Written Appeals Procedure for Controlled Assessments

1. “If at any time during your exam courses you have concerns abut the
procedures used in assessing your internally marked work for public
exams (e.g. coursework/portfolio/projects) you should see the

Assistant Headteacher in charge of Assessment as soon as possible”.

2. The appeal must be made in writing to the Assistant Headteacher in
charge of Assessment by 31 May of the year that the coursework was
assessed. The grounds for appeal must be clearly stated. The
candidate can be supported in the presentation of their case by a

parent/carer/friend.

3. The Headteacher will nominate a senior member of staff, normally
Assistant Headteacher and Examinations Officer (EQ), to lead the
enquiry provided that, he or she has played no part in the original
assessment process. An experienced Head of Department and School

Governor to act as an independent member will also be on the panel.

4. The panel will examine the evidence for the procedures used in the
assessment, decide upon their appropriateness and that the
procedures have been properly followed as required by the awarding
Body concerned. The enquiry will be completed by the end of June of

that examination series.

5. The panel's findings will be formally reported back to the

candidate/parent/carer at the beginning of July.

6. Records of the request for the appeal, the evidence, deliberations of
the panel and the result will be kept by the Examinations Officer and

made available to the awarding Body if required.



September 2011

Dear Parents and Students
Year 10 students

Several of the GCSE courses have a controlled assessment requirement and the marks
contribute to the final grade. Most controlled assessments wil be taken as part of normal
lesson time. A list of dates will be provided for students to record in their planner/diaries
by each Head of Department.

Each piece of controlled assessment work will have an authentication form attached for
completion. This requires the student’s signature to declare that the work is all their own.

Attached to this letter is the notice to candidates produced by the Joint Council for General
Qualifications about controlled assessment regulations. Please read these carefully.

We have procedures in place to ensure that all students are treated fairly regarding the
meeting of controlled assessment deadlines. For those subjects with long term controlled
assessment projects, it may be necessary to have a series of deadlines to help students to
organise their time and reduce the overall pressure from the last few weeks before the
final deadline. It is just as important for students to meet these deadlines, and parents will
be informed if any of these internal deadlines are missed.

Finally, there are occasions when teachers identify some irregularities in controlled
assessments produced by students. If we suspect any malpractice, an investigation will
take place, conducted by a member of the Senior Leadership Team. A copy of the School’s
policy on malpractice is available on the school’s website under the Learning tab.

If you have any concerns about the controlled assessments, please don't hesitate to
contact the subject teacher concerned or Head of Department before going to the Head of
Year. They will be able to offer help and advice to sort out any issues as quickly as
possible.

Please sign the attached acknowledgment slip and return it to Mrs Mahoney by Friday 30t
September.

Yours sincerely

G J Walker
Headteacher

We acknowledge receipt of the letter dated September 2011 and can confirm that we have
read the attached policy and regulations regarding controlled assessment.

Name of studen b n s S it RO .ovsnoneressraiossmsoress
Student SIBNATUIE: s R R B s s aisais: Date: ....ccoovvevrvrrennee.
Parent/Guardian/SIBnatures e st ismisberiariintoimsasiie Date: ....cccovvevvveeienne.

To be returned to Mrs Mahoney (Second Floor Admin office) by Friday 30t September
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Joint Council
for Qualifications

This notice has been produced on behalf of:
AQA, City & Guilds, CCEA, Edexcel, OCR and WIEC
Information for candidates
GCSE, Functional Skills and Principal Learning, Controlled Assessments

This document tells you about some things that you must and must not do when you are
completing your work.

Before you submit any work for marking, you will be asked to sign an authentication
statement confirming that you have read and followed these regulations.

If there is anything that you do not understand, you must ask your teacher or lecturer.

Controlled Assessment will provide you with an opportunity to do some independent research into a
topic. The research you do may involve looking for information in published sources such as textbooks,
encyclopedias, journals, TV, radio, and on the internet.

Using information from published sources (including the internet) as the basis for your assignment is a
good way to demonstrate your knowledge and understanding of a subject, but you must take care how
you use this material - you cannot copy it and claim it as your 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 you use the same wording as a published source, you must place guotation marks around the
passage and state where it came from. This is called “referencing”. You must make sure that you give
detailed references for everything in your work which is not in your 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, your 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 2012,

You may be required to include a bibliography at the end of your work. Your teacher or lecturer will tell
you whether a bibliography is necessary. Where required, your bibliography must list the full details of
publications you have used in your research, even where these are not directly referred to, for
example: Morrison, A. (2000) “Mary, Queen of Scots”, London: Weston Press.

If you copy the words or ideas of others and don‘t show your sources in references
and a bibliography, this will be considered as cheating.






