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At Stephenson (MK) Trust the protected characteristics have been considered in the design of this 
policy. This policy has been obtained through a review of best policies and The Key.  
  
Approved by:   Trust Board  Date:  May 2026  

Last reviewed on:   January 2025 

Next review due by:   May 2027  
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1. Purpose 

Stephenson (MK) Trust is committed to the safe and secure conduct of non-examination assessment, 
controlled assessment and coursework.  
 
The JCQ requires each centre to have a non-examination assessment policy in place:  

 
• to cover procedures for planning and managing non-examination assessments.  

• to define staff roles and responsibilities with respect to non-examination assessments.  

• to manage risks associated with non-examination assessments.  

 
A JCQ Centre Inspector will ask the examinations officer to confirm that such a policy is in place. The 
policy will need to cover all types of non-examination assessment. 

2. Policy Statement 

Stephenson (MK) Trust is committed to ensuring that all non-examination assessment, controlled 
assessment and coursework components are conducted according to JCQ and awarding body subject 
specific guidelines.  

 
• JCQ Instructions for conducting non-examination assessments  

 

• JCQ Instructions for conducting coursework (ELC and Project qualifications)  
 

• JCQ Information for candidates: non-examination assessments  
 

• JCQ Information for candidates: coursework assessments 
 

• JCQ Notice to centres: Information candidates of their centre assessed marks 
 

• JCQ General Regulations for Approved Centres  
 

• Notice to Centres - Sharing NEA material and candidates' work - JCQ Joint Council for 
Qualifications 

 
This policy should also be read in conjunction with: 

 
• Stephenson (MK) Trust Teaching and Learning Policy 

• Stephenson (MK) Trust Word Processing Regulations & Guidance 

• Stephenson (MK) Trust Examinations Administration Procedures & Guidelines 

• Stephenson (MK) Trust Exams Appeals Procedure 

3. Responsibilities 

Senior Leadership Team including Assistant Principals 
Have a full understanding of JCQ guidelines relating to non-examination assessment, controlled 
assessment and coursework. 

 
Assistant Principal and Examinations Officer 
Non examination assessment, controlled assessment and coursework: 

https://www.jcq.org.uk/knowledge-hub/instructions-for-conducting-non-examination-assessments-gce-gcse-2025-2026/
https://www.jcq.org.uk/knowledge-hub/instructions-for-conducting-non-examination-assessments-gce-gcse-2025-2026/
https://www.jcq.org.uk/knowledge-hub/instructions-for-conducting-non-examination-assessments-gce-gcse-2025-2026/
https://www.jcq.org.uk/knowledge-hub/coursework-2025-2026/
https://www.jcq.org.uk/knowledge-hub/notice-to-centres-informing-candidates-of-their-centre-assessed-marks/
https://www.jcq.org.uk/knowledge-hub/general-regulations-for-approved-centres/
https://www.jcq.org.uk/exams-office/non-examination-assessments/notice-to-centres-sharing-nea-material-and-candidates-work/
https://www.jcq.org.uk/exams-office/non-examination-assessments/notice-to-centres-sharing-nea-material-and-candidates-work/
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• Policy 

• Risk Management 

• Staff CPD 

 
Assistant and/or Subject Leads 
Non examination assessment, controlled assessment and coursework: 

• Planning 

• Management 

• Implementation 

• Moderation 

• Checking paperwork 

• Checking marks 

• Submission to Examinations Officer 

 
Subject Teacher 
Non examination assessment, controlled assessment and coursework: 

• Implementation 

• Marking 

• Ensure that candidates are informed of their Centre assessed mark so they may request a 
review of the Centre’s marking before marks are submitted to the Exams Officer and 
Awarding Body. 

• Submission to Assistant Principal and/or Subject Lead for moderation 

• Checking paperwork 

 
Examinations Officer 
Non examination assessment, controlled assessment and coursework: 

• Setting deadlines for submission 

• Outline expectations for successful submission of non-examination assessment, controlled 
assessment or coursework 

• Submission of marks via EDI or examining body secure website 

• Secure storage of non-examination assessment, controlled assessment and coursework 

• Postage 

• Retaining proof of postage records 

 
SENCo 
For relevant students, ensure Access Arrangements are in place before non-examination 
assessment, controlled assessment or coursework components are conducted. 


