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1. Purpose of the Policy
This policy outlines the procedures for planning, conducting, and managing non-examination assessments (NEAs), including controlled assessments and coursework, in accordance with JCQ’s Instructions for Conducting Non-Examination Assessments. It ensures:
· Compliance with awarding body regulations
· Fair and consistent assessment practices
· Clear roles and responsibilities for staff
· Risk management and contingency planning
· Transparency for students, parents/carers, and staff
2. Scope
This policy applies to all qualifications delivered by Journey Independent School that include NEA components, including:
· GCSEs and GCEs
· Vocational qualifications (e.g. Cambridge Nationals, Applied Generals)
· Project qualifications
· Any internally assessed components subject to JCQ regulation
3. Roles and Responsibilities
Head of Centre
· Ensures the NEA policy is fit for purpose and reviewed annually
· Confirms staff compliance via the National Centre Number Register
· Oversees internal appeals procedures for NEA marks
Senior Leadership Team
· Ensures NEAs are conducted in line with JCQ and awarding body instructions
· Maintains a centre-wide NEA calendar by the start of each academic year
· Supports staff training and quality assurance
Subject Leaders / Teachers
· Follow subject-specific JCQ and awarding body guidance
· Ensure students understand NEA requirements and deadlines
· Authenticate student work and apply access arrangements where appropriate
· Retain candidate work securely until post-results services are complete
Examinations Officer
· Coordinates NEA schedules and communicates deadlines
· Manages secure storage and submission of NEA materials
· Liaises with awarding bodies and JCQ inspectors
· Maintains records of lost work, malpractice, and access arrangements
4. NEA Stages and Procedures
Task Setting
· Tasks must be set in line with awarding body specifications
· Teachers must ensure tasks are accessible and differentiated where appropriate
· Any adaptations must be approved by the awarding body
Task Taking
· Supervision levels must comply with JCQ regulations (formal, informal, or limited)
· Students must work independently unless group work is permitted
· Feedback must be limited to what is allowed by the awarding body
Task Marking
· Teachers must mark work using awarding body mark schemes
· Marks must be internally standardised across teaching groups
· Students must be informed of their centre-assessed marks before submission
· Students may request a review of marking via the internal appeals procedure
5. Security and Storage
· NEA materials must be stored securely in line with JCQ guidance – exams cabinet
· Digital work must be password-protected and access restricted
· Completed work must be retained until the deadline for post-results services
6. Risk Management and Contingency Planning
Journey Independent School will maintain a risk register for NEAs, including:
· Staff absence
· Student absence or withdrawal
· IT failure or data loss
· Malpractice or plagiarism
· Lost or damaged work
Contingency plans will follow JCQ’s Joint Contingency Plan.
7. Communication and Candidate Support
· Students will receive written guidance on NEA expectations
· Access arrangements will be applied in line with JCQ’s Access Arrangements and Reasonable Adjustments
· Candidates will be informed of their rights to appeal and review marks
8. Related Policies and Documents
· Internal Appeals Policy for NEAs
· JCQ Instructions for Conducting Non-Examination Assessments
· JCQ Access Arrangements and Reasonable Adjustments
· JCQ Malpractice Procedures
· JCQ Information for Candidates documents
9. Review and Approval
This policy will be reviewed annually by the Head of Centre and Examinations Officer. Updates will reflect changes in JCQ regulations and awarding body requirements.
For full JCQ guidance, see the JCQ NEA page.
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