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NON-EXAMINATION ASSESSMENT PROCEDURE  
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Christ is at the centre of our Church of England school community where we live, love and learn                  

together within an inclusive and equalities framework, and where students of all faiths and none are                

welcomed into our Anglican Christian community. In all that we do, we seek to show God’s care for                  

our students. We value, respect and celebrate all faiths and cultures because we are inspired by a                 

welcoming, inclusive and loving God. seen in Jesus Christ and lived out through the Holy Spirit alive                 

in every person. 

 

Our vision is to create a safe, caring, happy and inclusive community underpinned by our Christian                

values of service, compassion, justice and perseverance and our motto CARITATE ET DISCIPLINA -              

WITH LOVE AND LEARNING which come from the story of St Martin of Tours. Central to this is our                   

school Bible verse from St Paul’s first letter to the Corinthians. 

 

Love is patient, love is kind. It does not envy, it does not boast, it is not proud. It does not dishonour                      

others, it is not self-seeking, it is not easily angered, it keeps no record of wrongs. Love does not                   

delight in evil but rejoices with the truth. It always protects, always trusts, always hopes, always                

perseveres.  Love never fails.                                             1 Corinthians 13:4-8 

 

 
The Head of Centre must: 

● sign a declaration confirming that all reasonable steps have been or will be taken to ensure 
that all candidates at the centre have, had, or will have, the opportunity to: 

○ undertake the prescribed practical activities 
○ undertake the Spoken Language endorsement 

 
 
NON-EXAMINATION ASSESSMENT GUIDANCE FOR STAFF (NEA) 
 
Ofqual now require centres to also have a procedure in place which allows candidates to review 

centre assessed marks. Not only must centres share centre assessed marks with candidates, but 

candidates must also be given the opportunity to request a review of the centre’s marking if they 

can identify issues in the application of the mark scheme, or the wider teaching and learning such as 

appropriate teacher knowledge, training, understanding and skill in centre assessed marking. 

Candidates may also base a review on weaknesses in the coordination and standardisation of 

marking.  
 

Non-examination assessment guidance: 

 

● Candidates must be informed of their centre assessed mark so they may request a review of 

the centre’s marking before marks are submitted to the relevant awarding body. This will 

completed in SIMS and a report distributed to candidates in a timely manner. 

● Centres must inform candidates that they may request copies of materials to assist them in 

considering whether to request a review of the centre’s marking of their assessment. These 

materials must be made available to candidates in a prompt and accessible manner. 

Non-Examination Assessment Procedure  approved by the Senior Leadership Team November 2019                                 1 

 



● Candidates must be given sufficient time to review copies of materials and reach a decision 

over whether to request a review of marking. If a review is requested, this must be made in 

writing (see Internal Appeals Policy for the relevant form). 

● Reviews must be completed, and candidates informed of the outcome in writing, prior to the 

awarding body’s deadline. 

Centres must ensure that the review is carried out by an assessor who has the appropriate 

competence and has had no previous involvement in the assessment of that candidate and has no 

personal interest in the review. If a subject is taught be only one member of staff a review must be 

conducted by an external subject specialist. The centre recommends that links with other centre are 

created as soon as possible to facilitate any future reviews. The candidate’s work would be supplied 

to the reviewer who would undertake the review of marking, confirming whether or not the marking 

was reasonable, and that the published mark scheme had been applied appropriately and 

consistently. 
 

The outcome of the review of the centre’s marking must be made known to the head of centre and 

logged as a complaint. A written record must be kept and made available to the relevant awarding 

body upon request. Awarding body moderation is not covered in this procedure. 
 

It should be noted that candidates can only request a review of marking where they identify issues. 

Reviews based upon a procedural concern may be addressed by centres via evidence which confirms 

adequate staff training in the marking of centre assessed work, support for less experienced staff 

members and rigorous procedures around internal moderation  and standardisation. 
 

Heads of department should also implement a robust system of monitoring the marking of centre 

assessed work. This should include all teachers (or where there is only one teacher in the 

department):  

● Annotating marking – provide evidence to support your marks, use key phrases from the 

mark scheme, clearly show how credit has been awarded 

● Completing documentation – record the feedback and guidance that you have given, follow 

awarding body guidance in entering marks 
 

In departments where there are several teachers undertaking the marking centre-assessed work, the 

following process serves as good practice: 

● Obtain reference material at an early stage in the course – In the first year of a new 

specification, participate in awarding body training. 

● Hold a preliminary trial marking session prior to marking - Compare standards through 

cross-marking a small sample of work, agree a common understanding of the assessment 

criteria 

● Carry out further trial marking at appropriate points during the marking period  After most 

marking has been completed hold a further meeting to make final adjustments or assign 

responsibility for comparing marks to the teacher responsible for internal standardisation 

● Make final adjustments to marks prior to submission - If there are inconsistencies, ensure 

that the teacher(s) concerned make adjustments to their marks and the teacher responsible 

for internal standardisation checks the new marks 

● Retain evidence that internal standardisation has been carried out 

● Keep candidates’ work in secure storage until after the closing date for enquiries about 

results for the series concerned or until any appeal, malpractice or other results enquiry has 

been completed, whichever is later  
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Increased transparency will allow candidates to view their centre assessed marks, and if required, 

enquire about their mark if appropriate. Candidates, and their parents, must have confidence in the 

teaching, learning and assessment as delivered by the centre and the awarding bodies. It should also 

be remembered that if robust processes (which include checks and balances and relevant quality 

assurance measures) are in place then it is very unlikely that a candidate will submit an enquiry, and 

even if they did, it is very unlikely that it would be upheld. 
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