LURGAN COLLEGE

EXAMINATIONS
POLICY



LURGAN COLLEGE
Examinations Policy

Contents

1. General Statement

2. Organisational Issues

3. Contingency Plan

4. Equality / Disability

5. Charging and Remission

6. Results

7. External Assessment Appeals Procedure (Published inthe Year 11 Welcome Booklet)

8. Roles and Responsibilities Regarding Examinations and Controlled Assessments

9. Levels of Control for Controlled Assessments

10. Controlled Assessment Audit

11. Resource Issues

12. Internal Appeals Procedure for Controlled Assessments (Published in the Year 11 Welcome
Booklet)

13. Monitoring, Review and Evaluation

14. Controlled Assessment / Coursework Planners

General Statement: Examinations

Formal internal examinations arecarried outinJanuary for all Year Groups andinJune for Year 11.

All candidates for external examinations will be entered for their exams by the due date set by each board.
“Instructions for Conducting Examinations”, published by JCQ will be followed for all external examinations
andas farasis possibleforinternal examinations.

Organisational issues relating to External Examinations

All examinations willbe conducted accordingto the rules laid down by the Examination Boardsand JCQ and
withinthe start and finish times stated by the Board.

All examination papers /materials arrivingin school will belogged by the school Office Staff (date and time).
The Examination Officer will be notified as soon as examination papers / materials arrive. Examination
materials will betaken to the Examinations Store and secured, followingJQC regulations.

The Examination Officer / Assistant Examination Officer / Chief Invigilator / Examination Invigilator shall take
examination papers from the secure storage no more than 30 minutes before the start time of an
examination (unless there is a clash and some papers are needed for an afternoon session) to take them to
the examination room(s). Examination papers shall never be left unattended.

Onlythe Head of Centre and the Examination Officer(s)areallowed to enter an examinationroom.

Once an Examination has started, examination papers cannot be removed from the exam room before the
end of the session. If there is a clash no examination paper can be removed from the exam room until after
ALL candidates inthe centre have taken the examination.

Pupils will not be allowed to leave an examination before the official end of the examination unless in the
caseof anemergency, when they will be escorted by an invigilator’s assistant.

Completed examination scripts will be taken to the school Office by the Chief Invigilator / Examination
Invigilator where they will belocked inthe school safe until they are collected. Inthe event of the school safe
being full, examination scripts will be taken to the Examination Store and secured until the next day when
they shall bereturned to the school Officeto be locked away inthe school safe until they are collected.
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Late and Absent and Pupils

e An attempt will be made to contact an absent pupil and / or the pupil’s parent(s) / carer(s). Candida tes who
arrive late for an examination may be allowed to sit the examination at the discretion of the school. Those
arriving within an hour of the published time do not need to be reported to the Awarding Body. Candidates
who arrive very late i.e. more than one hour after the published starting time for an examination lasting one
hour or more (after 10.30am or 2.30pm) or, after the published finishing time if the exam is shorter, will be
examined in the normal way with a report being sent to the relevant Awarding Body. The candidate MUST be
warned that the Awarding Body may not accept the paper. Late candidates must be supervised to ensure
that no contactis made with those candidates who have already satthe examination.

e The parent or carer must keep the candidate under supervision until the candidateis delivered to a member
of centre staff. The parent / carer must also be made aware that the candidate must not have access to any
technologically web enabled devices, in particulara mobile phone.

e If a candidate is ill at the time of the examination, a special consideration form can be submitted to the
examination body. The candidate might be asked to produce evidence such as a doctor’s note within 24
hours of the examination. The form is then sent off and the examination body will make a decision.
Candidates and parents should be aware that the most compensation offered would be 5% in extreme
circumstances. Usually theallowance, if any, would be 1% - 2%.

Pupils who do not adhere to the school’s uniform policy during external examinations
e A pupil who breaks a ruleregarding school uniform (including hair colour and ear-rings) will,atthe end of the
examination, be asked to wait behind to speak with their Head of Year.

Penalties for breaking examination rules and regulations.

e Inorder to best prepare pupils for their external examinations, itis the policy of the school to follow external
examination rules and regulations (JCQ Rules and Regulations) as far as possible when conducting internal
examinations. Pupilswillbe made aware of these inadvanceof theirinternal and external examinations.Itis
the responsibility of each pupil to followall examination rules and regulations. There is a range of penalties
that canbe applied. For example,

o zero marks for that examination paper;

o after school detention (inthe caseof a breach of rules ininternal examinations);
o zero marks for the whole subject for that examination series;

o zero marks forall subjects for thatexamination series.

e Inthe caseof abreach of examination rules duringinternal examinations, the Examination Officer / Assistant
Examination Officer will decidethe penalty. In the caseof a breach of rules during external examinations, the
Examinations Officer will notify the Awarding Body and the Awarding Body will decidethe penalty.

Changes to External Examination Entries

o All staff must check entries for their classes and sign that they are correct. All pupils must check their
statements of entry and sign that they are correct. If a change is to be made to a statement of entry, the
change must be requested in writing by the pupil and the relevant member of staff. If this request is made
after the deadlinefor submission of entries a penalty fee will beincurred.

3. Examination Contingency Plan

Cognisancehas been taken of the recommendations outlined in “Joint Contingency Plan for the Examination System in
England, Wales and Northern Ireland”, published by Ofqual December 2013 (12/5248). This includes
recommendations for:

Plans for any disruption to exams

For Example:

Evacuation Procedure
e  Pupils MUST follow the instructions of the invigilator. (For example, leave all materials. Do not talk with
anyone. Followthe school’s Fire Safety Procedure.)
e Theinvigilatorspresentwill escortthe candidates fromthe examination room to the firesafety pointand will
remainseparate from the rest of the school.
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e The Invigilator(s) should ensurethat the examination room(s) door(s)is / areclosed, but itis not possible to
lock the room(s).
e Inthe caseof anevacuationfrom anexamination,the relevant Awarding Bodies will be notified.
Centre closed
e Centre to liaise with candidates to identify whether the examination can be sat at an alternative venue in
agreement with the relevant awarding organisation, to offer candidates the opportunity to sit any
examinations missed atthe next availableseries, to apply for special consideration for candidates wherethey
have met the minimum requirements.
Disruption to the transportation of completed examination scripts
e Examination Officer to seek advicefrom the Awardingorganisationand ensurethe safeand securestorage of
the examination scripts until collection

Special Consideration
e Examination Officer to Liaisewith the Vice Principal Pastoral /SENCo and ensure that Special Considerationis
applied forthose deemed to be eligiblefor Special Consideration.
Disruption to receiving examination materials from the awarding body
e Examination Officer to seek advice from the Awarding organisation and act as advised. The Examination
Officer is aware of the importance of ensuringthe security of any examination materials sentelectronically.
Disruption to receiving results from the awarding body
e Examination Officer to seek advicefrom the Awardingorganisationand C2Kand actas advised).
Emergency cover for an absent invigilator
e A member of Centre Staff who has not prepared the candidate(s) for the examinationcanactas aninvigilator

4. Equality / Disability
Lurgan College will follow the regulations outlined in the JCQ publication entitled, “Adjustments for Candidates with

Disabilities and Learning Difficulties. Access Arrangements and Reasonable Adjustments. General and Vocational
Qualifications.” (2015)

The SENCo / Specialist Assessor, fully supported by teaching staff and members of the Senior Leadership Team will
lead on the Access Arrangements process within the centre. The Examinations Officer / Assistant Examinations Officer
will assist the SENCo in the practical application of these regulations. Every effort will be made to ensure that ALL
students have equal opportunities.

With regard to internal examinations and Controlled Assessment:

In order to ensure that Heads of Department, Subject Co-ordinators and subject teachers have access to information
on pupils with special needs, the Pastoral Vice Principal ensures that the Special Needs Register is distributed to all
staff at the first main staff meeting in late August. Importantly, this will include any special provision that must be
made for Access Arrangements, for example extra time. A record should be kept of candidates who were granted
extra time, indicatingtheamount of time.

With regard to External Examinations:

The Chief Invigilator will be made aware of pupils taking examinations who are on the school’s SEN Register or who
have shortor long term medical conditions. The SENCo and the Examinations Officer / Assistant Examinations Officer
will liaise with the Chief Invigilator to ensureappropriateaccess arrangements arecarried out.

The Equality Act 2010 requires reasonable adjustments where a candidate, who is disabled within the meaning of the
Equality Act 2010, would be at substantial disadvantagein comparison with someone who is not disabled.
e The Equality Act 2010 definition of disability isusually considered cumulatively in terms of
o ldentifyinga physical or mental impairment
o Lookinginto adverseeffects andassessingwhich aresubstantial
o Consideringifsubstantial adverse effects are longterm
o Judging the impactof long term adverse effects on normal dayto day activities
e Definition of Special Educational Needs
A candidate has special educational needs as defined in the SEND code of Practice 0 — 25 years. The Equality
Act definition of disability includes substantial and long term sensory i mpairments such as those affecting
sightor hearing, mental health difficulties and longterm health conditions such as asthma, diabetes, epilepsy
and cancer. Children and young people with such conditions do not necessarily have SEN, but there is a
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5.

6.

7.

significant overlap between disabled children and young people and those with SEN. (Page 5, JCQ document,
2015, named above)

Charging and Remission (Published in Lurgan College Annual Information Booklet)

The Board of Governors will not pay the examination entry of a pupil for a subject for which that pupil has
not been fully prepared by the school.

If parents wish to have a pupil’s examination results rechecked or remarked, they will be required to pay the
full cost of the charges incurred in meeting the request.

Inaddition, parents will be responsiblefor any expenses incurred by a pupil re-sitting AS examinations.

Results

The Examination Officer / Assistant Examination Officer (with assistance from school office staff) will bein
school to download external examination results and to get them ready for postingto pupils.
Pupils and Parents / Carers should be aware of the Enquiry about Results (EAR) Service offered by the
Awarding Bodies. Information about this process can be found on the relevant Awarding Body’s Website.
Some information about this will beincluded with each pupil’s statement of results.
It is imperative the school has written permission from each candidate concerned before processing a
request for clerical re-checks or a post-results review of marking. The candidate must fully understand that
their marks for a given assessmentmay change followinga Service 1 or Service2 EAR andthis couldresultin
subjectgrades being raised or lowered. There are four EAR services available:

o Clerical checks

o Review of original marking

o Review of original moderation

o Accessto scripts
All enquiries aboutresults are processed by the Examination Officer and the Headmaster’s Secretary.

External Assessment Appeals Procedure (Publishedin the Year 11 Welcome Booklet)

In cases where candidates remain dissatisfied with the outcome of an Enquiry about Results, the Head of
Centre may lodge an appeal with the Awarding Body. Appeals must be made within 14 calendar days of the
completion of the enquiry. Appeals must be made in writing and clearly state the grounds for the appeal
which must be related to the Awarding Body’s procedures or the application of these procedures. The appeal
process will consider if the Awarding Body’s procedures are consistent with the regulatory authorities’ Code
of Practiceand have been fullyandfairlyapplied.

Centres which continue to dispute the outcome of an appeal can submit an appeal to the Independent
Examination Appeal Board (EAB). The EAB will not re-mark candidates’ work, but it will consider whether or
not the Awarding Body has used procedures fit for purpose and has applied them properly in arriving atits
judgements of candidate performance. Appeals to the EAB must be submitted, in writing, to the EAB Appeals
Manager within 21 calendar days of the date of which notification of the Awarding Body’s appeals decisionis
received by the Head of Centre. The Awarding Body will be notified of any appeal made to the EAB.

8. Rolesand Responsibilities Regarding Examinations and Controlled Assessments

Senior Leadership Team

The Senior Leadership Team has overall responsibility for ensuring examinations operate successfully. More
specifically,itis accountablefor:

Ensuringthe safeand secure conduct of examinations and controlled a ssessments;

Ensuring that examinations and assessments comply with JCQ guidelines and awarding bodies’ subject specific
instructions;

Co-ordinating with Heads of Department / Subject Co-Ordinators to schedule examinations and controlled

assessments to ensure that there is a reasonablespread;
Ensuringthat all staff, pupils and parents havecalendars of Examinationsand Controlled Assessment Events;
Publishand updatean internal appeals policy for controlled assessments.
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Inform the awarding bodies of any members of centre staff who are either sitting examinations and assessments
or teaching and preparing members of their family for examinations and assessments. Awarding bodies should
alsobeinformed where children of exams officestaff arebeing entered for examinations and assessments.

Heads of Department / Subject Leaders
Itis therole of subjectleaders to:

Decide on the awarding body and specification for a particular GCSE;

Ensure that schemes of work incorporate controlled assessmentappropriately sothatstudents are well-prepared,
for example in developing linguistic or practical skills or carrying outfieldwork or research;

Decide on timings of controlled assessment following consideration of the Headmaster’s school calendar;

Ensure that at least 40% of overall assessment (controlled and/ or external assessment) is taken in the exam
series in which the qualificationis certificated, to satisfy the terminal assessmentrequirement inaccordancewith
the awardingbody specification;

Standardiseinternally the marking of all teachers involved in assessments and internally assessed components;
Submit marks for controlled assessment, through the Examination Officer, to the awarding body when required,
keeping a record of the marks awarded;

Co-ordinate in collaboration with the Examinations Officer / Assistant Examination Officer, the dispatch of pupils’
assessments for moderation;

Ensure that individual teachers understand the requirements of the awarding body’s specification, for example
through departmental meetings and professional development, and are familiar with the contents of the current
JCQ publication, ‘Instructions for conducting controlled assessments’;

Develop, where appropriate, new assessment tasks or contextualise sample awarding body assessment tasks to
meet local circumstances, inlinewith awarding body specifications and control requirements;

Supply to the Examinations Officer all examination and unitcodes for examinations and controlled assessments;
Consult with the Special Educational Needs Co-Ordinator (SENCO) on additional arrangements which might be
needed for particular candidates;

With regard to Controlled Assessments, ensure that teachers arrange secure storage of candidates’ work, for
example ina locked metal cabinet;

Ensure that arrangements are made for students who have missed part of a controlled assessment, to make up
the time;

Ensure that where a teacher teaches his/her own child, the centre must declare the conflict of interest and
submitthe marked work for moderation, whether or not itis partof the moderation sample;

Ensure that entries are checked after the Examination Officer has issued draft entry marksheets and notify the
Examination Officer of any issues / changes;

Inform the Examination Officer, inwriting, about withdrawals and changes to Tiers of Entry;

Ensure that pupils dropping a subject must follow the school procedure by making an appointment to see the
Headmaster inthe firstinstance. Thereis a Proforma to be completed. The Examination Officer will only withdraw
a pupil from a subject upon receipt of this completed Proforma. The exception to this will be in a case where the
Vice Principal Pastoral /SENCo asks the Examination Officer to withdraw a pupil for Pastoral reasons.

Subject Teachers
Itis the role of subjectteachers to:

Assess pupils’work fairly, consistently and in accordance with the specification for the qualification concerned.
Book facilities, resources and any specialistrequirements needed for the controlled assessment;

Understand and comply with the general guidelines contained inthe JCQ publication ‘Instructions for conducting
controlled Assessments’;

Understand and comply with the awarding body specification for conducting controlled assessments, including
anysubject —specificinstructions, teachers’ notes or additionalinformation on the awarding body’s website;
Obtain confidential materials / tasks set by awarding bodies in sufficient time to prepare for the Controlled
Assessments and ensure that such materials, together with the work produced by the candidates, are stored
securelyat all times;

Supervise assessments at the specified level of control. Undertake the tasks required under the regulations, only
permitting assistanceto pupils as thespecification allows;

Ensure thatrelevant display materials areremoved or covered up when necessary;

Mark internally assessed examinations and components using the mark scheme provided by the awarding body;
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Retain candidates’ work securely until the closing date for enquiries about results, and in the event that an
enquiry is submitted, retain candidates work securely until the outcome of the enquiry and any subsequent
appeal has been conveyed to the centre.

Ask the SENCo for any assistancerequired for the administration and management of access arrangements.
Co-ordinate in collaboration with the Examinations Officer / Assistant Examination Officer and subject leaders,
the dispatch of students’ assessments for moderation.

Supply to the Examinations Officer all examination and unitcodes for examinations and controlled assessments;
Ensure that entries are checked after the Examination Officer has issued draft entry marksheets and notify the
Examination Officer of any issues / changes;

Inform the Examination Officer, in writing, about withdrawals and changes to Tiers of Entry;

Where a teacher teaches his/her own child, the teacher must declare the conflict of interest and submit the
marked work (Controlled Assessment / Coursework) for moderation, whether or not it is part of the mod eration
sample.

Examination Officer(s)
The Examination Officer is responsible for the organisationand conductof all external examinations.
Itis the role of the Examinations Officer to:

Enter pupils for individual units, whether assessed by controlled assessment, external exam or on-screen test,
before the deadlinefor final entries;

Re-schedule any clashes for pupils according to JCQ regulations. The longest examination will normally be
scheduled first.

Be responsible, where confidential materials are directly received by the Examinations Officer, for receipt, safe
storage and safetransmission;

Ensure that all candidates have been provided with the current JCQ Notice to Candidates for examinations and
controlled assessments and ensure that they fully understand the penalties incurred in the case of any kind of
malpractice;

Co-ordinate in collaboration with the Assistant Examinations Officer, Heads of Department and Subject Co-
ordinators with the dispatch of pupils’ assessments for moderation.

The Assistant Examination Officer is responsibleforthe organisationand conductof all Internal Examinationsas well
as the collection and dispatch of all samples of Controlled Assessments to the Awarding Bodies.

Special Educational Needs Coordinator
Itis the role of the Special Educational Needs Co-Ordinator to:

Ensure that access arrangements have been applied forinlinewith guidance on JCQ guidance;
Ensure that confirmation of approval of Access Arrangements and appropriateevidenceis available;
Ensure, in consultation with teaching staff, that requirements for supportstaffare met;

Ensure that special considerationisapplied for where the candidateis disadvantaged

Pupils
Pupils are expected to familiarise themselves with the JCQ rules to followwhen taking examinations and assessments.
Attendance:

Pupils areexpected to familiarisethemselves with relevant examination timetables.

Pupils areexpected to attend all scheduled examinations for which they have been entered.

Pupils mustremaininthe examination room until the official end of the examination.

Pupils will be notified of specific dates well in advance of controlled assessment tasks. Given that Controlled
Assessments are a formal part of GCSE assessmentand must be completed under regulated conditions,itis vitally
important that pupils attend school duringassigned controlled assessment times.

Controlled Assessments

Information to exam candidates about some things they must, and must not, do when completing controlled
assessmentand/or coursework:

Before any pupil submits any work for marking, he/she will be asked to sign an authentication statement
confirmingthat he/she has read and followed the regulations.

Ifthere is anythingthat a pupil does not understand, they must asktheir teacher.

Controlled Assessment will provide each pupil with an opportunity to do some independent researchinto a topic.
The research the pupil does may involve looking for information in published sources such as textbooks,
encyclopaedias,journals, TV, radio, and on the internet. Usinginformation from published sources (including the

Page 7 of 17



internet) as the basis for anassignmentis a good way to demonstrate knowledge and understanding of a subject,
but pupils must take care how they use this material - Pupils cannot copy itand claimitas their own work. The
regulations state that: “the work which you submit for assessment must be your own”; “you must not copy from
someone else or allow another candidate to copy from you”. If a pupil uses the same wording as a published
source, he/she must place quotation marks around the passage and state where it came from. This is called
“referencing”. Pupils must make sure that they give detailed references for everything in their work which is not
in their own words. A reference from a printed book or journal should show the name of the author, the year of
publication and the page number, for example: (Morrison, 2000, pg.29). For material taken from the internet, the
reference should show the date when the material was downloaded and must show the precise web page, not
the search engine used to locate it. This can be copied from the address line. For example:
http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml, downloaded 12 February 2010.

e  Pupils may be required to include a bibliography at the end of their work. The teacher will tell pupils whether a
bibliographyisnecessary. Where required, a bibliography mustlistthe full details of publications which haveused
in the research, even where these are not directly referred to, for example: Morrison, A. (2000) “Mary, Queen of
Scots”, London: Weston Press.

Penalties for breakingthe regulations in relation to Controlled Assessments

If a pupil’s work is submitted and it is discovered that he/she has broken the regulations, one of the following
penalties will beapplied:

e the piece of work will beawarded zero marks;

e you will bedisqualified from that unitfor that examinationseries;

e you will bedisqualified from the whole subjectfor that examinationseries;

e you will bedisqualified from all subjects and barred from entering again for a period of time.

The Examinations Officer / Assistant Examinations Officer will investigate any alleged malpractice internally and
inform the Headmaster of the outcome. Action will be taken in line with the school discipline policy and JCQ and
Examination Board Regulations.

Pupil and Parent Induction with regard to Controlled Assessment

e This begins during the New Intake Induction evening in June when the Headmaster gives a brief outline of what
controlled assessmentinvolves and draws attention to the guidanceavailablebothin hard copyand on the schoal
website. The importance of controlled assessment, and of good attendance in particular,is alsoflaggedup in all
Headmaster’s letters to parents, and is emphasised during his talk to parents at the Year 12 parents evening
following the mock examinations.

e At Departmental Level, Heads of Department and Subject Co-ordinators exercise their own professional
judgement on how best to disseminate relevant information to parents and pupils. This includes provision for
written information home to parents, the reinforcement of pertinent issues at Parents’ Evenings and the facility
to publish the dates of controlled assessment on the College’s Weekly diary. A number of Departments also
provideinformation on their own websites.

Invigilators

Internal Examinations

Teaching staff will supervise internal examinations. All internal examinations will follow, as far as possible JCQ

regulations. The Examinations Officer(s) will inform staff of the regulations. The Examination Officer(s) must be

informed of any breach of these regulations.

External Examinations

The school will appointa Chief Invigilator. The Chief invigilator has a key rolein upholdingthe integrity of the external

examination / assessmentprocess.

The chief invigilator will:

e Be familiar with and follow the regulations as contained in the “Instructions for Conducting Examinations”
published by JCQ

e Attend a trainingsession organised by an Awarding Body

e Conduct a training session for new invigilators, as well as an update meeting for members of the existing
invigilation team (to ensure that all invigilators know what is expected of them)

e Ensurethe security of the examination, before, duringand after the examination

e Ensureall candidates have equal opportunity to demonstrate their abilities

e Prevent possiblecandidate malpracticeand follow procedures for suspected malpractice

e Prevent possibleadministrativefailures
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Give all their attention to conductingthe examination properly

NOT carry out any other task (for example readinga book or marking)inthe examination room

Be ableto observe each candidatein the examinationroom at all times

Be familiarwith the JCQ Warningto Candidates, JCQ Information to Candidates and the JCQ MobilePhone Poster
andany specificinstructionsrelating to the subjects being examined

Inform the Head of Centre ifthey are suspiciousaboutthe security of the Examination Papers

Have a mechanism in place where he / she can contact the School Office / Examination Officer during an
examination forimmediate assistance

Followthe regulations relating to Emergencies

Assistant Invigilators will:

9.

Attend a trainingsession organised by the ChiefInvigilator (usually April)

Followthe instructions of the Chief Invigilator, including any written instructions

Be familiar with and follow the regulations as contained in the “Instructions for Conducting Examinations”
published by JCQ,

Be familiarwith the JCQ Warningto Candidates, JCQ Information to Candidates and the JCQ Mobile Phone Poster
andany specificinstructionsrelating to the subjects being examined

Followschool procedures for signingin and out of school

Be in the examination room no later than 9am for a morning session and no later than 1:15 for an afternoon
session

Ensure that they wear soft soled footwear that does not make noisewhen walkingabout the examinationroom
Ensure that their personal mobile phones / watches aresilentat all times during examinations

Ensure the security of the examination, before, duringand after the examination

Prevent possiblecandidate malpracticeand follow procedures for suspected malpractice

Give all their attention to conductingthe examination properly

NOT carry out any other task (for example reading a book, using or looking at mobile phones —replying to texts,
emails, playing games, using the internet etc.) inthe examinationroom

Be ableto observe each candidatein the examinationroom at all times

Have a mechanism in place where he / she can contact the Chief Invigilator / School Office / Examination Officer
duringan examination for immediate assistance

Followthe regulations relating to Emergencies

Levels of Control for Controlled Assessments

High Levels of Control
In Lurgan College, High Level Control, whichinvolves formal supervision, means:

Candidates will beunder direct supervisionatall times usually by the classteacher;

The use of resources and interaction with others will be limited to what has been specified by the GCSE awarding
body;

Use of mobilephones andinternet / email access will be prohibited;

If candidates have to use electronic storage devices for their assessment work or related resources, appropriate
checks will be made to ensure only permitted material is accessible;

Subject specific display material with directrelevanceto an assessmenttask will be covered;

A record will be kept of the time spent on the assessmentand the names of any pupils who are absent.

Medium Levels of Control
In Lurgan College, Medium Level Control, which involves informal supervision, means:

Interaction with others, including group work is permitted;

The level of supervision applied ensures that Lurgan Collegeis ableto confirmthat plagiarismhas nottaken place
and preparation for the final /formal assessmentis the candidates own work;

Sources used by candidates areclearly recorded.

Low Levels of Control
InLurgan College, Low Level Control, which involves limited supervision, means:

Some aspects of work may be undertaken completely without supervision / outside the classroom (This may
includeresearch and data collection);

Class teachers will make close reference to the relevant awarding body’s specifications when applying limited
supervision.
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10. Controlled Assessment Audit

An annual Controlled Assessment Audit is carried out by the Curriculum Vice Principal during the Autumn Term.
Heads of Department and Subject Co-ordinators complete detailed standardised templates on what they do, as well as
when, how and where they do it. This subjectspecificinformationisalso published onthe school website.

The audit allows the S.L.T. to map the temporal distribution of Controlled Assessment Tasks and makes efforts to
ensure that pupils arenotexposed to C.A.T. overload.

11. Resource Issues

The Controlled Assessment Audit is also able to ensure that pressure on vital resources, such as ICT equipment is
managed and minimised. Any issues regardingaccessto ICT equipment are addressedinthe firstinstancevia contact
with the |.C.T. Co-Ordinator.

12. Internal Appeals Procedure for Controlled Assessments (Published in the Year 11 Welcome
Booklet)
Lurgan College is committed to ensuringthat whenever staffassess pupils’work for an external qualification,itis
done fairly, consistently and in accordance with the specification for the qualification concerned. Staff who have
appropriate knowledge, understanding and skills, and who have been trained in this activity should conduct the
assessments. Pupils’ work should be produced and authenticated according to the requirements of the
examination board. Where a set of work is divided between staff, consistency should be ensured by internal
moderation and standardisation.

If a pupil feels that this may not have happened in his/her work, he/she may make use of this appeals
procedure. Note that appeals may only be made against the process that led up to the assessment but not
againstthe mark or grade awarded.

The existence of this appeals procedure is made known to pupils by reference in the school prospectus and
welcome booklet. Copies of the procedure areavailablefromthe general officeon request.

Appeals should be made as soon as possible, and must be made at least two weeks before the end of the last
externally assessed paper inthe examinationseries (usually mid-June).

The examinations officer will investigate appeals which should be made in writing, stating the details of the
complaintandthe reasons for the appeal.Ifthe examinations officer was directlyinvolvedin the assessment
in question, or is not available, the Headmaster will appoint another member of staff of similar or greater
seniority to conduct the investigation. The teacher(s) concerned in making the assessment, which is the
subject of the appeal, will have the opportunity to see a copy of the appeal and to respond to itin writing,
with a copy sent to the candidate.

The examinations officer or other member of staff will decide whether the process used for the internal
assessment conformed to the requirements of the Awarding Body and the QCA Code of Practice. This will be
done before the end of the series (usually theend of June for the summer series).

The candidate will be informed in writing of the outcome of the appeal, including any correspondence with
the board and any changes made to the assessmentof the work.

If the candidate bringing the appeal is not happy with the written response received, he/she will have the
opportunity to have a personal hearing. The panel will comprise of at least two individuals who have not
previously dealt with the particular case. One of the individuals will be a senior member of staff and the
second another independent person, e.g. another member of staff, or a governor. The candidate will be given
reasonable notice of the hearing date and will have sight of all relevant documents (e.g. the marks given, the
assessments made) to the case in advance of the hearing. When a candidate is presenting his/her own case
he/she will be allowed to be accompanied by a (single) carer/friend. The teacher(s) and candidate will have
the opportunity to hear each other’s submission to the panel at the hearing.

The outcome of the appeal will be made known to the Headmaster and a written record of the outcome and
the reason for it will be kept and made available to the Awarding Body on request. The centre will inform the
Awarding Body if thereis any change to an internally assessed mark as the result of an appeal. A copy of the
outcome of the appeal will besent to the candidate within two weeks of the hearing.

Internally assessed work is moderated by the Awarding Body or examinations board to ensure consistency
between centres. Such moderation frequently changes the marks awarded. This is outside the control of
Lurgan College and is not covered by this procedure. If you have concerns about it, please ask the
examinations officer for a copy of the appeals procedure of the relevant examination board.

Incases aboutinternal assessmentprocedures and enquiries about internal assessmentdecisions, in which
the candidateor (single) carer/friend disagrees with the decision of a centre not to supportan enquiry about
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a result which would have been raised with an Awarding Body, an appeal should be lodged with the
Educationand Library Board.

13. Monitoring, Review and Evaluation
The policy will bemonitored and evaluated inlinewith normal school practice.
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GCSE CONTROLLED ASSESSMENT PLANNER - YEAR 11

SUBJECT OCT | NOov | DEC | JAN | FEB | MAR | APR | MAY | JUNE
Art & Design ‘The Corf_: Portfo_lio’ 60%
(continuousthrougghouttheyear) Controlled Assessment is ongoing throughout the year
Biology
Business Studies Preparation
Chemistry
Computer Science G st
i Assignment Assignment
English One Two
Spoken Creative
Language Writing
English Literature
Controlled Controlled Controlled Controlled
French Assessment in Assessment in Assessment in Assessment in
Writing (1) Speaking (1) Writing (2) Speaking (2)
Controlled Assessment
Geography Planning and Fieldwork
History
Controlled Controlled Controlled Controlled
German Assessment in Assessment in Assessment in | Assessment in
Writing (1) Speaking (1) Writing (2) Speaking (2)
Health & Social Care Coursework isongoing throughout the year
Home Economics Controlled Assessment Task 40%

ICT

Controlled Assessment is ongoing throughout theyearand is mainly class based.

Journalism

Unit 2 CAT

Leaming for Life and
Work

Controlled Assessment is ongoing throughout theyearand is mainly class based

Mathematics

Music

Controlled Assessment is ongoing throughout theyearand is mainly class based
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Physical Education

Practical: Volleyball Assessment
Unit 3

Practical: Athletics Assessment
Unit 3

Practical: Tennis Assessment
Unit 3

Physics

Controlled Assessment Task

Religious Studies

Technology

Unit 4 Controlled Assessment
Task

Unit 5 Planning

*NB Some of the LLW (Learning for Life and Work) Project will be completed during summer break.

GCSE CONTROLLED ASSESSMENT PLANNER - YEAR 12

SUBJECT

SEPT | OCT | NOV | DEC | JAN

FEB MAR APR

MAY JUNE

Art & Design

continuous throughout the year

Continued ‘The Core Portfolio’
Controlled Assessment isongoingand in October pupils begin theirfinalpiece

External Set Assignment 40% Art Exhibition

Biology -1inwestigation

CAT

Business Studies

Ongoingthroughout the school year

Chemistry

Controlled Assessment Task

Computer Science

Component3

English

Completion of remaining English Controlled
Assessment

English Literature Com_pletionof Com_pletionof
Assignment Assignment
One Two
French Controlled Assessment in Writing Controlled
?3) Assessment in
Speaking (3)
Four to Six weeks of class time set
Geog raphy aside for write up of project
German Controlled_ Controlled_
Assessment in Assessment in
Writing (3) Speaking (3)
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History

Controlled Assessment Task. Questions1 & 2

Home Economics

Controlled Assessment Task 20%

ICT

Controlled Assessment isongoing throughout theyearand

o

s mainly class base

Journalism

Unit 3 CAT

Leaming for Life and
Work

M athematics

Music Continuous - every week throughout the yearduring class Submission of Practical
final 2 Exam
Compositions
i i Practical: Fitnesstesting Practical:
Phy5|cal Education Assessment 8 week Personal Exercise Plan Assessment
Orienteering (Unit 2 Coursework) Individual
Unit 3 Sports
Unit 3
i Controlled
Phys 5 Assessment
Task
Religious Studies
Technology Unit 5 Planning Unit 5 - Manufacturing
AS LEVEL COURSEWORK PLANNER
SUBJECT SEPT OCT | NOV | DEC | FEB | MAR | APR MAY JUNE
Art & Design Experimental Portfolio AS1 AS250% Complete
50% Personal Response Final Piece
Biology Assessed Practical work ongoing throughout year Practical
Paper
BTEC Subsidiary Coursework isongoing throughoutthe year
Diploma in IT

(Computing)
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Business Studies

Chemistry Practical
Exam
Critical Thinking
Digita| Technology Coursework isongoing throughoutthis time. Corusework tasksare set on a weekly basis be tween Octoberand March Introduction
to coursework
Engineering Coursework is ongoing throughoutthe year
English Literature
French Submittitle
and prepare
presentation
Fieldworkin
Geog raphy Portstewart
German Submittitle
and prepare
presentation
Government &
Politics
Health & Social Care Coursework ongoing throughoutthe year
Unit 1 Completed by beginning of December, Unit2 Completed by the end of April
History
Law
Mathe matics
Music Ongoing throughoutthe year Submitfinal Practical
composition Exam
Nutrition & Food
Science
i Practical
Physics il
Psychology
Religious Studies
Sociology
Spanish Submittitle
and prepare

presentation
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Sports Science

Coursework ongoing throughout the year
Task 1 Completed by December, Task 2 by end of February

Internal Moderation

Technology

Coursework Design & Manufacture

Travel & Tourism

Ongoing throughout the year. Completed by Easter

A LEVEL COURSEWORK PLANNER

SUBJECT SEPFT | OCT | NoV | DEC | JAN FEB | MAR | APR MAY JUNE
Art & Design Personal & Critical Investigation (40%of A Level) A2220%of Alevel Complete
Coursework ongoing ThematicOutcome Final Piece
Bi0|Ogy Assessed Practical work ongoing throughout year Practical
Paper
BTEC Subsidiary Coursework isongoing throughoutthe year
Diploma in
|T(Computing)
Business Studies
Chemigtry Practical
Exam
Digita| Technology Courseworkisongoing during this time. Coursework tasks are seton a weekly basis between October and March
Enginee ri ng Coursework is ongoing throughout the year
Critical Thinking Not offered atA2
English Literature
French Select topic for Complete
discussion topic for
discussion
raph Fieldwork to
Geog apny Titanic Belfast
German Select topic for Complete
discussion topic for
discussion
Government &
Politics
Health & Social Care Unit 11 Coursework. Completed by end of March.
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History

Law

Mathematics

Music

Ongoing throughoutthe year Submitfinal Practical
composition Exam

Physics

Practical
Exam

Nutrition & Food
Science

Unit

A22

Psychology

Religious Studies

Sociology

Spanish

Select Topicfor
discussion

Complete
Topic for
discussion

Sports Science

Coursework ongoing throughoutthe year Internal Moderation
Task 1 to be collated by end of De cember

Technology

Design & Manufacture

Travel & Tourism

Ongoing throughoutthe year. Completed by Easter
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