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PURPOSE OF THE POLICY

To provide support, guidance and define responsibilities to curriculum areas and management for
controlled assessments as a form of internal assessment where control levels are set for each stage
of the assessment process.

SCOPE

This policy applies to all controlled assessment activities and procedures that are within the control
of the College. It does not cover external examination,

What is controlled assessmenti?

Controlled assessment is a form of internal assessment where the control levels are set for each
stage of the assessment process: task setting; task taking and task marking.

Controlled assessment can apply to most qualifications, including most notably:

= Functional Skills entry level
=  CACHE
= BTECs
= Alevels

Controlled assessment measures subject specific skills that may not necessarily be tested by external
assessment.

Depending on the level of control defined within the specification, controlled assessments may take
place for example:

= In a normal timetabled lesson or other defined session under supervised conditions,;
= Entirely within the centre under supervision with controlled access to resources; or
= Qutside the centre and involve research with limited supervision,

Controlled assessments may take place at any time during the course. However, centres must ensure
that the controlled assessment task issued to candidates is appropriate to the year in which the
assessment will be submitted to the awarding body.

There is a requirement from the Joint Council for Qualifications (JCQ) for centres to have in place a
policy with regard to the management of controlled assessments. JCQ centre inspectors will check
with the Exams Office that such a policy has been put in place within the centre. The policy should
cover procedures for planning and managing controlled assessments, including staff
responsibilities and risk management.

This centre (63459) operates controlled assessments under the guidance issued by the JCQ
with staff responsibilities and risk management as outlined in this document.
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RESPONSIBILITY AND AUTHORITY

CMIT/SMT will ensure:

Accountability 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, Curriculum Area Managers, co-ordinating with their programme
managers, schedule controlled assessments and advise the Exams Manager should any
gualifications require specific secure website access which is controlled by the Exams Manager.

When scheduling controlled assessments they do not impact where reasonably practicable on a
persons protected characteristic including religious fasting and disability and that their individual
needs are met with appropriate resources and timings.

Directors and Head of Quality Assurance, Teaching, L.earning & Assessment map overall resource
management requirements for the year. As part of this, resolve:

= Clashes/problems over the timing or operation of controlled assessments;
= ]ssues arising from the need for particular facilities (rooms, IT networks, time out of college
etc.)

That all staff involved have a calendar of events.

Create, publish and maintain an internal appeals policy for controlled assessments.

Curriculum Area Managers/Programme Managers will:

Decide on the awarding body and specification for a particular qualification in consultation with
the Head of Quality Assurance, Teaching, Learning & Assessment.

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

Ensure that individual curriculum staff members understand their responsibilities with regard to
controlled assessment.

Ensure that individual curriculum staff members understand the requirements of the awarding
body's specification and are familiar with the relevant guidance and subject specific instructions.

Where appropriate, develop new assessment tasks or contextualise sample awarding body
assessment tasks to meet local circumstances, in line with awarding body specifications and
control requirements.

Lecturing staff will;

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

Obtain confidential materials/tasks set by awarding bodies in sufficient time to prepare for the
assessment(s) and ensure that such materials are stored securely at all times.

Supervise assessments (at the specified level of control). Undertake the tasks required under the
regulations, only permitting assistance to students as the specification allows.
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* Ensure that students and supervising lecturers sign authentication forms on completion of an
assessment.

= Mark internally assessed components using the mark schemes provided by the awarding body.
Submit marks through the Exams Office to the awarding body when required, keeping a record of
the marks awarded.

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

= Post-completion, retain candidates’ work securely until the closing date for enquiries about resulits.
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.

= |mplement learners’ additional support requirements which should be their normal and approved
way of working, seeking assistance from the Learning Support Practitioners as necessary

Exams Office staff will:

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

= Download and distribute mark sheets for teaching staff to use, and collect and send mark sheets
to awarding bodies before deadlines.

= |n exceptional circumstances where confrolled assessment cannot be conducted in the
classroom, arrange suitable accommaodation where controlled assessment can be carried out, at
the direction of the senior leadership team.

Additional Learner Support Manager will:
= Ensure learners with support in place have valid evidence of need on file.

s Work with lecturing staff to ensure requirements for support staff are met.

RELATED POLICIES, PROCEDURES, DOCUMENTS, DEFINITIONS

Exam Access Arrangements Policy

Assessment and APL-RPL Procedure
Academic Appeals Procedure

Academic Misconduct Procedure

Internal Verification Procedure

External Verification and Examination Procedure
JCQ General Regulations for Approved Centres

hitps:/iwww.jcg.org.uk/exams-office/non-examination-assessments

==, e S SRS S|
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Policy Review i 4
Author/Owner Position Approved by Approvat date Review date
Derrick Goddard Head of Quality Assurance, Signed: k 20.03.19 2 years
Teaching, Learning &
Assessment

Document Control — Revision History (Policies only)

AuthonCwner Summarny of Changes T Date Date |ast Recommend
reviewed | ta SED
by SED ¥iN

Derrick Geddard Minor changes including Policy ownership 27.03.17 N ]

Initial Equality Impact Screening

Have you consulted on this policy?  Yes
Details: via members of COG

What evidence has been used for this assessment? Reference to the Joint Council for Qualifications' regulations for approved centres

Could a particular group be affected differently in either a negative or pesitive way? Indicate Y where applicable

Group Negative impact Positive impact Evidence
Age

Disability

Gender {incl. Transgender)
Race {incl. Gypsy &Traveller)
Retligion or belief

Sex

Sexual orientation

Marriage & civil partnership
Pregnancy & maternity

Other groups (see guidance)

Please give details:

If any negative impacts are identified, are there any related polices, services, strategies, procedures of functions that need to be
assessed alongside this screening? If yes, please detail below;

Should the policy proceed to a full Equality Impact Assessment? No
If no, please give reasons: no negative impacts identified

Declaration
We are satisfied that an initial screening has been carried out on this policy and a full Equality Impact Assessment is not required.

We understand that the Equality Impact Assessment is required by the College and that we take responsibility for the complation and
guality of this assessment

Completed by Author: Elaine Monks Position: Exams Manager Date: 31.01.17

Reviewed by Safeguarding, Equality & Diversity Group: Date: 22.02.17 & 27.03.17

Comments from Safeguarding, Equality & Diversity Group Review:

Policy to include reference to additional fime to meet E&D requirements, normal methods of work or effects of religious practices.
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