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Westwood College
Non-Examination Assessment Policy

This policy was reviewed and updated in September 2026 to ensure continued compliance with JCQ Instructions for Conducting Non-Examination Assessments (2026–27) and to strengthen training, supervision, and quality assurance.

This policy is to be read in conjunction with the following:
· Controlled Assessment Procedure
· Equality Policy
· SENCO Policy
· Malpractice Policy
DEFINITION
Non-Examination Assessment (NEA) is a form of internal assessment for reformed GCSE qualifications where it is the only valid means of assessing essential knowledge and skills that cannot be tested by timed written papers.
NEA applies control over internal assessment at three points:
· Task setting
· Task taking
· Task marking
RESPONSIBILITIES
Head of Centre
· Be familiar with Joint Council for Qualifications (JCQ) instructions for conducting Non-Examination Assessments.
· Ensure all NEAs are conducted in line with awarding body specifications and JCQ regulations.
· Sign off annually on a centre-wide NEA compliance statement.

Examinations Officer
· Be familiar with JCQ instructions for conducting NEAs and other JCQ documents.
· Be familiar with awarding body instructions for NEAs.
· Submit NEA marks to the awarding body in collaboration with Subject Leaders/Teachers.
· Dispatch students’ assessments for moderation and ensure secure storage of all NEA materials.
· Maintain centralised logs of staff training and authentication records.
Subject Leader
· Be familiar with JCQ instructions for conducting NEAs and subject-specific awarding body guidance.
· Ensure that all staff delivering NEAs are trained and fully understand their responsibilities before assessments commence.
· Ensure correct tasks are used for the year of submission and securely store confidential materials.
· Lead departmental standardisation and retain evidence.
· Ensure departmental records of feedback, support given, and candidate authentication are complete and available for inspection.
SENCO
· Be familiar with JCQ NEA requirements for access arrangements.
· Co-ordinate access arrangement requests with the Exams Officer.
· Ensure access arrangements are applied in a way that does not undermine the integrity of the qualification.
Subject Teachers
· Supervise NEAs at the specified level of control, providing only permitted assistance.
· Ensure students are reminded of malpractice rules and candidate responsibilities, including the prohibition on unacknowledged AI use, at the start of each NEA task
· Must not provide model answers, writing frames, or templates specific to the task. Any permitted feedback must be recorded and considered when marking.
· Ensure candidates and supervising teachers sign authentication forms at final submission.
· Mark work using awarding body mark schemes and retain annotated evidence.
· Disclose marks to candidates where permitted, making clear that moderation may change marks.
· Retain candidates’ work securely between sessions and after completion until post-results deadlines.
· Attend annual NEA training and sign to confirm awareness of JCQ/awarding body requirements.

TASK SETTING
· Subject Leaders must select tasks from awarding body approved lists or set centre-specific tasks in line with regulations.
· Teachers must ensure students understand assessment criteria.
TASK TAKING
[image: ]                                 Unless the Awarding Body's specification says otherwise, the following arrangements will apply:
· Teachers must ensure sufficient supervision to authenticate work as the candidate’s own.
· Teachers must keep a record of candidate contributions in group work.
· Teachers must instruct candidates on proper referencing and plagiarism avoidance.
· Only general feedback is allowed; teachers must not provide detailed corrections, provisional marking for redrafting, or writing frames/templates.
· All permitted assistance must be logged. Prohibited assistance constitutes malpractice.
· Candidates may only use authorised resources in formally supervised sessions. Work must be collected and securely stored after each session.
 AUTHENTICATION
· All candidates and teachers must sign authentication declarations at final submission. Electronic signatures are acceptable.
· Teachers must escalate any concerns about authenticity (including plagiarism, collusion, or AI misuse) to the Subject Leader and Exams Officer.
· Work cannot be marked or submitted without authentication.
                TASK MARKING 
· Teachers must mark in line with awarding body mark schemes and use clear annotation to evidence marks awarded.
· Marks must reflect candidate attainment only; any additional support given must be recorded and accounted for.
· Teachers must not use AI tools as the sole or primary means of marking; any AI use must be supplementary to teacher judgement.
· Internal standardisation across staff must be carried out, recorded, and retained.
                          ENQUIRIES ABOUT RESULTS
· Internally assessed component results cannot be individually reviewed. A review of moderation for the cohort is possible only if an adjustment was made by the awarding body.
· Candidates may use the Centre’s Internal Appeals Procedure if they wish to appeal an NEA mark or a decision not to authenticate their work.

Malpractice and Candidate Responsibilities
· Candidates must produce their own independent work for all NEA/controlled assessment tasks.
· Candidates must follow all instructions on permitted resources, referencing, and use of sources.
· Plagiarism, collusion, copying from other candidates, or submitting work that is not their own is strictly forbidden.
· Candidates must not use AI tools without acknowledgement; uncredited or misused AI will be treated as malpractice.
· Candidates must not share their assessment work on social media or seek outside help in ways not allowed by the specification.
· All work must be authenticated by both the candidate and the teacher before submission.
· Any suspected malpractice will be investigated by the centre and, if appropriate, reported to the awarding body in line with JCQ procedures.
                                                                         FACTORS AFFECTING INDIVIDUAL CANDIDATES  
· If a candidate misses part of an NEA through absence, an alternative supervised session will be arranged.
· The school will follow JCQ procedures if NEA tasks are lost or destroyed.
· Access Arrangements will be applied in line with JCQ guidance.
· Requests to repeat NEA tasks must be made before marks are submitted and will be considered on a case-by-case basis. Where a task was under formal supervision, a new task must be set.


COMPLIANCE AND QUALITY ASSURANCE
· All staff must attend annual NEA training; records will be retained by the Exams Officer.
· SLT will conduct spot checks of NEA supervision and record-keeping.
· NEA compliance will be included in the annual Quality Assurance cycle.
· Any breaches will be investigated and referred to the Head of Centre in line with the Malpractice Policy.
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