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Plymouth High School for Girls

Controlled Assessment Policy

Introduction:
GCSE changes in recent years have introduced new elements of assessments in many GCSE courses which have replaced ‘coursework’ and some elements of external assessment. The need for specific numbers of hours of controlled time, the frequent need for ICT access and other facilities and the need to spread the load for students means that the SLT, exams officer, HODs, subject teacher, class teachers and ICT support will all need to work closely together to plan and implement these assessments. It is the purpose of this policy to guide this process.

Principles:
· The initial decisions regarding choice of exam board and the mode of assessment (e.g. unitised or linear), are made by the HOD in consultation with their department and with SLT.
· Through their departmental self-evaluation processes, the HODs will involve students in presenting opinions about the effectiveness of these decisions.
· SLT will then work with HODs to co-ordinate assessment times between courses and where necessary agree changes or adaptations to timings in order to best suit the students and whole school needs.
· HODs and SLT will review the overall assessment programme annually and adapt where necessary.
· Where units are assessed before the end of year 11 students should be made aware that they are prepared fully for each sitting and should therefore achieve the best possible result. Re-sits will not therefore be funded by the school except in line with the schools charging policy.

Procedures to be followed:
· HODs must ensure that all controlled assessments are built into schemes of work and that all teaching staff are fully aware of the implications of the work.
· In the summer term of each year these plans should be passed to the Deputy Head (14-19) for collation and construction of an overview (see ‘Monitoring arrangements’ below).
· Teaching staff must keep to their teaching schedule as outlined in the schemes of work and inform their HOD if there is any risk of not being able to begin or complete controlled assessments within the allocated time period.
· HODs must ensure that all teaching staff are fully trained and aware of the procedures required for implementing controlled assessments as laid down by the awarding body.
· HODs must ensure that all teaching staff are aware of the implications and requirements for students with special educational needs and that they liaise with the examinations officer accordingly.
· HODs must ensure that they have built into the scheme of work and liaised with the relevant people (Deputy Head 14-19, Cover supervisor, Exams officer) sufficient time for those students who are absent or who miss controlled assessment time for other reasons. 
· HODs must ensure that all marking of work is internally standardised following procedures as laid down by the awarding body.
· Candidates’ work must be suitably stored in a secure manner between and after controlled assessment periods:
· [bookmark: _GoBack]Hard copies of research and assessment material must be kept secure in a locked cabinet following the conditions laid down by the awarding body for that level of control. Where this needs to be away from the department (e.g. near an ICT suite) then the HOD should liaise with the Deputy Head (14-19) to provide this storage.
· Electronic work should be stored securely between and after controlled assessment periods following procedures as advised by the network manager. The HOD must ensure that they are clear of these procedures before the start of the assessment and that they pass them on to all teachers concerned. 
· Where any issues regarding the security of work arise the HOD should inform the Deputy Head (14-19) and the examinations officer immediately.
· The HOD must work with the examinations officer to ensure that necessary data records are kept and submitted to the awarding organisation by the specified times.
· Controlled assessment marks should not be released to students or parents until after all moderation procedures are completed.

Responsibilities
This section should be read in conjunction with ‘Outlining staff responsibilities – GCSE controlled assessments’ which gives a more detailed examination of roles.
· Subject teachers are responsible for supervising the delivery of the controlled assessments within the agreed procedures. They are responsible for ensuring that they are fully aware of the requirements and procedures as laid down by the awarding body.
· HODs are responsible for ensuring that the procedures laid down by the awarding body for their subject are followed. They are also responsible for passing the necessary information on to the Deputy Head (14-19) in order to construct a whole school overview. 
· The Deputy Head (14-19) is responsible for collating the requirements of departments, negotiating any required changes in timing and ensuring that all the required resources including ICT and storage provision are in place. He should ensure that the whole staff/school are, as far as possible, aware of these arrangements.
· The examinations officer is responsible for ensuring that all procedures as set out by the awarding bodies are available to HODs and subject staff and that HODs meet the required deadlines for submission of data records.
· The network manager is responsible for ensuring that all electronic data is stored securely between and after controlled assessment lessons. He must work with HODs, Business Manager and Deputy Head (14-19) to ensure that the appropriate ICT resources are available on demand during the scheduled periods.
· The cover supervisor should work with the HODS and Deputy Head (14-19) to ensure that classes are moved and covered as appropriate in order to provide the necessary resources and ICT for controlled assessments.



Internal appeals procedure:
Where a query or complaint about controlled assessment is received into the school it should in the first instant be passed to the Deputy Head (14-19) who will instigate the following course of action:
· Exams officer to present evidence that the department were made fully aware of the requirements and procedures of the awarding body.
· HOD and subject teacher to present evidence that the requirements and procedures of the awarding body were followed. Where any discrepancies are found then reasons and contexts should be presented as appropriate.
· Deputy Head (14-19) to investigate any other aspects of the complaint as appropriate. Risk assessments in place should be examined to see if the incident in question is covered and what actions are suggested.
· When the context of the complaint is clear then the Deputy Head (14-19) to meet with student/parents to arbitrate as appropriate. HOD or subject teacher may be present as deemed appropriate. 
· Following the outcome of the investigation the Examinations Officer should contact the awarding body with any relevant information as appropriate and take advice as to any required course of action.
· The course of action as recommended by the awarding body should be followed.
· Students and parents should be kept informed of any outcomes.
· HODs and Departments should receive feedback and adjust risk assessments to inform future planning and actions.

Monitoring arrangements:
· Where departments are engaged in controlled assessment procedures then the annual report from the HOD to their line manager should include an evaluation of those procedures and any suggested improvements.
· Members of SLT (Department line managers) should pass these comments and observations to the Deputy Head (14-19).
· The examinations officer should also report to the Deputy Head (14-19) on the effectiveness of the procedures and plans in place.
· In the summer term of each year the Deputy Head (14-19) will collate these reports and report to SLT. This will inform overall school planning for the following year.
· In the summer term the Head of Key Stage will obtain student views on controlled assessments across the school and pass on to the Deputy Head (14-19).
· Later in the summer term each year the Deputy Head (14-19) will meet with HODs and discuss and required adjustments to their plans for the following year in light of feedback received.







Sources of further information:
Ofqual has a range of advice and guidance on implementing controlled assessment in each subject. These can be found at http://www.ofqual.gov.uk/qualifications-assessments/89-articles/21-gcse-controlled-assessments and should be referred to by each HOD.
The following documents produced by QCDA (now defunct) are also still relevant and available on the web:
· ‘Managing GCSE controlled assessment – a centre wide approach.
· ‘Outlining staff responsibilities – GCSE controlled assessments’.
· ‘Controlled assessment – Risk management process.













This policy was drawn up in September 2012 by P. Neve (Deputy Head 14-19). 
It will be reviewed annually in the summer term.


Head of centre		Miss Mary Utton

Policy review			July 2016
image1.png




