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The Controlled Assessment Policy sets out the College’s approach to assessing
learners through assignments completed under supervised conditions. Controlled
assessment replaces traditional coursework and is designed to ensure the
Policy Summary authenticity, integrity, and fairness of learner work. The policy defines the roles and
responsibilities of staff involved in the setting, supervision, handling, and secure
storage of controlled assessment materials, ensuring that arrangements meet
awarding body requirements and JCQ regulations.
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https://www.jcq.org.uk/knowledge-hub/suspected-malpractice-policies-and-procedures/

1. Purpose

This policy sets out the College’s arrangements for the secure management, storage, and delivery
of controlled assessment materials, ensuring compliance with awarding body requirements and
the Joint Council for Qualifications (JCQ) regulations. The policy provides clear controls for the
digital storage, classification, and use of controlled assessment materials via Virtual Learning
Platforms (VLESs).

This policy applies to:

e All staff involved in the setting, storage, supervision, and assessment of controlled

assessments.
e All learners undertaking qualifications that include controlled or internally assessed
components.
2. Definitions

Controlled assessments are a form of internal assessment that replace traditional coursework.
They enable tutors and assessors to authenticate learner work and confirm that assessment tasks
have been completed independently and in accordance with the published assessment
specification. This approach supports an integrated model of teaching, learning and assessment,
while ensuring the validity, reliability and integrity of assessment outcomes. All controlled
assessments are regulated by the relevant awarding body and the Joint Council for Qualifications

(JCQ).
2.1 Controlled Assessment

An internal assessment that is set and marked by the centre, with specified levels of control
determined by the awarding body and JCQ across task setting, task taking, and task marking.

2.2 Assessment Materials
Any materials that form part of a live or potential assessment, including (but not limited to) question
papers, assessment tasks, briefs, and source materials that are not intended for unrestricted

learner access.

They are subject to defined levels of control across each stage of the assessment process: task
setting, task taking, and task marking.

2.3 Tasks and Control Levels

Awarding organisation regulations will define the levels of control that apply (high, medium and
low) to each of the three stages of assessment.

Task setting: the specification of the assessment requirements. Tasks may be set by the awarding
organisation and/or teachers/lecturers as defined by the requirements in the qualification.
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Task taking: the conditions for learner support and supervision/invigilation and the authentication
of learners’ work. Task taking may involve different parameters from those used in traditional
written examinations; for example, learners may conduct preparation for the task and may be
allowed supervised access to sources such as the internet.

Task marking: this specifies the way in which learners’ outcomes are assessed. Task marking
involves the use of mark schemes and/or marking criteria produced by the awarding organisation
and may be conducted internally or externally.

3. Responsibilities

3.1 Deputy Principal

Overall responsibility for the College as an exam centre:

Assessment integrity, fairness, and authenticity are maintained.
Assessment materials are securely stored and correctly classified.

Learners cannot access controlled assessment materials outside approved assessment
conditions.

Any suspected breaches are reported promptly in line with JCQ and awarding body
requirements.

Ensure that there is an Internal Appeals Procedure for controlled assessments.

3.2 College Management Team

Approve all policies and oversight of assessment risk management.

3.3 Directors of Curriculum/Curriculum Team Leaders

Organise and oversee teaching and learning arrangements for programmes containing
controlled assessments.

Assign clear roles and responsibilities to staff involved in the delivery, supervision and
assessment of controlled assessments.

Select and approve appropriate awarding organisation specifications for subjects that include
controlled assessments.

Ensure tutors, assessors and invigilators fully understand their roles and responsibilities in
relation to controlled assessments.

Ensure staff are familiar with awarding body specifications, relevant teachers’ notes and
subject-specific instructions.

Confirm that staff involved in supervision and invigilation have completed required JCQ training
and are familiar with the JCQ invigilator checklist.

Monitor the operation of controlled assessments and receive reports from course teams on
delivery, issues and compliance.

Standardise internal marking across all tutors/assessors involved in internally assessed
components.

Ensure assessors are occupationally competent and hold, or are working towards, appropriate
assessor qualifications where required by the awarding organisation.
Ensure internal moderation and internal quality assurance sampling of controlled

assessments are conducted in line with awarding organisation requirements, with appropriate
records maintained.

Where permitted, oversee the development or adaptation of assessment tasks to meet local
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circumstances, ensuring compliance with awarding body specifications and control
requirements.

Ensure supervising staff complete and sign authentication declarations on completion of
assessments.

Oversee post-results services, including internal appeals and enquiries about results, in line
with awarding body procedures.

3.4 Exams Manager

Advise the SLT, subject and class tutors and other relevant support staff on procedures as set
by the various exam boards.

Oversee the production and distribution to staff and candidates of an annual calendar and
communicates regularly with staff concerning imminent deadlines and events.

Ensure confidential material is distributed to tutors in a safe and secure format.

Enter learners for all individual units before the entry deadlines.

Consult with teaching staff to ensure that necessary controlled assessment is completed on
time and in accordance with JCQ guidelines.

Ensure all applications for access arrangements have been made.

Ensure secure storage of controlled assessment material and candidates’ work.
Communicate with the awarding bodies.

Posting of controlled assessment results.

3.5 Course Leaders/Assessors/Invigilators

Staff involved in the planning, delivery and assessment of controlled assessments must always ensure
full compliance with awarding body and JCQ regulations. Responsibilities include the following;:

Planning and Preparation

Contribute to the selection of awarding organisations and qualification specifications, where
appropriate.

Determine how controlled assessments are integrated within the programme of work to
support a coherent sequence of learning.

Ensure learners are adequately prepared for controlled assessments and understand the
relevant regulations and expectations.

Provide the exams office with accurate details of all relevant unit codes and planned
assessment dates.

Book appropriate facilities, staffing and resources to ensure assessments are conducted in
line with required levels of control.

Security of Assessment Materials

Obtain confidential assessment materials/tasks from awarding bodies in sufficient time to
prepare for assessments.

Ensure all confidential materials are always stored securely.

Prevent unauthorised access to controlled assessment materials and content.
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Conduct of Assessments

Supervise controlled assessments at the specified level of control, permitting assistance to
learners only as allowed by the qualification specification.

Ensure candidates remain supervised and secure on BSDC premises for the full duration of
the assessment.

Liaise with the ALS team/ALS Co-ordinator to implement approved access arrangements and
support learners entitled to additional arrangements.

Assessment and Authentication

Mark internally assessed components in accordance with awarding body mark schemes and
guidance.

Submit marks via the exams office by published deadlines and retain accurate records of all
marks awarded.

Ensure candidates and supervising Course Leaders complete and sign authentication
declarations confirming that the work submitted is the candidate’s own.

Retention of Learner Work

Retain candidates’ work securely between assessment sessions, where more than one session
applies.

Following completion of assessment, retain candidates’ work securely until the closing date for
enquiries about results.

Where an enquiry or appeal is submitted, retain candidates’ work securely until the outcome
has been formally confirmed to the centre.

Compliance and Training

Understand and comply with JCQ regulations, including [nstructions for Conducting Controlled
Assessments and the JCQ checklist for invigilators.

Comply fully with awarding body specifications, including subject-specific requirements,
teachers’ notes and additional guidance published by awarding bodies.

Undertake invigilator and refresher training as required.

3.6 Additional Learning Support

Ensure access arrangements have been applied for
Work with teaching staff to ensure requirements for support staff are met.

3.7 Monitoring and Quality assurance

The College will follow JCQ Suspected Malpractice Policies and Procedures and awarding body
guidance.

Periodic audits of VLE programme areas will be undertaken to confirm that assessment
materials are not stored there and can be accessed by learners.

Any suspected or actual incidents involving assessment materials must be reported
immediately.

Any identified risks or breaches will be escalated immediately to the Exams Manager and
Quality Team.
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4. Appeals Procedure

The College maintains an internal appeals procedure relating to internal assessment decisions,
including cases linked to suspected malpractice or maladministration.

What are the main aims of the policy, procedure, or practice?

The policy outlines responsibilities for different staff members, including setting tasks, supervising
learners, and ensuring secure storage of materials, and aims to ensure fairness and authenticity of
learner work.

Who does the policy, procedure, or
practice cover?

How often is this policy, procedure or
practice reviewed?

Staff and learners of BSDC

3 years

Is there a potential implication or barrier for a protected characteristic group?

YES/NO What is the implication / Barrier?

Age No
Disability No
Ethnicity No
Gender No
Gender Re-Assignment No
Marriage / Civil No
Partnership

Pregnancy / Maternity No
Religion / Belief No
Sexual Orientation No

Tick

No potential implications or barriers exist for a protected characteristic
group associated with this policy, procedure, or practice.

What evidence do you have for the conclusion of a potential implication or barrier for a protected
characteristic group? (none or comment)

What impact does this evidence show? Tick
Positive Impact

Negative Impact
No Impact

Please provide brief details of involvements and consultations undertaken to
address negative impacts (none or comment)
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this form.

Name of policy, procedure, or practice

Please ensure that you have read the Equality Impact Assessment guidance document before completing

Controlled Assessment Policy

Owner of policy, procedure, or practice

Quality and Performance

Status of policy, procedure, or practice

Final

Accessibility of policy, procedure, or
practice

All staff and learners

Outline any changes made to the policy, procedure, or practice as a result of
consultations with stakeholders (none or comment)

Once completed, this policy, procedure or practice and EIA and any relevant supporting information should
be submitted to CMT for approval and inclusion on CollegeiP. Please list all supporting documents
submitted with this assessment here:

N/A

Name of Staff Completing E.I. A F Hanson
Signature 7 ) Fancon
Date Completed 23/04/2026
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