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1. Accountability of Departments 

One person should be nominated from each Department to take responsibility for exam entries/withdrawals etc. - to 

be known as Staff In Charge of Exams (SIE).  They should be able to provide details of their awarding body (AB), 

syllabus code and qualifications to the Exams Officer – Nicola Wright (EO). This will be used to provide information 

sent to and from AB’s. 

 

2. Entries 

All candidates should be entered by the due date set by the AB.  

 

It is the responsibility of the SIE to ensure that the correct lists are issued to the EO or in case of absence,  

 

Exams Support Administrator - Adele Marchant (ESA).  

 

Payment for entries currently comes from the school’s examination budget. 

 

3. Amendments 

Withdrawals or Change of Tier will be accepted up to the date set by the AB. Amendment forms must be used. These 

can be gained from the EO. 

 

4. External Exams 

• Final confirmation of entry numbers and levels should be made between the EO and SIE.  

• Exam papers will be counted in by the EO and locked away.  

• A member of SLT should be present outside the exam venue at the start of each subject exam, to assist with 

pupil identification and verification  

• The EO should provide clear signs for display purposes to let pupils know where to enter the exam venue. 

• No exam papers can be removed from the exam room without the authorisation of the EO. 

• All exams should be conducted according to the rules laid down by AB and within the start and finish times 

determined by the AB. This information can be found in the ‘Exams Folder’ which is available during each 

examination. 

• Any misconduct or irregularity must be reported to the EO as soon as possible.  

• Pupils should not be allowed to leave an exam room until the scheduled end of the exam and their exam 

paper has been collected in by an invigilator.  

• In the absence of the EO at the end of any exam, papers should be collected and taken to the office and given 

into the care of the ESA.  

 

5. Coursework/NEA 

It is the responsibility of each Department to ensure all coursework/NEA is moderated, marked and dispatched at 

the correct time. The EO may liaise with the SIE if necessary. E.g. to distribute marksheets and moderator address 

labels etc. 

 

6. Controlled Assessment 

It is the responsibility of each Department to liaise with the EO as to the scheduling and level of control for 

controlled assessments. The controlled assessment folder, signs and log sheets are available from the EO and must 

be displayed as per the JCQ controlled assessment book. 
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7. On Screen Tests 

Departments should liaise with the EO regards the booking and scheduling of on-screen tests. 

 

These are usually carried out by the EO and Invigilators, with all test software being in both L12 and the 6th Form 

Annex. 

 

8. Internal Examinations 

Each Department is responsible for producing internal exam papers which are suitable for the time slot allocated to 

their subject. Departments should try to ensure that they are represented at the start of each exam and they should 

arrange collection of papers at the end of an examination. 

 

9. Dispatch of exam scripts 

The School will dispatch exam papers to examiners by a new traceable system. This will be organised by the EA. 

10. Invigilation 

10.1. Conduct of Invigilators 

• EO will ensure that each exam session has enough suitable invigilators.  

• Invigilators should have prior access to the school’s invigilation booklet and also the JCQ guidelines 

booklet. The documents will also be available during all external examinations. 

• Invigilators will check attendance according to seating plan.  

• Invigilators should give full attention to the conduct of the examination.  

• Invigilators should collect in and parcel up all examination papers at the end of an examination. 

 

11. Results 

Results will be available on the day notified by the AB.  

 

12. Review of Marking/ Access to scripts 

• Subjects should check for the possibility of a review of marking usually within three days of returning to 

school in the autumn term.   

• Any review requests coming from subjects will not be charged to pupils. 

• Unless there are exceptional circumstances – if a pupil/ guardian requests a review against the advice of 

the school, this will be at their own expense. 

• Before a review can be administrated; subject teachers must advise their candidates that marks can go 

down as well as up. Candidates must sign a consent form. 

• The EO will track all enquiries about results and will inform the SIE of the eventual outcome. 

• The EO will send out a letter to the candidates involved to advise them of the result of the enquiry. 

• The EO will amend the Centre database if a grade changes. 

• Any subject requiring a copy of the original script should discuss this with the EO. 
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13. Malpractice 

13.1. Pupils 

Procedures to be followed in the event of any dispute or allegation regarding candidate malpractice in 
the assessment of internally marked qualifications and also regarding examinations marked externally.  

 

13.2. Examples of Malpractice 

Attempted or actual malpractice activity will not be tolerated. The following are examples of malpractice by 

candidates with regards to portfolio-based qualifications. This list is not exhaustive:  

• Plagiarism: the copying and passing of as the candidate’s own work, the whole or part of another 

person’s work.  

• Collusion: working collaboratively with other learners to produce work that is submitted as the 

candidate’s only.  

• Failing to abide by the instructions of an assessor – This may refer to the use of resources which the 

candidate have be specifically told not to use.  

• The alteration of any results document.  

 

If a teacher suspects a candidate of malpractice, the candidate will be informed and the allegations will be 

explained. The candidate will have the opportunity to give their side of the story before any final decision is 

made. If the candidate accepts that malpractice has occurred, he/she will be given the opportunity to repeat 

the assignment. If found guilty of malpractice following an investigation, the teacher may decide to re-mark 

previous assignments and these could also be rejected if similar concerns are identified.  

 

The following are examples of malpractice by candidates with regards to examinations. This list is not 

exhaustive:  

• Talking during an examination;  

• Taking a mobile phone into an examination;  

• Taking any item other than those accepted by the Awarding Body into the examination, such as a book 

or notes;  

• Leaving the examination room without permission; and/or 

• Passing notes or papers or accepting notes to, or accepting notes or papers from another candidate.  

 

If an invigilator suspects a candidate of malpractice during an examination, the candidate will be informed and 

the allegations will be explained. The candidate will have the opportunity to give their side of the story before 

any final decision is made. If the candidate is found guilty of malpractice, the Awarding Body will be informed 

the Awarding Body will decide on the outcome, it is likely that and the candidate’s examination paper will be 

withdrawn. It is unlikely that the candidate will have the opportunity to repeat the examination.  

 

13.3. Appeals 

In the event that a malpractice decision is made, which the candidate feels is unfair, the candidate has the right 

to appeal in line the Appeals Policy.  For the Summer 2021 Teacher Assessed Grades both for GCSE and BTEC, 

the procedures in Section 14: Special Circumstances – Covid 19 and the appropriate Centre Policy for the 

qualification will be followed for Malpractice and Appeals.  The Centre Policies can be found in Appendix 4 and 

5.    
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13.4. Staff Malpractice 

This policy sets out to define the procedures to be followed in the event of any dispute or allegation regarding 

staff malpractice in the assessment of internally marked qualifications and also regarding examinations 

invigilated by staff at the school and marked externally.  

 

13.5. Examples of Malpractice 

Attempted or actual malpractice activity will not be tolerated. The following are examples of malpractice by staff 

with regards to portfolio-based qualifications. This list is not exhaustive:  

• Tampering with candidates work prior to external moderation/verification.  

• Assisting candidates with the production of work outside of the awarding body guidance.  

• Fabricating assessment and/or internal verification records or authentication statements.  

 

The following are examples of malpractice by staff with regard to examinations  

• Assisting candidates with exam questions outside of the awarding body guidance.  

• Allowing candidates to talk, use a mobile phone or go to the toilet unsupervised.  

• Tampering with scripts prior to external marking taking place.  

 

13.6. Staff Malpractice Procedure 

Investigations into allegations will be coordinated by the Headteacher, who will ensure the initial investigation 

is carried out within ten working days. The person responsible for coordinating the investigation will depend on 

the qualification being investigated. The investigation will involve establishing the full facts and circumstances 

of any alleged malpractice. It should not be assumed that because an allegation has been made, it is true. 

Where appropriate, the staff member concerned and any potential witnesses will be interviewed and their 

version of events recorded on paper.  

 

The member of staff will be:  

• Informed in writing of the allegation made against him or her;  

• Informed what evidence there is to support the allegation;  

• Informed of the possible consequences, should malpractice be proven;  

• Given the opportunity to consider their response to the allegations;  

• Given the opportunity to submit a written statement; 

• Given the opportunity to seek advice (as necessary) and to provide a supplementary statement (if 

required);  

• Informed of the applicable appeals procedure, should a decision be made against him/her; and  

• Informed of the possibility that information relating to a serious case of malpractice will be shared with 

the relevant awarding body and may be shared with other awarding bodies, the regulators Ofqual, the 

police and/or professional bodies.  

 

13.7. Staff Malpractice Sanctions  

Where a member of staff is found guilty of malpractice, The Academy may impose the following sanctions:  

1)  Written warning: Issue the member of staff with a written warning stating that if the offence is repeated 

within a set period of time, further specified sanctions will be applied.  

2)  Training: Require the member of staff, as a condition of future involvement in both internal and external 

assessments to undertake specific training or mentoring, within a particular period of time, including a 

review process at the end of the training.  

3)  Special conditions: Impose special conditions on the future involvement in assessments by the member 

of staff.  

4)  Suspension: Bar the member of staff in all involvement in the administration of assessments for a set 

period of time.  
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5)  Dismissal: Should the degree of malpractice be deemed gross professional misconduct, the member of 

staff could face dismissal from his/her post.  

 

13.8. Appeals  

The member of staff may appeal against sanctions imposed on them. Appeals will be conducted in line with the 

organisations Appeals Policy.  

 

14. Special Circumstances – Covid-19 Pandemic 2021 

Due to the Covid-19 Pandemic, exams for academic year 2020-21 were cancelled and centres asked to submit 

Teacher Assessed Grades (TAG) for each pupil and each subject. The academy used a rigorous process for the 

creation of these teacher assessed grades.   

 

Following the guidance given by Ofqual, the Department for Education and JCQ, the academy used the following 

recommended sources of evidence: 

• Pupil work produced in response to assessment materials provided by the exam board, including groups of 

questions, past papers or similar materials such as practice or sample papers; 

• Non-exam assessment (NEA) work (often referred to as coursework), even if this has not been fully 

completed; 

• work produced in centre-devised tasks that reflect the specification, that follow the same format as exam 

board materials and have been marked in a way that reflects exam board mark schemes - this can include:  

o Substantial class or homework  

o Internal tests taken by pupils  

o Mock exams taken over the course of study 

• Records of a pupils’ capability and performance over the course of study in performance-based subjects 

such as music, drama and PE; 

• Records of each pupils’ progress and performance over the course of study, in addition to the existing work 

and assessments that pupils have previously completed. 

All pupils received a roadmap of a bespoke assessment plan for their final term at the academy.  This plan was also 

shared with parents and gave pupils the opportunity to sit a series of mini-assessments using exam board 

assessment materials to assist with the awarding of the Centre Assessed Grades.   

A final moderation process was held by teachers within their departments using resources and training provided by 

the exam boards, Ofqual and JCQ before a standardised Centre Assessed Grade was produced for each pupil in 

each subject backed up with evidence listed above.   

 

14.1. Equality Impact Statement 

To fulfil the public body ‘Equality Duty’ to have ‘due regard’ to equality considerations under the Equalities Act 

2010, an organisation must, whenever significant decisions are being made or policies developed, give 

thought to equality implications for people with particular protected characteristics.   

These equality impact assessments have been completed to evidence the Trust’s Equality Duty to have due 

regard to the needs of pupils and staff, with increased vulnerability to infection or poorer outcomes from 

COVID-19, when making the decision for the wider opening of schools during the COVID-19 pandemic. 

Policy or Decision:  Exams Policy and Centre Policy for 

Summer BTEC and GCSE Assessments 

2021. 

 Assessment 

conducted by – 

name:  

Senior Leadership Team 
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Trust name:  Castleford Academy Trust 

Covered by this 

assessment:  
Pupils  Assessment date:  15/4/2021 

 

Groups with 

protected 

characteristics  

It is assessed that this 

decision could have a:   

Impact comments:  Reasonable Adjustments Identified:  

Negative Impact:  
  
Please provide 

details as to why 

reasonable 

adjustments are not 

being made  

Positive 

Impact  
Neutral 

Impact  
Negative 

Impact  

Pupils in Y11 

who have access 

arrangements, 

are SEND, 

pregnant or of a 

different race, 

sexual 

orientation, 

gender or are 

undergoing 

gender 

reassignment.   

☐  ☐  ☒  

a. Possible conscious 
and unconscious 
bias when 
determining their 
Teacher Assessed 
Grade by their class 
teacher. 

b. Possible 
unconscious bias 
when moderating 
teacher assessed 
grades through the 
internal 
moderation 
procedure.  

c. Pupils with special 
consideration may 
not have the 
evidence to 
support the grade 
they deserve. 

d. Pupils entitled to 
access 
arrangements need 
to have them for all 
mini-assessments 

 

Teacher Assessed Grades advice was 

produced after the DfE decision in March 

to cancel the Y11 and Y13 exams.  

Teachers will use a body of evidence and a 

roadmap of controlled mini-assessments to 

determine the final GCSE or BTEC grade for 

all pupils.  The evidence will then be 

internally moderated by departments 

before the Centre submits their final 

grades.    

a. All teaching staff responsible for 

determining the Teacher Assessed Grade 

will have undergone unconscious bias 

training and staff cpd on grading work to 

ensure anonymised marking where 

possible.   

b. Where possible, moderation will be 

anonymised with teachers who have not 

taught the pupils moderating their work.  

Exam board exemplars and resources will 

also be used to moderate work to ensure 

that the grade is rigorously and fairly 

accurate to the work shown in the 

evidenced.   

c. Exams Officer to identify pupils with 

special consideration and the Subject 

Leader and one other member of staff to 

apply this fairly.     

d. Staff CPD has taken place.  List of names 

emailed to subject leaders with details 

recorded of each pupil’s access 

arrangements.  Weekly check-in meeting 

with Assistant Headteacher to ensure 

access arrangements are in place.   

 

All reasonable 

adjustments will be 

made. 

 

 

 

 

14.2. Appealing Final Grades in Summer 2021 

There are two stages to the summer 2021 appeals process:  
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Stage 1: Centre Review 

The first stage of the process is referred to as a centre review. If a pupil does not consider that they have 

been issued with the correct grade, they can ask their centre to check if an administrative or procedural error 

has occurred. The centre will need to ensure the pupil is aware that their grade could go down, up or stay the 

same. If the centre finds that an error has occurred, they will be able to submit a request to the awarding 

organisation to correct the error and amend the grade without the need to make an appeal to the awarding 

organisation. 

 

If the academy does not believe there has been an error in awarding the grade, the pupil can ask us to 

appeal the exam board on their behalf. This is Stage 2. 

 

Stage 2: Appeal the awarding organisation 

The second stage of the process is referred to as an appeal to the awarding organisation (submitted by the 

centre on the pupil’s behalf). An appeal should be submitted if the pupil considers that the centre did not 

follow its procedure properly, the awarding organisation has made an administrative error, or the pupil 

considers that the grade awarded was an unreasonable exercise of academic judgement. The centre will 

need to ensure the pupil is aware that their grade could go down, up or stay the same. 

The board will review the teacher judgement to see if it was reasonable.  If they don’t think it was, they’ll 

provide an alternative grade. 

If the pupil still disagrees with the outcome from the Centre and the Awarding Organisation, the academy can 

refer the issue to Ofqual: 

 

Ofqual Exam Procedures Review Service 

If the pupil or centre considers that the awarding organisation has made a procedural error, they can apply to 

Ofqual’s Exam Procedures Review Services (EPRS) to review the process undertaken by the awarding 

organisation.  The exam board will have the final say unless EPRS finds it’s made an error. 

Grounds for appeal  

In summary, there are four grounds upon which a centre review or an appeal to an awarding organisation may 

be requested: 

Stage 1: Centre Review 

The centre made an administrative error, e.g. an incorrect grade was submitted; an incorrect assessment 

mark was used when determining the grade. 

The centre did not apply a procedure correctly, such as the centre did not follow its Centre Policy, did not 

undertake internal quality assurance, did not take account of access arrangements or mitigating 

circumstances such as illness. 

Stage 2: Awarding Organisation Review 

The awarding organisation made an administrative error, e.g. the grade was incorrectly changed by the awarding 
organisation during the processing of grades. 

The pupil considers that the centre made an unreasonable exercise of academic judgement in the choice of 
evidence from which to determine the grade and/or the determination of the grade from that evidence. 
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How to appeal 

This is carried out be emailing admin@castlefordacademy.com with the Pupil Name, Form and the Subject (or 

Subjects) that they wish to appeal.  Pupils should be aware that, on appeal, grades can go down as well as up.   

The deadline for pupils to request a centre review is 16th August where a candidate is relying on the grade for a 

University/College place.  The final deadline for all candidates is 3rd September.   

 

Appeals Form 

Name: 

Form: 

Subject and Grade Appealing: 

 

 

 

Reason for Appeal:                                                                                                                               Please Tick 

Centre administrative error:  an administrative error occurred entering the grade.  

Centre administrative error:  an incorrect assessment mark was used determining the grade.  

The Centre did not apply its Centre Policy correctly.  

The Centre did not apply internal moderation quality assurance correctly.    

The centre made an unreasonable exercise of academic judgement in the choice of evidence from 
which to determine the grade 

 

The awarding organisation made an administrative error  

 

I understand that my grade may stay the same, go up or go down as a result of this appeal.   

 

Signature:  

 

14.3. Pupil Declaration Form 

PUPIL EVIDENCE DECLARATION 

As part of the teacher assessment grade process, it is necessary for the academy to verify that pupils understand 

what evidence is going to be used, so that pupils have the opportunity to raise any concerns. 

Pupil Declaration 

Following the outcomes of my mock exams in December, I was provided with a subject roadmap outlining the 

assessments that would take place (under controlled conditions) in school and that these would be used as evidence 

to support teacher assessed grades.   I can declare that I do not have any other substantial pieces of class or 

homework that I feel should be taken into account as part of the assessment process.  

I also declare that I have been informed that all of my grades were subject to internal and external moderation 

procedures and might therefore differ from any final summative grades previously awarded. 

mailto:admin@castlefordacademy.com
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I confirm that this evidence is all my own work, is not copied from any other person's work. 

 

 

Please indicate in the box below any concerns you may have relating to any evidence sources identified above being 

used to determine CAG’s for any of your subjects. Alternatively please email your concerns to 

admin@castlefordacademy.com. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Candidates Name: 
 
 
 

Signature: Date: 
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Appendix 1: Internal Appeals Procedure 

As the Summer 2021 Exams have been cancelled, the appeal procedure in Section 14.2 will be adhered to for any Teacher 

Assessed Grades for Summer 2021.   

1) Copies of this procedure will be issued to all Heads of Departments (in conjunction with the Exam Policy). All 

candidates should be informed that this appeals procedure relating to internal assessment exists.  

 

2) Pupils wishing to appeal against the mark of an internally assessed module, having exhausted normal routes with 

their subject teacher and Head of Department, must put the application in writing to the EO before the start of the 

externally timetabled examinations. The application must detail the reason for the appeal. 

 

3) The appeal panel should consist of at least 3 people, at least one of whom has NOT been involved with the internal 

assessment decision. If EO was directly involved in the assessment the Headteacher should ask another member of 

staff to conduct the investigation. 

 

4) The purpose of an appeal will be to decide whether the process used for internal assessment conformed to the 

published requirements of the AB and the examinations code of practice of the JCQ. 

 

5) Should a pupil be required to present his/ her case to the Panel, they are allowed to be supported in the 

presentation by a parent or guardian. 

 

6) Pupils should be able to gain access to the following by approaching their subject teacher: 

• Marks allocated for their internal assessment 

• All comments recorded by the centre relating to their internally assessed work. 

• Correspondence between the centre and the AB related to their internally assessed work. 

• Information available at the time of the appeal as to whether their work was sampled by the Awarding Body 

– Note: this can change the mark awarded but is outside the control of the school and is not covered by this 

appeals procedure. 

• Relevant procedures used by the AB for the conduct of internal assessments. 

 

7) All internal appeals should have been considered and resolved by the date of the last externally assessed paper of 

the series. Any difficulties in meeting this deadline should be raised with the AB. 

 

8) A written record of appeals should be kept, this will include the outcome and the reasons for that outcome. A copy 

will be sent to the candidate. 

 

9) The centre must inform the AB of any outcome of an appeal that has implications for the issue of results at the 

centre. 

 

10)  An appropriate charge may be made towards administration costs. 

 

11)  Full details of any appeal must be made available to the AB on request. 
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Appendix 2: Access Arrangements/ Special Consideration 

For the Summer 2021 Teacher Assessed Grades, the Access Arrangements and Special Consideration processes outlined in 

the Centre Policies for GCSE and BTEC and the processes outlined in Section 14 of this policy will be followed.   

It is the responsibility of the SENCO to liaise with the EO about arrangements for candidates with Special Needs. The 

SENCO should ensure the EO has all information needed on each candidate with Special Needs. The EO will ensure 

requests for special consideration will be sent to the AB and process the replies. 

 

Special needs exam policy including DDA 

The EO or SENCO should inform staff of any special arrangements which individual pupils can be granted during the 

course and in the exam. In the case of pupils with Specific Learning Difficulties/Visual Impairment or certain other 

medical conditions, these can be any or all of the following: 

• Extra time 

• Rest periods  

• A reader  

• A scribe  

• Enlargements 

• A prompter  

• Separate room/invigilator  

• Use of word processing/printing facility  

• Sign language interpreter 

SENCO should inform the EO, who will communicate with the AB at the beginning of a course, if any pupil is to be given 

special arrangements for coursework which carries marks towards a final mark. 

Certain Access Arrangements will need to be accommodated in separate rooms.  It is the duty of the Special Needs 

Department to ensure that no unauthorised help is given to these pupils. 

The EO will complete the Special Arrangement Request Forms for Special Needs candidates at the appropriate time and 

the SENCO will provide the necessary evidence to reach the AB on the stipulated dates.  

The early opening and checking of Special Needs candidates' papers should be conducted by the EO with the permission 

of the AB and any further enlargements/ modifications completed in good time for the start of the exam. 

The necessary re-scheduling of internal and external exams for Special Needs pupils will be coordinated with the EO e.g. 

pupils who have extra time who cannot fit two exams in one day. 

Candidates with Visual Impairments may be granted an early start to examinations to allow time for rest breaks and 

extra time. Such candidates will be properly supervised at all times and have no contact with other candidates taking the 

same examination. 
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Appendix 3: Awarding and Allocation of Word Processors 

The awarding and allocation of a word processor will be considered for pupils identified during their time in school or 

with the supporting evidence from external agencies. 

The need identified could include: 

• A learning difficulty which has a substantial, long term and adverse effect on their ability to write legibly. 

• A medical condition 

• A physical disability 

• A sensory impairment 

• Planning and organisational problems when writing by hand 

• Illegible/poor handwriting 

• Temporary injury 

The use of a word processor is on the whole the candidates’ normal way of working, however, may be subject specific to 

meet the demands of certain curriculum requirements. 
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Appendix 4:  Centre Policy for determining teacher assessed grades for GCSE – Summer 2021: 

Castleford Academy 

Statement of intent 

This section outlines the purpose of this document in relation to our centre. 

Statement of Intent 

This section provides details of the purpose of this document, as appropriate to our centre: 

 

The purpose of this policy is: 

• To ensure that teacher assessed grades are determined fairly, consistently, free from bias and effectively 

within and across departments. 

• To ensure the operation of effective processes with clear guidelines and support for staff. 

• To ensure that all staff involved in the processes clearly understand their roles and responsibilities. 

• To support teachers to take evidence-based decisions in line with Joint Council for Qualifications guidance. 

• To ensure the consideration of historical centre data in the process, and the appropriate decision making in 

respect of, teacher assessed grades. 

• To support a high standard of internal quality assurance in the allocation of teacher assessed grades. 

• To support our centre in meeting its obligations in relation to equality legislation. 

• To ensure our centre meets all requirements set out by the Department of Education, Ofqual, the Joint Council 

for Qualifications and awarding organisations for Summer 2021 qualifications.     

• To ensure the process for communicating to candidates and their parents/carers how they will be assessed is 

clear, in order to give confidence. 

 

 

 Roles and responsibilities 

This section of our Centre Policy outlines the personnel in our centre who have specific roles and responsibilities in the 

process of determining teacher assessed grades this year.  

Roles and Responsibilities 

This section gives details of the roles and responsibilities within our centre: 

 

Head of Centre 

• Our Head of Centre, George Panayiotou, will be responsible for approving our policy for determining teacher 

assessed grades. 

• Our Head of Centre has overall responsibility for the academy as an examinations centre and will ensure that 

clear roles and responsibilities of all staff are defined.  

• Our Head of Centre will confirm that teacher assessed grade decisions represent the academic judgement 

made by teachers and that the checks in place ensure these align with the guidance on standards provided by 

awarding organisations.   

• Our Head of Centre will ensure a robust internal quality assurance process has been produced and signed-off 

in advance of results being submitted. 

 

Senior Leadership Team and Heads of Department  

Our Senior Leadership Team and Heads of Departments will: 

• provide training and support to our other staff.  

• support the Head of Centre in the quality assurance of the final teacher assessed grades.  
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• ensure an effective approach within and across departments and authenticating the preliminary outcome 

from single teacher subjects. 

• be responsible for ensuring staff have a clear understanding of the internal and external quality assurance 

processes and their role within it.  

• ensure that all teachers within their department make consistent judgements about pupil evidence in deriving 

a grade. 

• ensure all staff conduct assessments under the appropriate levels of control with reference to guidance 

provided by the Joint Council for Qualifications.  

• ensure teachers have the information required to make accurate and fair judgments. 

• ensure that a Subject Leader Checklist is completed for each qualification that they are submitting. 

 

Teachers/ Specialist Teachers / SENCo 

Our teachers, specialist teachers and SENCo will: 

• ensure they conduct assessments under our centre’s appropriate levels of control and have sufficient 

evidence, in line with this Centre Policy and guidance from the Joint Council for Qualifications, to provide 

teacher assessed grades for each pupil they have entered for a qualification. 

• ensure that the teacher assessed grade they assign to each pupil is a fair, valid and reliable reflection of the 

assessed evidence available for each pupil.  

• make judgements based on what each pupil has been taught and what they have been assessed on, as 

outlined in the section on grading in the main JCQ guidance. 

• produce an Assessment Record for each subject cohort, that includes the nature of the assessment evidence 

being used, the level of control for assessments considered, and any other evidence that explains the 

determination of the final teacher assessed grades. Any necessary variations for individual pupils will also be 

recorded.    

• securely store and be able to retrieve sufficient evidence to justify their decisions. 

 

Examinations Officer 

Our Examinations Officer will: 

• be responsible for the administration of our final teacher assessed grades and for managing the post-results 

services.   

 

 

Training, support and guidance 

This section of our Centre Policy outlines the training, support and guidance that our centre will provide to those 

determining teacher assessed grades this year.  

Training 

This section provides details of the approach our centre will take to training, support and guidance in determining 

teacher assessed grades this year 

• Teachers involved in determining grades in our centre will attend any centre-based training to help achieve 

consistency and fairness to all pupils. 

• Subject Leaders provided with Middle Leader standardisation and moderation course by exam board.   

• Staff have received extensive CPD as a whole staff body and through subject specific sessions to ensure 

consistency across the academy and within qualifications.   

• Teachers will engage fully with all training and support that has been provided by the Joint Council for 

Qualifications and the awarding organisations.  
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Support for Newly Qualified Teachers and teachers less familiar with assessment  

This section provides details of our approach to training, support and guidance for newly qualified teachers and 

teachers less familiar with assessment 

• The academy does not have any Newly Qualified Teachers that will be awarding grades in 2021.   

• We will provide mentoring from experienced teachers to RQTs and teachers less familiar with assessment. 

• We will put in place additional internal reviews of teacher assessed grades for RQTs and other teachers as 

appropriate. 

 

 

Use of appropriate evidence 

This section of our Centre Policy indicates how our centre will give due regard to the section in the JCQ guidance entitled: 

Guidance on grading for teachers. 

A. Use of evidence 

This section gives details in relation to our use of evidence.  

• Teachers making judgements will have regard to the Ofqual Head of Centre guidance on recommended 

evidence, and further guidance provided by awarding organisations. 

• All candidate evidence used to determine teacher assessed grades, and associated documentation, will be 

retained and made available for the purposes of external quality assurance and appeals. 

• We will be using pupil work produced in response to assessment materials provided by our awarding 

organisation(s), including groups of questions, past papers or similar materials such as practice or sample 

papers. 

• A range of internal assessments taken in controlled conditions scheduled for the Summer Term will be taken 

into consideration that assess pupils on the content that they have studied.  The internal assessments will 

use, or be based on, past-papers questions and materials from exam boards wherever possible.   

• The academy will exclude any result from a pupil who did not complete the assessment in controlled 

conditions or was absent to ensure the integrity of assessment results.   

• We will use non-exam assessment work (often referred to as coursework), even if this has not been fully 

completed. 

• We will use pupil work produced in centre-devised tasks that reflect the specification, that follow the same 

format as awarding organisation materials, and have been marked in a way that reflects awarding 

organisation mark schemes. 

• We will use substantial class or homework. 

• We will use internal tests taken by pupils. 

• We will use mock exams taken over the course of study. 

• We will use records of a pupil’s capability and performance over the course of study in performance-based 

subjects such as music, drama and PE. 

 

We provide further detail in the following areas: 

 

The academy will use the internal controlled assessment materials as the primary method for ascertaining Teacher 

Assessed Grades.  However they may be some circumstances where this is not sufficient or there is not any available 

to substantiate grades.  In these cases we will use Additional Assessment Materials such as:    

 

• We will use additional assessment materials to give pupils the opportunity to show what they know, 

understand or can do in an area of content that has been taught but not yet assessed. 

• We will use additional assessment materials to give pupils an opportunity to show improvement, for example, 

to validate or replace an existing piece of evidence. 
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• We will use additional assessment materials to support consistency of judgement between teachers or 

classes by giving everyone the same task to complete. 

• We will combine and/or remove elements of questions where, for example, a multi-part question includes a 

part which focuses on an element of the specification that hasn’t been taught. 

Our centre will ensure the appropriateness of evidence and balance of evidence in arriving at grades in the following 

ways: 

• We will consider the level of control under which an assessment was completed, for example, whether the 

evidence was produced under high control and under supervision or at home. 

• We will ensure that we are able to authenticate the work as the pupil’s own, especially where that work was 

not completed within the school or college. 

• We will consider the limitations of assessing a pupil’s performance when using assessments that have been 

completed more than once, or drafted and redrafted, where this is not a skill being assessed. 

• We will consider the specification and assessment objective coverage of the assessment. 

• We will consider the depth and breadth of knowledge, understanding and skills assessed, especially higher 

order skills within individual assessments. 

 

 

Determining teacher assessed grades  

This section of our Centre Policy outlines the approach our centre will take to awarding teacher assessed grades. 

Awarding teacher assessed grades based on evidence 

We give details here of our centre’s approach to awarding teacher assessed grades. 

• Our teachers will determine grades based on evidence which is commensurate with the standard at which a 

pupil is performing, i.e. their demonstrated knowledge, understanding and skills across the content of the 

course they have been taught.  

• Our teachers will record how the evidence was used to arrive at a fair and objective grade, which is free from 

bias. 

• Our teachers will produce an Assessment Record for each subject cohort and will share this with their Head of 

Department. Any necessary variations for individual pupils will also be shared.  

 

 

Internal quality assurance  

This section of our Centre Policy outlines the approach our centre will take to ensure internal standardisation of teacher 

assessed grades, to ensure consistency, fairness and objectivity of decisions. 

Head of Centre Internal Quality Assurance and Declaration 

Internal quality assurance 

This section gives details of our approach to internal standardisation, within and across subject departments.  

• We will ensure that all teachers involved in deriving teacher assessed grades read and understand this Centre 

Policy document. 

• In subjects where there is more than one teacher and/or class in the department, we will ensure that our 

centre carries out an internal standardisation process. 

• We will ensure that all teachers are provided with training and support to ensure they take a consistent 

approach to: 

o Arriving at teacher assessed grades 

o Marking of evidence 

o Reaching a holistic grading decision 
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o Applying the use of grading support and documentation 

• We will conduct internal standardisation across all grades. 

• We will ensure that the Assessment Record will form the basis of internal standardisation and discussions 

across teachers to agree the awarding of teacher assessed grades. 

• Where necessary, we will review and reflect on individual grading decisions to ensure alignment with the 

standards as outlined by our awarding organisation(s). 

• Where appropriate, we will amend individual grade decisions to ensure alignment with the standards as 

outlined by our awarding organisation(s). 

• Where there is only one teacher involved in marking assessments and determining grades, then the output of 

this activity will be reviewed by an appropriate member of staff within the centre. 

o This will be line manager or; 

o A subject leader of a similar subject.   

• In respect of equality legislation, we will consider the range of evidence for pupils of different protected 

characteristics that are included in our internal standardisation. 

 

 

Comparison of teacher assessed grades to results for previous cohorts 

This section of our Centre Policy outlines the approach we will take to compare our teacher assessed grades in 2021 

with results from previous cohorts. 

Comparison of Teacher Assessed Grades to results for previous cohorts 

This section gives details of our internal process to ensure a comparison of teacher assessed grades at qualification 

level to results for previous cohorts in our centre taking the same qualification. 

• We will compile information on the grades awarded to our pupils in past June series in which exams took 

place (e.g. 2017 - 2019). 

• We will consider the size of our cohort from year to year. 

• We will consider the stability of our centre’s overall grade outcomes from year to year. 

• We will consider both subject and centre level variation in our outcomes during the internal quality assurance 

process. 

• We will prepare a succinct narrative on the outcomes of the review against historic data which, in the event of 

significant divergence from the qualifications-levels profiles attained in previous examined years, which 

address the reasons for this divergence. This commentary will be available for subsequent review during the 

QA process.  

This section gives details of the approach our centre will follow if our initial teacher assessed grades for a 

qualification are viewed as overly lenient or harsh compared to results in previous years. 

 

• We will compile historical data giving appropriate regard to potential mixtures of A*-G and 9-1 grades in 

GCSEs.  Where required, we will use the Ofqual guidance to convert legacy grades into the new 9 to 1 scale. 

• We will include grades from international GCSEs (for example, in mathematics) because we have previously 

offered these.  

• We will bring together other data sources that will help to quality assure the grades we intend to award in 

2021. 
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This section gives details of changes in our cohorts that need to be reflected in our comparisons.  

 

• Senior leaders will carry out a further review of evidence for the qualification in question with the Assistant 

Headteacher responsible for Y11 outcomes and the Executive Headteacher, to assess whether grades which 

appear overly lenient or harsh are sufficiently well supported by the evidence.  

• Where there is compelling evidence that pupils are performing more strongly or less strongly than in previous 

years, and senior leaders are satisfied that evidence has been used fairly, consistently and judged 

appropriately, TAGs will remain entirely or largely unchanged. The college will be strongly mindful of, but not 

bound by, historical results, particularly where there is strong evidence of performance at the individual pupil 

level. 

• Where it is established that the evidence does not fully support the TAGs proposed for a qualification, and that 

the overall grades are therefore overly lenient or harsh, senior leaders and heads of school will determine any 

changes that are required to the TAGs to be submitted to the board. Changes to individual pupil grades will be 

made in cases where it is judged that there is the very limited or insufficient evidence to justify the TAGs 

initially proposed. 

• We will omit subjects that we no longer offer from the historical data. 

 

Access Arrangements and Special Considerations  

This section of our Centre Policy outlines the approach our centre will take to provide pupils with appropriate access 

arrangements and take into account mitigating circumstances in particular instances. 

Reasonable adjustments and mitigating circumstances (special consideration) 

This section gives details of our approach to access arrangements and mitigating circumstances (special 

consideration).  

• Where pupils have agreed access arrangements or reasonable adjustments (for example a reader or scribe) 

we will make every effort to ensure that these arrangements are in place when assessments are being taken. 

• Where an assessment has taken place without an agreed reasonable adjustment or access arrangement, we 

will remove that assessment from the basket of evidence and alternative evidence obtained. 

• Where illness or other personal circumstances might have affected performance in assessments used in 

determining a pupil’s standard of performance, we will take account of this when making judgements. 

• We will record, as part of the Assessment Record, how we have incorporated any necessary variations to take 

account of the impact of illness or personal circumstances on the performance of individual pupils in 

assessments. 

• To ensure consistency in the application of Special Consideration, we will ensure all teachers have read and 

understood the document: JCQ – A guide to the special consideration process, with effect from 1 September 

2020 

 

 

Addressing disruption/differential lost learning (DLL) 

B. Addressing Disruption/Differentiated Lost Learning (DLL) 

https://www.jcq.org.uk/wp-content/uploads/2020/08/A-guide-to-the-spec-con-process-202021-Website-version.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/08/A-guide-to-the-spec-con-process-202021-Website-version.pdf
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This section gives details of our approach to address disruption or differentiated lost teaching. 

• Teacher assessed grades will be determined based on evidence of the content that has been taught and 

assessed for each pupil. 

• Additional revision classes during Easter and after school were made available to Y11 pupils after the Easter 

break.   

• Pupils have been provided with guidance and revision material for each internal assessments. 

• The assessments for the courses have been broken up to ensure that pupils who are absent are still able to 

complete a range of assessments with enough coverage of the curriculum to make a Teacher Assessed Grade. 

• On-line resources available for pupils who are self-isolating to continue to learn. 

 

Objectivity  

This section of our Centre Policy outlines the arrangements in place to ensure objectivity of decisions. 

Objectivity  

This section gives a summary of the arrangements in place within our centre in relation to objectivity. 

 

Staff will fulfil their duties and responsibilities in relation to relevant equality and disability legislation. 

 

Senior Leaders, Heads of Department and Centre will consider: 

• sources of unfairness and bias (situations/contexts, difficulty, presentation and format, language, conditions 

for assessment, marker preconceptions);  

• how to minimise bias in questions and marking and  hidden forms of bias); and 

• bias in teacher assessed grades. 

 

To ensure objectivity, all staff involved in determining teacher assessed grades will be made aware that: 

• unconscious bias can skew judgements;  

• the evidence presented should be valued for its own merit as an indication of performance and attainment; 

• teacher assessed grades should not be influenced by candidates’ positive or challenging personal 

circumstances, character, behaviour, appearance, socio-economic background, or protected characteristics; 

• unconscious bias is more likely to occur when quick opinions are formed;  

• staff will receive a conscious and unconscious bias workshop during CPD.   

 

Our internal standardisation process will help to ensure that there are different perspectives to the quality assurance 

process.  

 

Recording decisions and retention of evidence and data  

This section of our Centre Policy outlines our arrangements to recording decisions and to retaining evidence and data. 

C. Recording Decisions and Retention of Evidence and Data 
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This section outlines our approach to recording decisions and retaining evidence and data. 

• We will ensure that teachers and Heads of Departments maintain records that show how the teacher 

assessed grades process operated, including the rationale for decisions in relation to individual 

marks/grades.  

• We will ensure that evidence is maintained across a variety of tasks to develop a holistic view of each pupil’s 

demonstrated knowledge, understanding and skills in the areas of content taught. 

• We will put in place recording requirements for the various stages of the process to ensure the accurate and 

secure retention of the evidence used to make decisions. 

• We will comply with our obligations regarding data protection legislation. 

• We will ensure that the grades accurately reflect the evidence submitted. 

• We will ensure that evidence is retained electronically or on paper in a secure centre-based system that can 

be readily shared with our awarding organisation(s). 

 

Authenticating evidence 

D. Authenticating evidence 

This section of our Centre Policy details the mechanisms in place to ensure that teachers are confident in the 

authenticity of evidence, and the process for dealing with cases where evidence is not thought to be authentic. 

 

• Robust mechanisms, which will include controlled internal assessments, will be in place to ensure that 

teachers are confident that work used as evidence is the pupils’ own and that no inappropriate levels of 

support have been given to pupils to complete it, either within the centre or with external tutors.  

• It is understood that awarding organisations will investigate instances where it appears evidence is not 

authentic. We will follow all guidance provided by awarding organisations to support these determinations of 

authenticity. 

 

Confidentiality, malpractice and conflicts of interest 

Confidentiality  

This section of our Centre Policy outlines the measures in place to ensure the confidentiality of the grades our centre 

determines, and to make pupils aware of the range of evidence on which those grades will be based. 

A. Confidentiality 

This section details the measures in place in our centre to maintain the confidentiality of grades, while sharing 

information regarding the range of evidence on which the grades will be based.  

• All staff involved have been made aware of the need to maintain the confidentiality of teacher assessed 

grades. 

• All teaching staff have been briefed on the requirement to share details of the range of evidence on which 

pupils’ grades will be based, while ensuring that details of the final grades remain confidential. 

• Relevant details from this Policy, including requirements around sharing details of evidence and the 

confidentiality requirements, have been shared with parents/guardians. 

 

 

 

Malpractice 

This section of our Centre Policy outlines the measures in place to prevent malpractice and other breaches of exam 

regulations, and to deal with such cases if they occur. 
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B. Malpractice 

This section details the measures in place in our centre to prevent malpractice and, where that proves impossible, 

to handle cases in accordance with awarding organisation requirements. 

• Our general centre policies regarding malpractice, maladministration and conflicts of interest have been 

reviewed to ensure they address the specific challenges of delivery in Summer 2021. 

• All staff involved have been made aware of these policies, and have received training in them as 

necessary. 

• All staff involved have been made aware of the specific types of malpractice which may affect the Summer 

2021 series including: 

o breaches of internal security; 

o deception; 

o improper assistance to pupils; 

o failure to appropriately authenticate a pupil’s work; 

o over direction of pupils in preparation for common assessments; 

o allegations that centres submit grades not supported by evidence that they know to be inaccurate; 

o centres enter pupils who were not originally intending to certificate a grade in the Summer 2021 

series; 

o failure to engage as requested with awarding organisations during the External Quality Assurance 

and appeal stages; and 

o failure to keep appropriate records of decisions made and teacher assessed grades. 

 

• The consequences of malpractice or maladministration as published in the JCQ guidance: JCQ 

Suspected Malpractice: Policies and Procedures and including the risk of a delay to pupils 

receiving their grades, up to, and including, removal of centre status have been outlined to all 

relevant staff.   

 

Conflicts of Interest 

This section of our Centre Policy outlines the measures in place to address potential conflicts of interest. 

C. Conflicts of Interest 

This section details our approach to addressing conflicts of interest, and how we will respond to such allegations.  

• To protect the integrity of assessments, all staff involved in the determination of grades must declare any 

conflict of interest such as relationships with pupils to our Head of Centre for further consideration. 

• Our Head of Centre will take appropriate action to manage any conflicts of interest arising with centre 

staff in accordance with the JCQ documents -  General Regulations for Approved Centres, 1 

September 2020 to 31 August 2021. 

• We will also carefully consider the need if to separate duties and personnel to ensure fairness in later 

process reviews and appeals. 

 

 

External Quality Assurance  

This section of our Centre Policy outlines the arrangements in place to comply with awarding organisation arrangements 

for External Quality Assurance of teacher assessed grades in a timely and effective way. 

A. External Quality Assurance  

https://www.jcq.org.uk/exams-office/malpractice/jcq-suspected-malpractice-policies-and-procedures-2019-2020
https://www.jcq.org.uk/exams-office/malpractice/jcq-suspected-malpractice-policies-and-procedures-2019-2020
https://www.jcq.org.uk/wp-content/uploads/2020/09/Gen_regs_approved_centres_20-21_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Gen_regs_approved_centres_20-21_FINAL.pdf
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This section outlines the arrangements we have in place to ensure the relevant documentation and assessment 

evidence can be provided in a timely manner for the purposes of External Quality Assurance sampling, and that 

staff can be made available to respond to enquiries.  

 

• All staff involved have been made aware of the awarding organisation requirements for External Quality 

Assurance as set out in the JCQ Guidance.  

• All necessary records of decision-making in relation to determining grades have been properly kept and 

can be made available for review as required. 

• All student evidence on which decisions regarding the determination of grades has been retained and 

can be made available for review as required. 

• Instances where student evidence used to decide teacher assessed grades is not available, for example 

where the material has previously been returned to students and cannot now be retrieved, will be 

clearly recorded on the appropriate documentation. 

• All  staff involved have been briefed on the possibility of interaction with awarding organisations during 

the different stages of the External Quality Assurance process and can respond promptly and fully to 

enquiries, including attendance at Virtual Visits should this prove necessary. 

• Arrangements are in place to respond fully and promptly to any additional requirements/reviews that 

may be identified as a result of the External Quality Assurance process. 

• Staff have been made aware that a failure to respond fully and effectively to such additional 

requirements may result in further action by the awarding organisations, including the withholding of 

results. 

 

 

Results  

This section of our Centre Policy outlines our approach to the receipt and issue of results to students and the provision 

of necessary advice and guidance. 

A. Results 

This section details our approach to the issue of results to students and the provision of advice and guidance.  

 

• All staff involved have been made aware of the specific arrangements for the issue of results in Summer 

2021, including the issuing of A/AS and GCSE results in the same week. 

• Arrangements will be made to ensure the necessary staffing, including exams office and support staff, 

to enable the efficient receipt and release of results to our students. 

• Arrangements will be in place for the provision of all necessary advice, guidance and support, including 

pastoral support, to students on receipt of their results. 

• Such guidance will include advice on the appeals process in place in 2021 (see below). 

• Appropriate staff will be available to respond promptly to any requests for information from awarding 

organisations, for example regarding missing or incomplete results, to enable such issues to be swiftly 

resolved. 

• Parents/guardians have been made aware of arrangements for results days. 

 

 

Appeals  

This section of our Centre Policy outlines our approach to Appeals, to ensure that they are handled swiftly and effectively, 

and in line with JCQ requirements. 

 

A. Appeals 
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This section details our approach to managing appeals, including Centre Reviews, and subsequent appeals to 

awarding organisations.  

 

• All staff involved have been made aware of the arrangements for, and the requirements of, appeals in 

Summer 2021, as set out in the JCQ Guidance. 

• Internal arrangements will be in place for the swift and effective handling of Centre Reviews in 

compliance with the requirements. 

• All necessary staff have been briefed on the process for, and timing of, such reviews, and will be available 

to ensure their prompt and efficient handling. 

• Learners have been appropriately guided as to the necessary stages of appeal. 

• Arrangements will be in place for the timely submission of appeals to awarding organisations, including 

any priority appeals, for example those on which university places depend.  

• Arrangements will be in place to obtain the written consent of students to the initiation of appeals, and to 

record their awareness that grades may go down as well as up on appeal. 

• Appropriate information on the appeals process will be provided to parents/carers.  
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Appendix 5:  BTEC Centre Policy 

The following policy is provided by Pearson and will be used for determining Q-TAGS in relation to Summer 2021 Awards.   

Centre Policy for Q-TAGs  

All centres will be required to confirm their adherence to this policy via the Q-TAG submission and Head of Centre 

Declaration process this year. It is essential you follow the guidance and steps outlined below, and existing BTEC policies 

for Quality Assurance.  

 

Further detail in relation to the above steps must be referred to and is available in our guidance, here, with supporting 

information on our webpage: quals.pearson.com/BTEC2021assessment    

 

Aims of this Policy: 

1. To make it clear the steps all centres must take to ensure that the Q-TAGs they determine for their learners are 

sufficiently valid and reliable a centre must:  

2. Review the specification grading information i.e.. unit-level assessment criteria and grade descriptors with the 

subject teaching team. Consider what evidence you will have from the content you have taught  

3. Collect the evidence  

4. Evaluate the quality of the evidence  

5. Assign a Qualification-Level Teacher Assessed Grade (Q-TAG)  Reflect on your judgement before submission  

6. To ensure that learners can feel confident in the process their centres have taken to determine their Q-TAG.   

7. To summarise the existing BTEC policies, and confirm that they now also apply in the context of Q-TAG 

judgements.  

8. To reflect and incorporate Ofqual's Vocational Contingency Regulatory Framework (VCRF) and Guidance that any 

Q-TAG is based on appropriate sources of evidence and has gone through an internal quality assurance process 

(which includes final sense check of outcomes against historical centre outcomes).  

9. To ensure that the methodology used to determine the Q-TAG is consistent across centres and sufficiently valid, 

reliable and does not advantage or disadvantage any group of, or individual, learners.  

In order to do this the centre will, for each qualification and learner, submit a Q-TAG and Head of Centre Declaration 

confirming that they have:  

1. Ensured that all relevant teaching staff (I.e. Assessors, Internal Verifiers, Heads of Department and Heads of 

Centre) will use the guidance provided by Pearson to confirm the Q-TAG, and refer to supplementary guidance 

from JCQ and Ofqual where required.  

2. Ensured that the evidence that has been used for each Q-TAG judgement is sufficiently documented to ensure 

that it can be explained to the learner or Parent or Carer in the case of Appeals, and to Pearson. Centres must 

take into account previous years’ results, if there is a material difference in the results profile expected in 2021, 

a Centre must be able to explain why its results are significantly out of line with past performance (be that higher 

or lower).  

3. Ensured that all assessment evidence is retained in line with Ofqual’s Vocational Contingency Regulatory 

Framework (evidence which is used to support the Qualification-Level Teacher Assessed Grade should be retained 

until 6 months after the date of the issue of the result, or the conclusion of any appeal in relation to that result, 

whichever is later). In some cases, evidence may no longer be available, JCQ has released guidance on the 

retention of evidence in these circumstances. Evidence must be made available for the purposes of further 

external quality assurance or an Appeal. This will include documentation that demonstrates the above process for 

the Q-TAG judgement has been followed, i.e.:  

 

https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
https://qualifications.pearson.com/content/dam/pdf/teaching-and-learning-hub/Awarding-results-2021/Awarding-results-2021-guidance.pdf
https://pearsoneducationinc-my.sharepoint.com/personal/judith_hale_pearson_com/Documents/COVID-19%20Support/2021%20Documents/2021%20Assessment/Q-TAG%20Guidance/quals.pearson.com/BTEC2021assessment
https://pearsoneducationinc-my.sharepoint.com/personal/judith_hale_pearson_com/Documents/COVID-19%20Support/2021%20Documents/2021%20Assessment/Q-TAG%20Guidance/quals.pearson.com/BTEC2021assessment
https://www.jcq.org.uk/wp-content/uploads/2021/03/Retention-of-evidence.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/03/Retention-of-evidence.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/03/Retention-of-evidence.pdf
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• Records of Standardisation of Assessors and Internal Verifiers and other relevant members of staff, in 

relation to the Q-TAG process and holistic judgements  

• Evidence sheets for learners (Existing BTEC templates for actual assessment and Pearson will provide a 

template for documenting alterative evidence)  

• The alternative sources of evidence that have been considered  

• Any additional Assessment and Internal Verification materials  

• Any assessed learner work assessment records   

• Records of performance data used for sense check, with explanation for any deviation in the 2021 Q-

TAG judgements (if there is a material difference in the profiles expected in 2021).  

4. Ensured they follow all other policies as set out in our Pearson Annual Centre Declaration signed in 2021, including 

Pearson Terms and Conditions. You can find more information on our Quality Assurance webpages. 

This includes:    

• Equality and Diversity  

• Safeguarding                                     

• Health and Safety (including any arrangements for employer Involvement)    

• Special Consideration and Reasonable Adjustment   

• Recognition of Prior Learning  

• Registration and Certification of Learners   

• Assessment  

• Internal verification   

• Plagiarism and Assessment Malpractice  

• Appeals & Complaints             

           

What will Standards Verification involve this year?  

The Standards Verification process this year has a different core purpose and is designed to support centres and 

assessors in awarding grades.  It will offer guidance, support, and areas where processes can be developed in order to 

shape parity across centres.  

 

BTEC is made up of a large proportion of internal assessment, because of this, and in parallel to producing some more 

specific guidance around arriving at Q-TAG grades we have taken the decision to turn our standards verification process 

into a clear touch point to support you through the process.   

 

We have therefore reduced the amount of material that we would like to review, and also have introduced some 

flexibility of what that evidence looks like (could include partially completed work). It will enable us to have an earlier 

interaction with you on assessment judgements that you are making on a subset of the qualification to have some 

confidence that you are likely to be making good judgements at the point of Q-TAG submission. We intend to use the 

outputs of this process to inform, in part, the sampling of Q-TAGs later in the year (July).  

 

Ofqual guidance states that all qualifications issued this year will need to be Quality Assured.   

• The process for BTEC quality assurance is well established and our approach will be to continue working with 

you collaboratively to support this requirement.  

• To fulfil the requirements on quality assurance, Standards Verification will continue in a different format and 

with a different core purpose this year - to support the Q-TAG process.   

• To reflect the change of purpose, only three learners from one unit will be selected for review*  

  

https://qualifications.pearson.com/en/support/support-topics/delivering-our-qualifications/delivering-btec-qualifications/btec-forms-and-guides.html
https://qualifications.pearson.com/en/support/support-topics/delivering-our-qualifications/delivering-btec-qualifications/btec-forms-and-guides.html
https://qualifications.pearson.com/en/support/support-topics/delivering-our-qualifications/delivering-btec-qualifications/btec-forms-and-guides.html
https://www.pearson.com/uk/about-us/news-and-policy/news/2021/02/clarification-of-our-planned-approach-for-standards-verification.html
https://www.pearson.com/uk/about-us/news-and-policy/news/2021/02/clarification-of-our-planned-approach-for-standards-verification.html
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*Note that License to Practise qualifications will continue under the normal sampling requirements.  

 

What will Standards Verifiers (SVs) be able to do?  

• SVs will be providing feedback on teacher unit-level assessment only.  

• This feedback can be used to support centres to ascertain their accuracy in the application of unit-level criteria.  

• SVs are able to provide both sector specific expertise relating to internal assessment, and support for centres on 

the application of unit-level standards.  

• SVs will not be advising centres on their Qualification-level Teacher Assessed Grades, as these judgements will 

have to take into account other forms of evidence.  

 

Other ways in which your Standards Verifier (SV) can support you:   

• Discuss any reduced assessment options and possible adaptations available for the programme  

• Review assessment plans   

• Share good practice in delivery and assessment activities  

• Offer advice on alternative resources and approaches to content delivery   

• Suggest alternative approaches when gathering assessment evidence   

• Provide feedback on assignment briefs, assessment decisions and internal verification  

 

  

Final Pearson QA of Q-TAGs submitted  

The timelines for the post-submission Q-TAG QA will be aligned with General Qualifications and will run from 18 June 

through to 16 July. In exceptional circumstances this may run until 24 July 2021. 

This final stage of the quality assurance process is to confirm that centres have implemented the policies set out by 

Pearson for the Q-TAG and that their submitted grades reflect this. The sampling process will provide confidence that the 

grades awarded by Pearson command assurance. 

The sampling process will take place following the submission of grades by centres. Targeted sampling will be informed 

by a range of factors including: 

• Whether the centre has submitted the Annual Centre Declaration;  

• Whether the centre has submitted their polices for review as part of LSV QA  

• Late registration patterns outside of normal behaviour  

 

Where a centre’s overall results profile for this year’s cohort appears to diverge significantly compared to the profiles for 

cohorts from previous years (when exams have taken place); 

• The Standards Verification activity from this year  

 

In addition, random sampling will ensure appropriate sector/qualification, geographical and ‘centre-type’ coverage. 

Sampling after the submission of grades will involve a review of evidence at qualification and sector level by subject 

specialists. The sampling process will help ensure that centres have implemented the Pearson guidance and the 

internal quality assurance for determination of grades were followed, without placing an unreasonable administrative 

burden on the centre being sampled. Pearson will decide whether to accept the grades submitted by centres or 

undertake further review. This may lead to the withholding of results. 
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Centres are expected to work with Pearson during the quality assurance process. Failure to engage may jeopardise the 

timely issue of results to learners, and may lead to undertaking further investigation (see Malpractice section). 

 

Malpractice  

Pearson greatly appreciates all of the hard work that centres will undertake in setting out and implementing their 

processes to determine grades. Centres are required to submit grades that have been determined in line with published 

guidance and their own Centre Policy. 

The decision to not go ahead with exams in Summer 2021 means that the causes and drivers for malpractice will be 

different to those in a normal examination series. However, malpractice can still occur through genuine error or intent, 

particularly around the determination of grades. A minority of centre staff may fail to appropriately adhere to the 

guidance in determining grades and some students might attempt to gain an unfair advantage. 

To support centres in these challenging times we have set out below some of the circumstances in which Pearson will 

investigate potential malpractice concerns. Please note that the list is not intended to be exhaustive and there may be 

other instances of potential malpractice which will require investigation. 

   

Centres/centre staff  

• Pearson’s Investigations team will investigate credible allegations of malpractice or issues reported from our 

monitoring processes that raise concerns about a failure to follow the published requirements for determining 

grades. Examples include: 

• Registrations are made for learners who had not studied the course of entry or had not intended to certificate in 

summer 2021.  

• Grades created for learners who have not been taught sufficient content to provide the basis for that grade.  

• A teacher deliberately and inappropriately disregarding the centre’s published policy when determining grades.  

• A teacher fabricating evidence of learner performance to support an inflated grade.  

• A teacher deliberately providing inappropriate levels of support before or during an assessment, including 

deliberate disclosure of mark schemes and assessment materials, to support an inflated grade.  

• A teacher intentionally submitting inflated grades.  

• A failure to retain evidence used in the determination of grades in accordance with the Pearson grading 

guidance.  

• A systemic failure to follow the centre’s policy in relation to the application of Reasonable Adjustments, Access 

Arrangements or Special Consideration arrangements for learners in relation to assessments used to determine 

grades.  

• A failure to take reasonable steps to authenticate learner work.  

• A failure to appropriately manage Conflicts of Interest (COIs) within a centre.  

• A Head of Centre’s failure to submit the required declaration when submitting their grades.  

• Grades being released to learners (or their parents/carers) before the issue of results.  

• Failure to cooperate with Pearson’s quality assurance, appeal or investigation processes.  

• Failure to conduct a centre review or submit an appeal when requested to do so by a student.  

 

Centres which identify such incidents should report them to our Investigations team by completing a JCQ M2 form 

(https://www.jcq.org.uk/exams-office/malpractice/) and submitting this and any relevant evidence to 

pqsmalpractice@pearson.com. 

   

 

https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
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Learners  

It is possible that some learners may attempt to influence their teachers’ judgements about their grades. 

 

Learners might attempt to gain an unfair advantage during the centre’s process by, for example, submitting fabricated 

evidence or plagiarised work. Such incidents would constitute malpractice and centres are asked to report these to 

Pearson in the normal way using the JCQ  

M1 form (https://www.jcq.org.uk/exams-office/malpractice/) and emailing this and supporting information to 

candidatemalpractice@pearson.com. 

  

Learners, or individuals acting on their behalf such as parents/carers, might also try to influence grade decisions by 

applying pressure to centres or their staff. We anticipate that the majority of such instances will be dealt with by the 

centre internally – in such cases, we ask that the centres retain clear and reliable records of the circumstances and the 

steps taken, and that learners are made aware of the outcome. However, if a learner continues to inappropriately 

attempt to pressure centre staff then please inform the candidate malpractice investigations team using the JCQ M1 

Form. We will contact your centre if we receive credible allegations that such pressure has been applied in order that 

appropriate steps can be taken. 

   

In all the scenarios listed above, as well as any others that have not been explicitly identified here, the JCQ Suspected 

Malpractice Policies and Procedures  2020-2021(https://www.jcq.org.uk/wp-

content/uploads/2020/09/Malpractice_20-21_v2-1.pdf) continues to apply. Please be aware that, as always, all 

investigations into alleged malpractice remain confidential and the findings, including any sanctions imposed, are not 

publicly disclosed. 

 

Should you have any questions or concerns regarding malpractice, please contact the Investigations team via 

pqsmalpractice@pearson.com 

https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/malpractice/
file:///C:/Users/sprinsep/AppData/Local/Temp/MicrosoftEdgeDownloads/39de32fa-0ac2-49ac-8c8b-d48ce727039f/(
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Malpractice_20-21_v2-1.pdf

