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Key staff involved in the policy 

 

Role Name 

 

 

 

Instructions for conducting non- 

examination assessments Instructions for conducting coursework



Introduction 

 

 

 

Purpose of the policy 

 

 

 

Procedures for planning and managing non-examination assessment identifying 

staff roles and responsibilities 

1. The basic principles 

Instructions for conducting 

non-examination assessments Instructions for conducting coursework



 

 

 

 internal appeals procedure 

 

Instructions for conducting non-examination assessments Instructions for 

conducting coursework 

 

 

 

 

 

 

 

 Instructions for conducting non-examination assessments Instructions for 

conducting coursework 



 Instructions for 

conducting non-examination assessments Instructions for conducting coursework 

 

 

 

 Instructions for conducting non-examination 

assessments Instructions for conducting coursework 

 

2. Task setting 

 

 

Issuing of tasks 

 

 

 

3. Task taking 

Supervision 

 

 



 

 

 

 Information for candidates - non- 

examination assessments Information for candidates - Social media 

 Information for 

candidates 

 

 

 

Advice and feedback 

 

 

 

 

 

 

Resources 

 

AI Use in Assessments: Protecting the Integrity of 

Qualifications 

 

 

http://www.jcq.org.uk/exams-office/malpractice)


 

 

 

 

Word and time limits 

 

Collaboration and group work 

 

 

 

 

Authentication procedures 

 

 

 

 

 

Instructions for 

conducting non-examination assessments Instructions for conducting coursework 

 



Presentation of work 

 

 Instructions for conducting non- 

examination assessments/coursework 

 

 

Keeping materials secure 

 

 

 Instructions for conducting non- 

examination assessments/coursework 

 

 

 

 

 

Information for candidates - social media

 

 



 

 

 

 

 

4. Task marking - externally assessed components 

Conduct of externally assessed work 

 

Instructions for conducting examinations 

 

 

 

Instructions for conducting examinations 

Submission of work 

 

 

 

 

 

 



 

 

5. Task marking - internally assessed components 

 

Marking and annotation 

 

 

 

 

 

 

 

 

Internal standardisation 

 



 

 

 

 

 

 

 

 

 

 

Consortium arrangements: 

 

Submission of marks and work for moderation 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

Storage and retention of work after submission of marks 

 

 

 

 

 

 

External moderation - the process 

 



 

 

External moderation - feedback 

 

 

 

 

6. Access arrangements and reasonable adjustments 

 

 Access Arrangements and Reasonable 

Adjustments 

 

 

 

 

7. Special consideration and loss of work 

 



 

 

 

A guide to the special consideration process

 

 

 

 Form 15 - JCQ/LCW 

8. Malpractice 

 

 

 Suspected Malpractice: Policies and Procedures 

 

 Notice to Centre - Sharing NEA material and candidates' work 

 

 Information for candidates - non-examination 

assessments coursework assessments 

 Information for candidates - social media 



 

 Suspected Malpractice: Policies and Procedures 

 Notice to Centres - Sharing NEA material and candidates' work 

 information for candidates 

 

9. Post-results services 

 Post-Results Services 

 internal appeals procedure 

 

 

 

 

Post-Results Services 

 

 



10. Endorsements 

Spoken Language Endorsement for GCSE English Language specifications (designed for use in England) 

 

 Spoken Language Endorsement for GCSE English Language 

specifications 

 

 

 

 

 

 

 

 Pass, Merit, Distinction Not 

Classified

 

Practical Skills Endorsement for the A Level Sciences (designed for use in England) 



11. Private candidates 

12. Qualification/Subject specific additional information 



  



Management of issues and potential risks associated with non-examination 

assessment 

 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

Instructions for 

conducting non-examination assessments 

Notice to Centres - Sharing NEA material and 

candidates’ work

 

 

 

  

 

Information for candidates - non- 

examination assessments coursework Information 

for candidates – social media 

 

 

 

 

 

 

 

 

Task setting 

  

 

 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

 

 
 

 

 

 

  

 

 

 

 

 

 

 

  

 

 

 

 

  

contingency plan 

 

 

Issuing of tasks 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

 

 

 

 

 

  

 

 

 

 

 

 

  

examination contingency plan 

 

  

 

 

 

 

 

 

 

Task taking 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

 

Supervision 

  

 

 

 

 

 

  

 

 

 

 

 

 

 

 

  

Instructions for conducting non- 

examination assessments 

 

 

 

 

 

 

  

Instructions for conducting non-examination 

assessments Instructions for conducting 

coursework 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

 
 

 

 

 

  

A guide 

to the special consideration process 

 

 

 

 

 

Advice and feedback 

  

 

 

 

 

 

 

 

 

 

  
 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

 
 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

  

 

Information for candidates: non-examination 

assessments coursework assessments 

 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

 

Information for candidates: non-examination 

assessments coursework assessments 

 

 

 

 

 

  
 

 

 

 

  
 

 

 

  

 

 

 

 

 

 

Resources 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

 

 

 

 

 

  

 

 

 

 

 

 

 

Word and time limits 

  

 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

 

 

Collaboration and group work 

  

 

 

 

 

 

 

Authentication procedures 

 

 

 

 

 

 

 

 

Notice to Centres - Sharing NEA material 

and candidates 

 

Information for candidates: non- 

examination assessments coursework assessments 

 

 

 

 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

Information for candidates: non- 

examination assessments coursework assessments 

 

Information for candidates: non- 

examination assessments coursework assessments 

 

 

 

 

 

  
 

 

 

 

Presentation of work 

  
 

 

 

 

 

Keeping materials secure 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

Instructions for conducting non- 

examination assessments 

 

 

 

 

 

  

 

 

 

 

  

Instructions for conducting non- 

examination assessments 

 

 

 

 

 

 

Task marking – externally assessed components 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

 

 

 

 

 

  
 

 

 

 

Task marking – internally assessed components 

  

 

 

 

 

 

  

A guide 

to the special consideration process 

 

 

 

 

  

nstructions for conducting non-examination 

assessments Instructions for conducting coursework 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

Instructions for conducting non-examination 

assessments Instructions for conducting 

coursework 

 

Suspected Malpractice: Policies and Procedures 

 

 

 

 

 

 

 

 

 

 

 

  

 

A guide 

to the special consideration process 

 

 

 

  

 

A guide 

to the special consideration process 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 



 

 

Issue/Risk 

 

Centre actions to manage issue/mitigate risk 

 

Action by 

  

 

 

 

 

 

 

 

 

  

contingency plan 

 


