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Controlled Assessment Policy 
1. Purpose
This policy sets out the procedures for planning, managing, and conducting controlled assessments to ensure fairness, consistency, and compliance with awarding‑body regulations. It applies to all staff, learners, and departments involved in the delivery of qualifications that include controlled assessment components.
2. Scope
This policy covers:
· All subjects and qualifications requiring controlled assessments
· All staff involved in teaching, assessing, supervising, or administering assessments
· All learners undertaking controlled assessments
· All assessment materials, evidence, and records
3. Roles and Responsibilities
Senior Tutors/Directors
· Ensure the organisation complies with awarding‑body requirements
· Provide resources, staffing, and facilities for controlled assessments
· Approve annual controlled assessment schedules
Exams Officer
· Maintain up‑to‑date knowledge of awarding‑body regulations
· Securely store assessment materials and completed work
· Manage deadlines, submissions, and communication with awarding bodies
· Ensure appropriate invigilation and supervision arrangements
Course Leads
· Ensure schemes of work incorporate controlled assessment requirements
· Provide staff training and standardisation
· Monitor assessment quality, authenticity, and compliance
Teaching Staff
· Deliver controlled assessment content and guidance
· Ensure learners understand rules on authenticity and malpractice
· Supervise assessments according to required control levels
· Mark assessments in line with awarding‑body criteria
· Participate in internal standardisation
Learners
· Complete work independently and honestly
· Follow instructions and meet deadlines
· Report any issues affecting their performance
4. Assessment Planning
4.1 Annual Schedule
A controlled assessment calendar will be published each academic year, including:
· Assessment windows
· Deadlines for completion
· Internal standardisation dates
· Submission dates to awarding bodies
4.2 Communication
Learners and parents/carers will be informed of:
· Assessment dates
· Expectations and rules
· Deadlines and consequences of late submission
5. Levels of Control
Controlled assessments will be conducted in accordance with awarding‑body requirements for:
· High control – formal supervision, no access to internet or personal materials
· Medium control – supervised work with limited permitted resources
· Low control – work completed independently under teacher guidance
Staff must follow the exact control level specified for each task.

6. Security of Materials
6.1 Before Assessment
· Assessment tasks and materials must be stored securely
· Only authorised staff may access assessment materials
· Learners must not receive assessment tasks before the permitted release date
6.2 During Assessment
· Work must be supervised appropriately
· Learners must not access unauthorised materials
· Electronic work must be saved securely and backed up
6.3 After Assessment
· Completed work must be collected, labelled, and stored securely
· No work may be taken home by staff or learners
· Work must remain secure until moderation is complete
7. Authenticity and Malpractice
7.1 Authenticity
· Learners must sign a declaration confirming the work is their own
· Teachers must confirm authenticity before marking
7.2 Malpractice
Examples include:
· Plagiarism
· Collusion
· Use of unauthorised materials
· Copying or sharing work
Suspected malpractice will be investigated and reported according to awarding‑body procedures.
8. Marking and Standardisation
8.1 Marking
· Teachers must mark work using the awarding‑body mark schemes
· Feedback must comply with permitted guidance levels
8.2 Internal Standardisation
· All assessors must participate in standardisation
· Samples of work will be cross‑checked to ensure consistency
· Adjustments may be made to ensure fairness
9. Special Considerations and Access Arrangements
· Learners with approved access arrangements will receive permitted support
· Any issues affecting performance must be reported promptly
· Requests for special consideration will follow awarding‑body procedures
10. Appeals
Learners may request a review of marking following the centre’s internal appeals procedure. Appeals must be submitted within published deadlines.
11. Retention of Evidence
Assessment evidence will be retained for the period required by the awarding body, typically until:
· The end of the moderation window
· Completion of any appeals or investigations
12. Policy Review
This policy will be reviewed annually or sooner if awarding‑body regulations change.
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