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What does this policy affect?  

This policy affects the delivery of subjects of GCE and GCSE qualifications which contain a component(s) 

of non-examination assessment.  

The regulators’ definition of an examination is very narrow. In effect, any type of assessment that is 

not:   

• set by an awarding body   

• designed to be taken simultaneously by all relevant candidates at a time determined by the 

awarding body, and   

• taken under conditions specified by the awarding body (including conditions relating to the 

supervision of candidates during the assessment and the duration of the assessment)   

is classified as non-examination assessment (NEA).   

‘NEA’ therefore includes, but is not limited to, internal assessment. Externally marked and/or 

externally set practical examinations taken at different times across centres are classified as  

‘NEA’. (JCQ’s Instructions for conducting non-examination assessments, Foreword)  

This publication is further referred to in this policy as NEA   

Purpose of the policy  

This policy sets out how the centre plans, conducts, marks, standardises, and quality assures non-

examination assessments in accordance with current Joint Council for Qualifications (JCQ) regulations and 

awarding body requirements. 

It defines staff roles and responsibilities, outlines arrangements for maintaining assessment integrity, and 

describes how risks associated with non-examination assessment are managed. 

 

What are non-examination assessments?  

Non-examination assessments (NEA) are assessments which measure subject-specific knowledge and skills 

that cannot be assessed by timed written examinations. 

 

NEA includes internally assessed components and externally assessed components taken at different times 

across centres, in line with awarding body specifications and JCQ regulations. 

 

 

Procedures for planning and managing non-examination assessments identifying staff 

roles and responsibilities  

The basic principles  

Non-examination assessments are planned, managed, and quality assured in accordance with current Joint 

Council for Qualifications (JCQ) regulations and awarding body specifications. 

 

 

 

 

http://www.jcq.org.uk/exams-office/non-examination-assessments
http://www.jcq.org.uk/exams-office/non-examination-assessments
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The centre ensures that non-examination assessments: 

• are conducted fairly, consistently, and in line with published requirements; 

• maintain the integrity and authenticity of candidates’ work; 

• are supported by clear staff roles and responsibilities; 

• are subject to appropriate internal quality assurance and oversight. 

 

The Head of Centre has overall responsibility for ensuring that arrangements for non-examination 

assessment comply with JCQ regulations and awarding body requirements. 

 

Senior leaders support the Head of Centre by ensuring that appropriate systems, staffing, and resources 

are in place and that staff involved in non-examination assessment are aware of, and adhere to, relevant 

requirements. 

 

Subject leaders are responsible for ensuring that non-examination assessment is planned and delivered 

in line with awarding body specifications within their subject area, and that marking and internal 

standardisation are carried out consistently. 

 

Subject teachers are responsible for conducting non-examination assessment in line with awarding body 

specifications, ensuring candidate work is authentic, and applying marking criteria accurately and 

consistently. 

 

The quality assurance lead / lead internal verifier, where applicable, is responsible for overseeing 

internal standardisation and ensuring that assessment decisions are consistent across assessors. 

 

The Exams Officer is responsible for the administration of non-examination assessment processes, 

including the secure handling of assessment materials, submission of marks, and liaison with awarding 

bodies, in line with JCQ requirements. 

 

Arrangements for non-examination assessment are reviewed annually to ensure continued compliance with 

JCQ regulations and awarding body guidance. 

 

 

Task setting  

Non-examination assessment tasks are set in accordance with awarding body specifications and current 

Joint Council for Qualifications (JCQ) regulations. 

 

Tasks are selected, adapted, or contextualised by subject staff only where this is permitted by the awarding 

body. All tasks are designed to enable candidates to demonstrate the required knowledge and skills while 

ensuring that assessment objectives and marking criteria are applied consistently. 

 

The Head of Subject is responsible for ensuring that tasks are appropriate, valid, and set in line with 

awarding body requirements. 

 

The Head of Centre has overall responsibility for confirming that task setting arrangements comply with 

JCQ regulations and awarding body specifications. 
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Issuing of tasks  

Non-examination assessment tasks are issued to candidates in line with awarding body specifications and 

current JCQ guidance. 

 

The centre ensures that candidates receive clear instructions about: 

 

• the nature of the task; 

• the conditions under which the work must be completed; 

• the requirement for work to be their own and for authenticity to be maintained. 

 

The subject teacher is responsible for issuing tasks to candidates and for supervising task taking where 

required by the awarding body. 

 

The Exams Officer supports the administration of non-examination assessment by ensuring that relevant 

deadlines, submission requirements, and awarding body instructions are communicated and adhered to. 

 

Task taking  

Non-examination assessment tasks are undertaken by candidates in accordance with awarding body 

specifications and current Joint Council for Qualifications (JCQ) regulations. 

 

The centre ensures that conditions under which tasks are completed are appropriate to the requirements of 

the qualification and that the authenticity of candidates’ work is maintained. 

 

Where supervision is required, subject staff ensure that candidates are appropriately supervised and that 

any permitted assistance is in line with JCQ guidance. 

 

Subject teachers are responsible for monitoring task taking and for reporting any concerns regarding 

authenticity or irregularities to the Head of Subject and Exams Officer. 

 

Further detail on task taking conditions is set out in the JCQ Instructions for Conducting Non-Examination 
Assessments. 
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Task marking – externally assessed components  

Where non-examination assessment contributes to externally assessed components, marking and 

submission are conducted in accordance with awarding body specifications and current Joint Council 

for Qualifications (JCQ) regulations. 

 

Subject teachers are responsible for ensuring that assessment decisions reflect the published marking 

criteria and assessment standards. 

 

The centre ensures that any required internal checks or standardisation activities are completed prior 

to submission, in line with awarding body instructions. 

 

The Exams Officer is responsible for the administrative submission of marks and liaison with awarding 

bodies within published deadlines. 

 

Further detail on marking and submission arrangements is set out in awarding body specifications and 

the JCQ Instructions for Conducting Non-Examination Assessments. 

 

  

Task marking – internally assessed components  

For internally assessed non-examination components, marking is carried out by subject teachers in line 

with awarding body specifications and published marking criteria. 

 

Internal standardisation processes are used to ensure that assessment decisions are consistent across 

assessors and teaching groups. 

 

The Head of Subject and, where applicable, the Quality Assurance Lead or Lead Internal Verifier are 

responsible for overseeing internal standardisation and confirming that marking standards are applied 

consistently. 

 

Further guidance on marking and internal standardisation is set out in awarding body documentation 

and the JCQ Instructions for Conducting Non-Examination Assessments. 
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Access arrangements and reasonable adjustments  

Access arrangements and reasonable adjustments for non-examination assessment are applied in line 

with the JCQ publication Access Arrangements and Reasonable Adjustments and awarding body 

guidance. 

 

Arrangements are determined by the SENCo based on evidence of need and a candidate’s normal way 

of working and are implemented to ensure candidates are not placed at a substantial disadvantage. 

Subject teachers are responsible for applying approved arrangements during non-examination 

assessment in accordance with centre procedures. 

 

Further detail on access arrangements is set out in the centre’s Equalities (Exams) Policy and the 

relevant JCQ guidance. 

 

 

Special consideration and loss of work  

Requests for special consideration relating to non-examination assessment, including cases of loss of 

work, are managed in accordance with JCQ regulations and awarding body guidance. 

 

The centre ensures that appropriate evidence is retained and that applications are submitted where 

required. 

 

Subject teachers report any issues relating to loss of work or unforeseen circumstances to the Exams 

Officer and Head of Subject at the earliest opportunity. 

 

Further guidance on special consideration and loss of work is set out in the relevant JCQ publications. 

 

 

Malpractice  

Alleged, suspected, or actual malpractice relating to non-examination assessment is managed in 

accordance with the JCQ publication Suspected Malpractice: Policies and Procedures. 

 

All concerns relating to malpractice are reported immediately to the Head of Centre. 

 

The Head of Centre is responsible for determining whether a matter should be referred to the awarding 

body and for ensuring that any investigation is conducted in line with JCQ requirements. 

 

Further detail on malpractice procedures is set out in the relevant JCQ guidance. 

 

Post-results services   

Post-results services relating to non-examination assessment are managed in accordance with JCQ 

regulations and awarding body guidance. 

 

The centre ensures that candidates are informed of available post-results services and that required 

consents are obtained where applicable. 

 

The Exams Officer is responsible for the administration of post-results services and liaison with 

awarding bodies within published timescales. 
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Further guidance on post-results services is set out in the JCQ publications relating to post-results 

services. 

 

 

Practical Skills Endorsement for the A Level Sciences designed for use in England  

The Practical Skills Endorsement for A Level Sciences is delivered and assessed in accordance with 

awarding body specifications and JCQ guidance. 

 

Subject teachers are responsible for ensuring that practical activities are carried out as required and 

that assessment criteria are applied accurately and consistently. 

 

The centre maintains appropriate records to support monitoring and external verification, in line with 

awarding body requirements. 

 

Further detail on the Practical Skills Endorsement is set out in awarding body documentation and 

relevant JCQ guidance. 

 

 

Spoken Language Endorsement for GCSE English Language specifications designed for use 

in England  

The Spoken Language Endorsement for GCSE English Language is delivered and assessed in 

accordance with awarding body specifications and JCQ guidance. 

 

Subject teachers are responsible for assessing the endorsement and applying assessment criteria 

consistently. 

 

Records of assessment decisions are retained in line with awarding body requirements. 

 

Further detail on the Spoken Language Endorsement is set out in awarding body specifications and 

JCQ guidance. 

 

Private candidates  

 

Arrangements for private candidates undertaking non-examination assessment are managed in 

accordance with awarding body requirements and JCQ regulations. 

 

The centre ensures that private candidates are informed of the conditions under which non-

examination assessment must be completed and the requirements relating to authenticity and 

supervision. 

 

The Exams Officer is responsible for the administration of entries and liaison with awarding bodies in 

relation to private candidates. 

 

Further detail on arrangements for private candidates is set out in awarding body guidance and JCQ 

publications. 
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Management of issues and potential risks associated with non-examination 

assessments  
 

Risk area Risk identified Centre control / mitigation Relevant guidance 

Assessment 

integrity 

Candidate or staff 

malpractice 

Clear authentication procedures, 

staff training, and escalation to 

Head of Centre where concerns 

arise 

JCQ Instructions for 

Conducting NEA; 

Suspected Malpractice 

Authenticity of 

work 

Work not produced 

independently 

Supervision where required, 

declaration of authenticity, 

monitoring by subject staff 

JCQ Instructions for 

Conducting NEA 

Task setting Task does not meet 

awarding body 

requirements 

Tasks set and checked in line 

with awarding body 

specifications 

Awarding body 

specifications 

Supervision Inadequate 

supervision during 

task taking 

Supervision arrangements 

planned and applied as required 

JCQ Instructions for 

Conducting NEA 

Access 

arrangements 

Approved 

arrangements not 

applied 

SENCo oversight and 

communication with subject 

staff 

JCQ Access 

Arrangements and 

Reasonable 

Adjustments 

Loss of work Work lost or 

corrupted 

Secure storage, electronic 

backup, and prompt escalation 

JCQ Instructions for 

Conducting NEA 

Marking 

consistency 

Inconsistent marking 

across assessors 

Internal standardisation and QA 

oversight 

JCQ Instructions for 

Conducting NEA 

Deadlines Missed internal or 

awarding body 

deadlines 

Published internal deadlines and 

Exams Officer oversight 

Awarding body 

instructions 

Post-results Incorrect handling of 

reviews or appeals 

Exams Officer administration 

and adherence to internal 

appeals procedures 

JCQ Post-Results 

Services 

 

  


