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Non-examination Assessments (internally assessed components) Policy 

December 2017 

As of September 1st 2017 the Joint Council for Qualifications (JCQ) published new guidelines 

as to how the non-examined assessments that schools undertake, for GCSE and Advanced 

levels, should be carried out as well as introducing a new appeals process.  These guidelines 

come into operation immediately and apply to the 2018 summer examinations. 

The majority of the guidelines re-inforce the current good practice but a new appeals 

process now has to be introduced to allow students the opportunity to appeal the marks 

that teachers have awarded before they are submitted to the examination board. 

This document will address the following: 

1. Marking and annotation 

2. Internal standardisation 

3. Internal appeals procedures 

4. Submission of marks for moderation 

5. Storage and retention of work 

6. External moderation 

  

1. Marking and annotation 
 

Teachers are responsible for marking work in accordance with the marking criteria 

detailed in the relevant specification and associated subject-specific documents. 

Teacher annotation should be used to provide evidence to indicate how and why 

marks have been awarded. This will facilitate the standardisation of marking within 

the centre and enable the moderator to check that marking is in line with the 

assessment criteria.  Teachers and departments should clearly publicise to students 

and parents the deadlines for the submission of work 

Annotate the work: 

• Follow guidance in the relevant specification and associated subject-specific 

documents. 

• Provide evidence to support your marks. Identify the assessment criteria that have 

been met. 

• Be clear and unambiguous. 

• Use key phrases from the criteria. For example, awareness of values, uses a variety 

of techniques, selects appropriate data. 
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• Insert annotations at the appropriate point in the work - in the margin or in the 

text – or write comments on the cover sheet to show clearly how credit has been 

awarded. 

Award marks 

• If some work was done in groups, award marks that reflect the contribution of 

each individual candidate. 

• If the candidate has received feedback and guidance over and above that allowed 

by the specification, take this into account. Apply the principle of best fit and use 

annotation to explain how marks have been applied in the context of the additional 

assistance given and document the details. 

Complete documentation 

• Record the feedback and guidance that you have given. 

• Enter marks in the way specified by the relevant awarding body. 

Points to note: 

 If a candidate submits no work whatsoever?  When marks are submitted to the 

awarding body the candidate must be recorded as absent and not awarded a mark 

of zero. 

 If a candidate submits very little work? The work must be assessed against the 

assessment criteria and the appropriate mark awarded, even if that mark is zero. 

 If as teacher teaches their own child? The centre must declare the conflict of 

interest and submit the work for moderation, whether or not it is part of the 

moderation sample. 

 

2. Internal standardisation 
 

Teachers must indicate on candidates’ work, or on the cover sheet, the date when 

the work was marked.  It is important that all teachers involved in the assessment of 

a component mark to common standards. Centres must ensure that the internal 

standardisation of marks across assessors and teaching groups takes place. The 

following sequence is an example of good practice. 

Obtain reference materials at an early stage in the course  

 
• In the first year of a new specification, participate in awarding body training.  
• In subsequent years, obtain exemplar material provided by the awarding body and 
use your centre’s own archive material.  
 
Hold a preliminary trial marking session prior to marking  
 
• Include all the teachers involved in assessment.  
• Compare standards through cross-marking a small sample of work.  
• Agree a common understanding of the assessment criteria.  
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3. Internal appeals procedures 
As is indicated in Appendix A and B the College is now required to inform all students 

of the marks that are going to be submitted to the examination boards for their NEA.  

The following process will be applied; 

 The final standardised mark for a student’s NEA will be reported to them a 

minimum of three weeks before it needs to be reported to the examination 

board. 

 The student will have been notified that if they are unhappy with the grade 

they are able to make a complaint. 

 The student has a maximum of one week to ask for the NEA to be remarked 

and will have been informed that the remark may involve their grade going 

up or down. 

 Their complaint has to be addressed, in writing, to the Director of Curriculum 

and Operations, and accompanied by a £10 administration fee. 

 The College will then arrange for the NEA to be reassessed by a person that 

has not been previously involved with the teaching or assessment of that 

student. 

 The result of the review will be reported to the students within a period of 

two weeks and before the grade is reported to the board. 

 

Carry out further trial marking at appropriate points during the marking period  
 
• Repeat the trial marking/cross-marking exercise.  
• Ensure that any discrepancies in marking are resolved.  
 
After most marking has been completed  
 
• Hold a further meeting to make final adjustments or assign responsibility for 
comparing marks to the teacher responsible for internal standardisation.  
 
Make final adjustments to marks prior to submission  
 
• If there are inconsistencies ensure that the teacher(s) concerned make(s) adjustments 
to their marks.  
• The teacher responsible for internal standardisation checks the new marks.  
 
Retain work and evidence of standardisation  
 
• Retain evidence that internal standardisation has been carried out.  
• Keep candidates’ work in secure storage until after the closing date for enquiries 
about results for the series concerned or until any appeal, malpractice or other results 
enquiry has been completed, whichever is later.  
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4. Submission of marks for moderation 
 Set internal deadlines that will allow your centre to accommodate any candidate 

requests for reviews of marking and to meet the deadline for the submission of 

marks and candidates’ work, as published by the awarding body. This will enable the 

awarding body to meet the deadlines for completion of moderation and release of 

results. Awarding bodies may refuse to accept work submitted after the deadline. 

 Follow the awarding body’s instructions regarding the submission of marks. This is 

normally done electronically. It is the responsibility of centres to carefully check the 

marks they are submitting to an awarding body in order to minimise errors. Marks 

for all candidates, not just the sample submitted, must be checked by the centre for 

both addition and transcription errors before submission. 

 Submit supporting documentation required by the awarding body: 

• authentication of candidates’ work; 

• confirmation that internal standardisation has been undertaken; 

• any subject-specific information. 

 

 Where a centre has been affected by circumstances beyond its control, it may, in 

exceptional cases, be possible to grant a short extension. This is at the discretion of 

the awarding body.  The centre must contact the awarding body as soon as possible 

to request an extension.  The timely release of examination results will be put at risk 

if the deadlines for submission of marks and samples are not adhered to. 

 

5. Storage and retention of work 

Moderation sample 

• Keep a record of names and candidate numbers for candidates whose work was 

included in the sample. This information may be needed if a review of moderation is 

made. 

• Moderators normally return work direct to centres but work submitted 

electronically is not returned. 

Marked work 

• Retain marked work under secure conditions until after the deadline for enquiries 

about results or until any appeal, malpractice or other results enquiry has been 

completed, whichever is later. This applies to all work – whether or not it was part of 

the moderation sample. 

• Where work is being stored electronically, take steps to protect it from corruption and 

have a back-up procedure in place. 
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• If retention is a problem because of the nature of the work, retain some form of 

evidence such as photos, audio or video recordings. 

Extracts and exemplar work 

• Awarding bodies may retain the work of some candidates for archive and 

standardisation purposes. 

6. External moderation 
The purpose of moderation is to ensure that the standard of marking is consistent 

across all centres. 

Sample selection 

• The awarding body (or moderator acting on its behalf) specifies the sample which 

will include work from across the range of attainment at the centre. 

It is the responsibility of centres to ensure that moderators receive the correct 

samples of work to review. 

Sample submission 

• For most components, the centre submits a sample of work either to the 

moderator or directly to the awarding body, according to instructions. 

• For some components the moderator visits the centre to mark the sample of work. 

Sample assessment 

• The moderator assesses work in the sample using the published marking criteria. 

Mark comparison and adjustment 

• Moderator marks are compared with the centre marks for the sample of work. 

• The moderator may request some or all of the remaining work if he/she needs 

further evidence of the centre’s marking. 

• If the differences between the moderator’s marks and the centre’s marks exceed 

the allowed tolerance, but the moderator broadly agrees with the centre’s rank 

order, adjustments may be applied to the centre’s marks. 

• If the moderator significantly disagrees with the centre’s rank order (perhaps 

because internal standardisation has not been carried out effectively) the awarding 

body may ask the centre to re-consider its marks. Alternatively, the moderator’s 

marks may be applied to all candidates in the centre and, in some circumstances, a 

charge may be made. 

Feedback to centres 

• The final moderated marks are issued to centres electronically when results are 

published. 

• Feedback forms are also issued to centres. 
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Appendix A: 

 

Reviews of marking - centre assessed marks  

(GCSE controlled assessments, GCE coursework,  

GCE and GCSE non-examination assessments) 

 

Wymondham College is committed to ensuring that whenever its teachers 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 teachers who have appropriate knowledge, 

understanding and skill, and who have been trained in this activity.  Wymondham 

College 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. Wymondham College 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. Wymondham College 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. Wymondham College will, having received a request for copies of materials, 

promptly make them available to the candidate. 

 

4. Wymondham College will provide candidates with sufficient time in order to 

allow them to review copies of materials and reach a decision. 

 

5. Requests for reviews of marking must be made in writing. 

 

6. Wymondham College 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. 
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7. Wymondham College 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. Wymondham College will instruct the reviewer to ensure that the candidate’s 

mark is consistent with the standard set by the College. 

 

9. The candidate will be informed in writing of the outcome of the review of the 

College’s marking. 

 

10. The outcome of the review of the College’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.  Should the review of the 

centre’s marking bring any irregularity in procedures to light, the awarding body will 

be informed immediately. 

 

After candidates’ work has been internally assessed, it is moderated by the awarding 

body to ensure consistency in marking between centres.  The moderation process 

may lead to mark changes.  This process is outside the control of Wymondham 

College and is not covered by this procedure. 
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Appendix B: 

 

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. 

 

 

 

 

 


