Broadway: Controlled Assessment Policy
For adoption by the Governing Body:
Context of Policy

From September 2009, Controlled Assessment replaced coursework for 26 new GCSEs. This is one of the changes in the Government’s reform of education for 14-19 year olds, designed to ensure that specification content meets the aims of the revised secondary curriculum.

Key features:
· Enables a more integrated approach to teaching and learning and assessment

· Provides and increased facility to ensure that work is the students own

· Enables teachers to choose the timing of the controlled assessment

· Enables teachers to select from a choice of tasks and contextualised them

· Is viewed as part of the course, rather than a separate activity. It is an integral part of teaching and learning

· Usually takes place in the classroom, within the normal timetable

· Features levels of control designed to maximise reliability and authenticity

Process of Controlled Assessment:
The process has 3 stages

1. Task setting

2. Task taking

3. Task marking

Task Setting:
Tasks are set either by the awarding body (High control) or by the Centre (Medium Control) and in both cases, must be developed according to the requirements of the specification.

Task Taking:

Three levels of control apply:

1. Low control – students can work unsupervised outside the classroom. This is normally the research stage

2. Medium control:  students can work under informal supervision. This is normally the analysis stage

3. High Control: Students complete their task under direct supervision throughout. This is the write up stage.

Task Marking
Task marking has either a high or medium control level. High control means that the awarding body marks the tasks. Medium control is where work is assessed by the teacher and externally moderated by the awarding body in the same way as coursework. 

Responsibility of staff in the implementation of the Controlled Assessment Policy

1. The senior leadership team has overall responsibility for ensuring controlled assessment operates successfully.

2. The Controlled Assessment Coordinator will act as a central point of administration, dealing on behalf of the SLT with the detail of managing controlled assessment. 

3. The Exams Officer will liaise as necessary with SLT and the Controlled Assessment Coordinator, directorates and individual teachers. He is responsible for entering students for individual units and for the storage and transmission of information, data and confidential materials between awarding organisations and teachers.

4. It is the responsibility of each Subject Leader to obtain the details relating to  the controlled assessment task from the exam boards.

5. The Subject Leader should discuss the most appropriate time for the controlled assessment to take place with their Head of Directorate.

6. The controlled assessment may take place during timetabled class time.

7. Heads of Directorate must plan when and how the assessment will take place, taking into account the accommodation and resources required. The Exams Officer should be notified when high level controlled assessment is taking place.
8. Heads of Directorate must ensure that all teachers understand their roles and responsibilities in controlled assessment and are familiar with the requirements of the GCSE specification – for example through directorate meetings and professional development
9. Subject Leaders and teachers must decide how the controlled assessment should be incorporated into the scheme of work to provide a coherent sequence of learning and ensure students are well-prepared for the controlled assessment – for example in developing linguistic or practical skills, carrying out fieldwork or research
10. Relevant display materials must be removed or covered up.
11. All staff must be aware of the relevant level of control permitted (high, medium or low) as this will determine the level of permitted supervision e.g. high control means that students are under exam conditions.

12. Each student is to keep a research diary where they note the guidance and feedback received from their teacher. The diary should also contain a record of the research and planning stage containing notes, diagrams, essay plans and bibliography.

13. All assessment materials must be locked in a suitable secure cabinet at the end of each session.

14. Separate user accounts for exam use must be used for high control level work. These must have no access to internet or e-mail and must only be accessible during the controlled sessions. ICT support must be notified a week in advance to give them time to create separate user accounts.

15. Subject leaders must make contingency arrangements in the event of absences by candidates or teacher – for example a second, alternative date for the controlled assessment
16. For long absences, special consideration should be applied for
17. Subject leaders must consult with the Special Educational Needs Coordinator (SENCO) on additional arrangements, which might be needed for particular candidates. This should be done at least four weeks before the assessment date.
18. Entries for controlled assessment must be made at the appropriate time.

19. Attendance records from assessment sessions should be kept by the class teacher.

20. Work may be handwritten in black ink or word processed. Printouts, charts and videos can be included where appropriate.

21. Where the specification permits students to work with others, e.g. during collection of data, any descriptions of the joint work must be in each candidate’s own words.

22. Where work is assessed by the teacher and externally moderated by the exam board, standardisation of marking must take place in the school if more than one teacher is involved in the assessing.

23. If suspected malpractice occurs, the Exams Officer must be informed.

24. If a student’s work is lost within the school, this must be reported to the exam board. 
25. Authentication forms must be signed by the teachers and candidates.

26. Access arrangements do apply to controlled assessment.

27. The assessment marks must be submitted to the exam board by the appropriate date. 

28. Candidates’ work must be securely stored as in 13 above until all results have been verified.

29. Although it is good practice to only do Controlled Assessment once, re-sits of controlled assessment may be allowed at the centre’s discretion in the next exam session. Subject Leaders and teachers should read paragraph 17.1 of the JCQ Instructions for Conducting Controlled Assessments for further guidance on re-sits.

30. After the results are published it may be possible to request a re-moderation of the work.
