process your personal data in accordance with the Data Protection Act 1998, and from 
when it comes into force the General Data Protection Regulation, and any regulatory requirements as specified by the 
qualification regulators of England, Wales, Northern Ireland and Scotland.  
  

Correspondence on any aspect of a candidate’s examination or assessment will only be conducted between the 
awarding body and the head of the centre, a member of the senior leadership team or the examinations officer.  
  

Awarding bodies will undertake the following administrative activities in relation to the processing and exchange of 
candidates’ personal data:  
  

1. Personal data relating to the name(s), date of birth, gender, Unique Candidate Identifier (UCI) or Unique Learner 

Number (ULN) of an individual candidate will always be collected by an awarding body for the purposes of 

examining and awarding qualifications. In some cases additional information, which may include sensitive 

personal data relating to health, will also be collected to support requests for access arrangements and 

reasonable adjustments and/or special consideration. Such personal data will be supplemented by the results of 

examinations and assessments undertaken by the respective candidate.   

  

2. A candidate’s personal data will only be collected from registered examination centres in the context of 

examination entries and/or certification claims.   

  

3. Such data collected will not be used by an awarding body other than for examination administration purposes, 

conducting examinations and assessments and the issuing of examination results and certificates. Candidates’ 

personal data including examination results and outcomes of any reviews of marking, reviews of moderation and 

appeals may be shared by the awarding body with the centre which entered the candidates, as well as within a 

consortium or Academy Trust of which the centre is a member.  

Appendix 1 
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4. Personal data within candidates’ work will be collected and processed by an awarding body for the purposes of 
marking, issuing of examination results and providing candidates with access to post-results services. 
Examination results will be retained for a minimum of forty years.  
  

In order for an awarding body to achieve this, some personal information may be transferred to third parties 
such as examiners, who may in some instances, reside outside the European Economic Area.  

  

5. Awarding bodies may be required to provide a candidate’s personal data to educational agencies such as DfE, 

WG, DE, The Skills Funding Agency, regulators, HESA, UCAS, Local Authorities, EFA and Learning Records Service 

(LRS). Additionally, candidates’ personal data may be provided to a central record of qualifications approved by 

the awarding bodies for statistical and policy development purposes.   

  

6. Some of the information candidates supply will be used by the Skills Funding Agency to fulfil its statutory 
functions, issue/verify a candidate’s Unique Learner Number (ULN) and update/check a candidate’s Personal 
Learning Record.  
  

The Skills Funding Agency may share a candidate’s ULN and Personal Learning Record with other education 
related organisations, such as a careers service, a candidate’s school or college, Government Departments and 
public bodies responsible for education. Further details of how information is processed and shared can be found 
at: http://www.learningrecordsservice.org.uk/   

  

7. Awarding bodies are obliged to confirm what personal data is held, what it is held for, to whom the data is 
to/may be disclosed to, and disclose the information that they hold about data subjects, (e.g. the candidates) 
within 40 days of receiving a formal request for disclosure, subject to the application of any relevant exemptions 
under the Data Protection Act 1998.  

  

Candidates should make an application to the appropriate awarding body’s data protection officer. Awarding 
bodies may charge a fee for this service.   

  

8. If you have not reached the age of 16, you may first wish to discuss this Privacy Notice with your parent or carer.   

  

Awarding bodies, schools, Department for Education (DfE), Welsh Government (WG), Department of Education 
Northern Ireland (DE), Local Authorities, regulators, Ofsted, and Skills Funding Agency (SFA) are all ‘data controllers’ 
under the Data Protection Act 1998. They will determine the purpose(s) for which ‘personal data’ (information about 
living individuals from which they can be identified) is processed and the way in which that processing is undertaken.  
  

It is a requirement for data controllers to provide data subjects (individuals who are the subject of personal data) with 
details of who they are, the purposes for which they process the personal data, and any other information that is 
necessary to make the processing of the personal data secure and accurate, including any third parties to whom it 
may be passed to.   

http://www.learningrecordsservice.org.uk/
http://www.learningrecordsservice.org.uk/
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This notice has been produced on behalf of: 

  

AQA, OCR, Pearson and WJEC 

  

                   Information for candidates: non-examination assessments  
  
This document tells you about some things that you must and must not do when you are 

completing your work.  

  

When you submit your work for marking, the awarding body will normally require you to sign 

an authentication statement confirming that you have read and followed these regulations.  
  

If there is anything that you do not understand, you must ask your teacher or lecturer.  
  
In some subjects you will have an opportunity to do some independent research into a topic.  
The research you do may involve looking for information in published sources such as textbooks, encyclopedias, 
journals, TV, radio and on the internet.  
  
Using information from published sources (including the internet) as the basis for your assignment is a good way to 
demonstrate your knowledge and understanding of a subject.  You must take care how you use this material though - 
you cannot copy it and claim it as your own work.  
  

The regulations state that:  

the work which you submit for assessment must be your own; you must not copy from someone else or 

allow another candidate to copy from you.  

  

When producing a piece of work, if you use the same wording as a published source you must place quotation marks 
around the passage and state where it came from.  This is called “referencing”.  
You must make sure that you give detailed references for everything in your work which is not in your own words.  A 
reference from a printed book or journal should show the name of the author, the year of publication and the page 
number, for example: Morrison, 2000, pg.29.  
  

For material taken from the internet, your reference should show the date when the material was downloaded and 
must show the precise web page, not the search engine used to locate it.  This can be copied from the address line. 
For example: http://www.geocases2.co.uk/rural1.htm downloaded 5 February 2018.  
  

You may be required to include a bibliography at the end of your piece of written work.  Your teacher or lecturer will 
tell you whether a bibliography is necessary.  Where required, your bibliography must list the full details of 
publications you have used in your research, even where these are not directly referred to, for example: Morrison, A. 
(2000) ‘Mary, Queen of Scots’, London: Weston Press.  
  

  

If you copy the words or ideas of others and do not show your sources in references and a bibliography, 
this will be considered as cheating.  

Appendix 2a 

http://www.geocases2.co.uk/rural1.htm
http://www.geocases2.co.uk/rural1.htm
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 Preparing your work – good practice 
  
If you receive help and guidance from someone other than your teacher, you must tell your teacher who will then 
record the nature of the assistance given to you.  
 
If you worked as part of a group on an assignment, for example undertaking field research, you must each write up 
your own account of the assignment.  Even if the data you have is the same, you must describe in your own words 
how that data was obtained and you must independently draw your own conclusions from the data.  
 
You must meet the deadlines that your teacher gives you.  Remember - your teachers are there to guide you.  
Although they cannot give you direct assistance, they can help you to sort out any problems before it is too late. 
  
Take care of your work and keep it safe.  Do not leave it lying around where your classmates can find it.  You must 
always keep your work secure and confidential whilst you are preparing it; do not share it with your classmates.  If it is 
stored on the computer network, keep your password secure.  Collect all copies from the printer and destroy those 
you do not need.  
Do not be tempted to use essays from on-line essay banks — this is cheating.  Electronic tools used by awarding 
bodies can detect this sort of copying.  
  

You must not write inappropriate, offensive or obscene material.   

Plagiarism  
  

Plagiarism involves taking someone else’s words, thoughts or ideas and trying to pass them off as your own.  It is a 
form of cheating which is taken very seriously.   
  

Do not think you will not be caught; there are many ways to detect plagiarism.  

 Markers can spot changes in the style of writing and use of language.  

 Markers are highly experienced subject specialists who are very familiar with work on the topic concerned — 

they may have read or seen the source you are using (or even marked the essay you have copied from!).  

 Internet search engines and specialised computer software can be used to match phrases or pieces of text with 

original sources and to detect changes in the grammar and style of writing or punctuation.   

Penalties for breaking the regulations  
  

If your work is submitted and it is discovered that you have broken the regulations, one of the following penalties will 
be applied:  

 the piece of work will be awarded zero marks;   

 you will be disqualified from that component for the examination series in question;  

 you will be disqualified from the whole subject for that examination series;  

 you will be disqualified from all subjects and barred from entering again for a period of time.  

  

The awarding body will decide which penalty is appropriate.   
  

  

REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK  
  
©2017 – Effective from 1 September 2017  
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This notice has been produced on behalf of: 

  

AQA, City & Guilds, CCEA, OCR, Pearson and WJEC  
  

Information for candidates  
  

GCE, ELC and Project qualifications - coursework assessments  
  

This document tells you about some things that you must and must not do when you are 
completing coursework.  

  

When you submit any coursework for marking, you will be asked to sign an authentication 

statement confirming that you have read and followed these regulations.  
  

If there is anything that you do not understand, you must ask your teacher or lecturer.  
  

Coursework provides you with an opportunity to do some independent research into a topic.  The research 
you do will involve looking for information in published sources such as textbooks, encyclopedias, journals, 
TV, radio and on the internet.  
  

Using information from published sources (including the internet) as the basis for your coursework is a 
good way to demonstrate your knowledge and understanding of a subject.  You must take care how you 
use this material though - you cannot copy it and claim it as your own work.  
  

The regulations state that:  

“the work which you submit for assessment must be your own”;  

“you must not copy from someone else or allow another candidate to copy from you”.  

  

If you use the same wording as a published source, you must place quotation marks around the passage 
and state where it came from.  This is called “referencing”.  You must make sure that you give detailed 
references for everything in your work which is not in your own words.  A reference from a  
printed book or journal should show the name of the author, the year of publication and the page number, 
for example: (Morrison, 2000, pg.29).  
  

For material taken from the internet, your reference should show the date when the material was 
downloaded and must show the precise web page, not the search engine used to locate it.  This can be 
copied from the address line.  For example:  
(http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml), downloaded 5 February 2018.  

  

You must also include a bibliography at the end of your work.  This must list the full details of publications 
you have used in your research, even where these are not directly referred to, for example: Morrison, A. 
(2000) “Mary, Queen of Scots”, London: Weston Press.  
  

If you copy the words or ideas of others and do not show your sources in references and a bibliography, 

this will be considered as cheating.  

Appendix 2b 

http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml
http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml
http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml
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 Preparing your coursework – good practice   
If you receive help and guidance from someone other than your teacher, you must tell your teacher who 
will then record the nature of the assistance given to you.  
  

Your parent/carer may provide you with access to resource materials and discuss your coursework with 
you.  However, they must not give you direct advice on what should and should not be included.  
  

If you worked as part of a group on an assignment, for example undertaking field research, you must each 
write up your own account of the assignment.  Even if the data you have is the same, the description of 
how that data was obtained and the conclusions you draw from it should be in your own words.  
  

You must meet the deadlines that your teacher gives you.  Remember - your teachers are there to guide 
you.  Although they cannot give you direct assistance, they can help you to sort out any problems before it 
is too late.  
  

Take care of your work and keep it safe.  Don’t leave it lying around where your classmates can find it.  You 
must always keep your coursework secure and confidential whilst you are preparing it; do not share it with 
your classmates.  If it is stored on the computer network, keep your password secure. Collect all copies 
from the printer and destroy those you do not need.  
  

Don’t be tempted to use essays from on-line essay banks — this is cheating.  Electronic tools used by 
awarding bodies can detect this sort of copying.  
  

You must not write inappropriate, offensive or obscene material.   

Plagiarism   
Plagiarism involves taking someone else’s words, thoughts or ideas and trying to pass them off as your 
own.  It is a form of cheating which is taken very seriously.  
  

Don’t think you won’t be caught; there are many ways to detect plagiarism.  

 Markers can spot changes in the style of writing and use of language.  

 Markers are highly experienced subject specialists who are very familiar with work on the topic 

concerned — they may have read the source you are using (or even marked the essay you have 

copied from!).  

 Internet search engines and specialised computer software can be used to match phrases or pieces of 

text with original sources and to detect changes in the grammar and style of writing or punctuation.   

Penalties for breaking the regulations   
If your work is submitted and it is discovered that you have broken the regulations, one of the following 
penalties will be applied:  

 the piece of work will be awarded zero marks;  

 you will be disqualified from that unit for that examination series;  

 you will be disqualified from the whole subject for that examination series;  

 you will be disqualified from all subjects and barred from entering again for a period of time.  

  

The awarding body will decide which penalty is appropriate.  
  

  

REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK   
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This notice has been produced on behalf of: 

  

AQA, CCEA, OCR, Pearson and WJEC  
  

Information for candidates – GCSE controlled assessments  
  

This document tells you about some things that you must and must not do when you are 
completing your work.  

  

When you submit any work for marking, you will be asked to sign an authentication statement 

confirming that you have read and followed these regulations.  
  

If there is anything that you do not understand, you must ask your teacher or lecturer.  
  

Controlled assessment will provide you with an opportunity to do some independent research into a topic.  The 
research you do may involve looking for information in published sources such as textbooks, encyclopedias, journals, 
TV, radio and on the internet.  
  

Using information from published sources (including the internet) as the basis for your assignment is a  
good way to demonstrate your knowledge and understanding of a subject.  You must take care how you use this 
material though - you cannot copy it and claim it as your own work.  
  

The regulations state that:  

the work which you submit for assessment must be your own; you must not copy from someone else or 

allow another candidate to copy from you.  

  

When producing a piece of work, if you use the same wording as a published source you must place quotation marks 
around the passage and state where it came from.  This is called “referencing”.  
You must make sure that you give detailed references for everything in your work which is not in your own words.  A 
reference from a printed book or journal should show the name of the author, the year of publication and the page 
number, for example: Morrison, 2000, pg.29.  
  

For material taken from the internet, your reference should show the date when the material was downloaded and 
must show the precise web page, not the search engine used to locate it.  This can be copied from the address line.  
For example: http://www.geocases2.co.uk/rural1.htm downloaded 5 February 2018.  
  

You may be required to include a bibliography at the end of your work.  Your teacher or lecturer will tell you whether 
a bibliography is necessary.  Where required, your bibliography must list the full details of publications you have used 
in your research, even where these are not directly referred to, for example: Morrison, A. (2000) ‘Mary, Queen of 
Scots’, London: Weston Press.  
  

  

If you copy the words or ideas of others and don’t show your sources in references and a bibliography, this will be 

considered as cheating.  

Appendix 2c 

http://www.geocases2.co.uk/rural1.htm
http://www.geocases2.co.uk/rural1.htm
http://www.geocases2.co.uk/rural1.htm
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Preparing your work – good practice  
If you receive help and guidance from someone other than your teacher, you must tell your teacher who will then 

record the nature of the assistance given to you.  

  

If you worked as part of a group on an assignment, for example undertaking field research, you must each write up 
your own account of the assignment.  Even if the data you have is the same, you must describe in your own words 
how that data was obtained and you must independently draw your own conclusions from the data.  
  

You must meet the deadlines that your teacher gives you.  Remember - your teachers are there to guide you.  
Although they cannot give you direct assistance, they can help you to sort out any problems before it is too late.  
  

Take care of your work and keep it safe.  Do not leave it lying around where your classmates can find it.  You must 
always keep your work secure and confidential whilst you are preparing it; do not share it with your classmates.  If it 
is stored on the computer network, keep your password secure.  Collect all copies from the printer and destroy those 
you do not need.  
  

Do not be tempted to use essays from on-line essay banks — this is cheating.  Electronic tools used by awarding 
bodies can detect this sort of copying.  
  

You must not write inappropriate, offensive or obscene material.   

Plagiarism  
  

Plagiarism involves taking someone else’s words, thoughts or ideas and trying to pass them off as your own.  It is a 
form of cheating which is taken very seriously.   
  

Do not think you will not be caught; there are many ways to detect plagiarism.  

 Markers can spot changes in the style of writing and use of language.  

 Markers are highly experienced subject specialists who are very familiar with work on the topic concerned — 

they may have read the source you are using (or even marked the essay you have copied from!).  

 Internet search engines and specialised computer software can be used to match phrases or pieces of text with 

original sources and to detect changes in the grammar and style of writing or punctuation.   

Penalties for breaking the regulations  
  

If your work is submitted and it is discovered that you have broken the regulations, one of the following penalties will 
be applied:  

 the piece of work will be awarded zero marks;   

 you will be disqualified from that unit for the examination series in question;  

 you will be disqualified from the whole subject for that examination series;  

 you will be disqualified from all subjects and barred from entering again for a period of time.  

  

The awarding body will decide which penalty is appropriate.   
  

  

REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK  

  

©2017 – Effective from 1 September 2017    
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We all like to share our experiences when taking examinations. However, it is important to consider what 
you say and to think about what information is being shared. 
 
Sharing ideas with others online could be helpful when you’re studying or revising. 
 
However, there are limits to the amount of information you can share and you need to be careful not to 
break the rules. We’d like to ask you to act responsibly when discussing online. If you’re in doubt about 
what you can and can’t discuss online regarding your exams, it’s always best to check with your teacher. 
 
If you receive what is or what looks to be assessment related information through social media, or any 
other means, you must tell your teacher or another member of staff. You must show them what you have 
received. They will then report the matter to the awarding body and it will be investigated. 
 
Where candidates breach the rules for examinations, controlled assessments, coursework or non-
examination assessments, awarding bodies have an obligation to investigate and may apply penalties.  
 
 
 

This document has been written to help you stay  

within examination regulations.  

Please read it carefully. 

Information for candidates 

Using social media and examinations/assessments  

Image by Patrice Jones 

Appendix 4 
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Produced on behalf of: AQA, OCR, Pearson and WJEC  

  
Notice to Centres  

  
Teachers sharing non-examination assessment material and candidates’ work  

  
The sharing of exemplar assessment material for reference purposes encourages good teaching practice.  However, 
teachers must closely control and supervise the issuing of work for nonexamination components produced by former 
candidates in a previous year and the sharing of exemplar non-examination assessment.  This will ensure that 
candidates do not use such material for their own work.   
  

Centres must keep live non-examination assessment material and candidates’ work secure and confidential at all 
times whilst in their possession.  Teaching staff must not share live nonexamination assessments with candidates or 
post candidates’ work on social media.   
  

(Live non-examination assessment is defined as any work on a topic which has been set either by an awarding body or 
the centre for a current or future examination series, even if the work was completed in a previous year.)   
  

Teachers must inform candidates that the copying of any non-examination assessment material in order to present 
it as their own constitutes malpractice.  Candidates must not submit work which is not their own.  Further 
information may be found within Section 9 of the JCQ publication Instructions for conducting non-examination 
assessments.  
   

Teachers must not encourage candidates to assist one another when producing work.    
  

Teachers must remind candidates that they must not make their work available to others through any medium: they 
must not, for example, post and share their work on social media (http://www.jcq.org.uk/exams-office/information-
for-candidates-documents).   
  

Where the specification permits some assignments to be undertaken as part of a group, reference should be made to 
paragraph 4.5 of the JCQ publication Instructions for conducting non-examination assessments and the awarding 
body’s specification.   
  

Exemplar material produced by an awarding body must be used in accordance with the awarding body’s instructions.  
If teachers are in any doubt, they should contact the awarding body for subject-specific advice and guidance.  
  

  

  

©JCQ 2017  Effective from 1 September 2017  

  

Appendix 5 
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Produced on behalf of: AQA, CCEA, OCR, Pearson and WJEC  

  

Reviews of marking – centre assessed marks  

GCSE controlled assessments, GCE coursework,  GCE and 

GCSE non-examination assessments   

  

The JCQ and its awarding body members (AQA, CCEA, OCR, Pearson and WJEC) wish to remind centres that 
candidates must now be informed of their centre assessed marks so that they may request a review of the centre’s 
marking before marks are submitted to the awarding body.  
  

Centres must plan to complete the following activities ahead of the awarding bodies’ published deadlines for the 
submission of marks.  
  

The centre must:  
  

• inform each candidate with an entry for centre assessed work of the mark(s) awarded and advise them that 

they may request copies of materials to assist them in considering whether to request a review of the 

centre’s marking of the assessment†;  

  

• having received a request for copies of materials, promptly make them available to the candidate;  

  

• provide candidates with sufficient time in order to allow them to review copies of materials and reach a 

decision;  

  

• allow sufficient time for the review to be carried out, make any necessary changes to marks and inform the 

candidate of the outcome, all before the awarding body’s deadline;  

  

• ensure that the review of marking is carried out by an assessor who has appropriate competence, has had no 

previous involvement in the assessment of that candidate and has no personal interest in the outcome of the 

review‡;  

  

• instruct the reviewer to ensure that the candidate’s mark is consistent with the standard set by the centre;  

  

• inform the candidate promptly in writing of the outcome of the review of the centre’s marking.  

  

†These materials could include a copy of their marked work, the relevant specification and associated subject-specific 
documents.  
  

‡This may be a third party, provided that they meet the conditions defined above.  

Appendix 6 
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Reviews of marking - centre assessed marks 

(GCSE controlled assessments, GCE coursework,  

GCE and GCSE non-examination assessments and Project qualifications) 
 

Mark Hall Academy is committed to ensuring that whenever its staff mark candidates’ work this is done 

fairly, consistently and in accordance with the awarding body’s specification and subject-specific associated 

documents. 

 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and 

who have been trained in this activity.  Mark Hall Academy is committed to ensuring that work produced 

by candidates is authenticated in line with the requirements of the awarding body.  Where a number of 

subject teachers are involved in marking candidates’ work, internal moderation and standardisation will 

ensure consistency of marking. 

 

 

1. Mark Hall Academy will ensure that candidates are informed of their centre assessed marks so that 

they may request a review of the centre’s marking before marks are submitted to the awarding body. 
 

2. Mark Hall Academy will inform candidates that they may request copies of materials to assist them in 

considering whether to request a review of the centre’s marking of the assessment. 
 

3. Mark Hall Academy will, having received a request for copies of materials, promptly make them 

available to the candidate. 
 

4. Mark Hall Academy will provide candidates with sufficient time in order to allow them to review 

copies of materials and reach a decision. 
 

5. Mark Hall Academy will provide a clear deadline for candidates to submit a request for a review of 

the centre’s marking. Requests will not be accepted after this deadline. Requests must be made in 

writing. 
 

6. Mark Hall Academy will allow sufficient time for the review to be carried out, to make any necessary 

changes to marks and to inform the candidate of the outcome, all before the awarding body’s 

deadline. 
 

7. Mark Hall Academy will ensure that the review of marking is carried out by an assessor who has 

appropriate competence, has had no previous involvement in the assessment of that candidate and 

has no personal interest in the review.  
 

8. Mark Hall Academy will instruct the reviewer to ensure that the candidate’s mark is consistent with 

the standard set by the centre. 
 

9. Mark Hall Academy will inform the candidate in writing of the outcome of the review of the centre’s 

marking. 
 

10. The outcome of the review of the centre’s marking will be made known to the head of centre and 

will be logged as a complaint.  A written record will be kept and made available to the awarding body 

upon request.   

 

The moderation process carried out by the awarding bodies may result in a mark change, either upwards 

or downwards, even after an internal review. The internal review process is in place to ensure consistency 

of marking within the centre, whereas moderation by the awarding body ensures that centre marking is in 

line with national standards. The mark submitted to the awarding body is subject to change and should 

therefore be considered provisional. 

Appendix 7 
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SPOKEN LANGUAGE ENDORSEMENT FOR GCSE ENGLISH LANGUAGE 

Introduction   
  

From first teaching in September 2015, GCSE English Language will have an endorsed component covering 
Spoken Language. This endorsement will be reported as a separate grade (Pass, Merit, Distinction or Not 
Classified) and will not contribute to the result of the GCSE English Language qualification.   
  

This document has been produced in collaboration with all the relevant awarding bodies. It provides an outline 
of the requirements and further clarification will be available in the JCQ Instructions for conducting non-
examination assessments.   

Tasks  
  

Candidates must undertake a prepared spoken presentation on a specific topic.  As a guide, the duration of 

the whole assessment should be no more than ten minutes.  The key requirements are:  

• Presentations must be formal but may take a wide variety of forms, including talks, debates, speeches and 

dialogues.   

• Candidates must identify the subject for their presentations in advance and agree it with their teacher.  

• Presentations must be planned and organised.  Candidates should be advised that lack of preparation is 

likely to prevent access to the criteria for the higher grades.  

• Candidates may use pre-prepared notes, powerpoint etc. to assist them during their presentations but this 

is not a requirement.  

• As part of, or following, the presentation, candidates must listen to and respond appropriately to questions 

and feedback.    

• Where the audience is the teacher only, the presentation and dialogue must be designed in such a way that it 

could have a potentially wider audience than just one person (e.g. it replicates a television interview)  

Assessment  

No marks will be assigned to a student’s performance – it will be assessed holistically as a grade, using a 
‘competency’ basis on criteria which are provided (see appendix A).  Competency means that a student must 
meet all the criteria in one grade before moving on to the next. Candidates who do not reach the Pass standard 
must be recorded as Not Classified.    
  

Centres must make arrangements for internal standardisation of assessments.  This should take place as far as 
possible before assessment begins in earnest.  Internal standardisation should include a preliminary trial 
assessment session (including all teachers involved in assessment) using exemplar material provided by the 
awarding bodies, in order to ensure that there is a common understanding of the assessment criteria   

Appendix 8 
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Monitoring by Awarding Bodies  

The endorsement will be assessed by centres. Each centre is required to provide audio-visual recordings of the 
presentations of a sample of candidates. At present, the current thinking of the JCQ working group is provided in 
the table below. These will allow us to check that centres have used appropriate tasks, and have applied the 
assessment criteria correctly and consistently.  
  

The centre must provide recordings of the presentations of a sample of candidates. The recording of each 
candidate’s presentation, including questions and feedback from the audience, must be complete and unedited.    
  

Using their knowledge of candidates’ likely performance, centres should select the sample following the 
guidance shown in the table below.  Centres are recommended to record slightly more than the minimum 
number at each grade to allow for candidates whose performance is awarded a higher or lower grade than the 
centre had anticipated. The awarding body will provide details regarding the storage and submission of 
recordings.  
  

Table 1    Sample Sizes (not yet confirmed).  

  

No. of cands  at 

centre  

No. of cands whose 

presentations must be 

recorded  

Minimum no. of cands at 

each grade (D, M, P)  

30 or fewer  All cands  10  

Over 30  30  10  

  

This is a broad overview of what is required. We will provide further documentation on the detailed 
requirements for the make-up of the sample in differing scenarios, and will also address the issue of students 
with special needs.  

  

If the awarding body has concerns as a result of monitoring, the centre will be provided with additional support 
(which may include a visit by a monitor) in the following academic year.  In exceptional circumstances there will 
be enhanced monitoring arrangements which may include an earlier deadline for submission of assessments or 
a requirement to record the presentations of all candidates  

Candidate absence  
  

Where a candidate misses the scheduled date/time for his/her presentation, the centre must organise an 
alternative session.  
  

A candidate who is unable to undertake his/her presentation because of persistent absence (whether through ill 
health or any other reason) will not qualify for special consideration and will receive a ‘Not Classified’ result for 
the Spoken Language endorsement.  However, standard procedures for sitting at an alternative venue do apply, 
if appropriate.  

Entries and centre declaration  
  

Entries for GCSE English Language automatically include the Spoken Language endorsement.   
The head of centre is required to provide a written declaration to us by a published deadline to confirm that 
reasonable steps have been taken to ensure that all candidates whom the centre has entered for GCSE English 
Language have undertaken the Spoken Language endorsement.  
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Appendix 1: Spoken Language Criteria for Pass, Merit and Distinction 

General criteria   
  

To be awarded a Pass, Merit or Distinction a Learner must –  
  

• be audible, and  

• use Spoken Standard English which, for the purposes of the spoken language assessment, means 

that a Learner must –  

  

• be intelligible, and  

• generally use language appropriate to the formal setting of the presentation.  

  

Pass  Merit  Distinction  

In addition to the general 

criteria, to be awarded a Pass a 

Learner’s performance in his or 

her spoken language  

assessment must meet all of 

the following criteria –  

• expresses  

straightforward ideas /  

information / feelings  

  

• makes an attempt to 

organise and structure  

his or her presentation  

  

• makes an attempt to meet 

the needs of the audience, 

and  

  

• listens to questions / 

feedback and provides an 

appropriate response in a 

straight forward manner.  

In addition to the general 

criteria, to be awarded a Merit 

a Learner’s performance in his 

or her spoken language  

assessment must meet all of 

the following criteria –  

• expresses challenging ideas 

/ information / feelings 

using a range of vocabulary 

  

• organises and structures 

his or her presentation 

clearly and appropriately to 

meet the needs of the 

audience 

  

• achieves the purpose of his 

or her presentation, and  

  

• listens to questions / 

feedback responding 

formally and in some detail.  

In addition to the general 

criteria, to be awarded a 

Distinction a Learner’s 

performance in his or her 

spoken language  

assessment must meet all of 

the following criteria –  

• expresses sophisticated 

ideas / information / 

feelings using a 

sophisticated repertoire of 

vocabulary 

 

• organises and structures 

his or her presentation 

using an effective range of 

strategies to engage the 

audience 

  

• achieves the purpose of his 

or her presentation, and  

  

• listens to questions / 

feedback, responds 

perceptively and if 

appropriate elaborates 

with further ideas and 

information.  

  

 
 


