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marks awarded by subject teachers in line with awarding body criteria
ǒ Ensures appropriate centre-devised templates are provided to capture/record

relevant information given to candidates by subject teachers
ǒ Ensures appropriate centre-devised templates are provided to capture/record

relevant information is received and understood by candidates



ǒ Where not provided b
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ǒ Where required by the awarding bodyôs specification



▪ ensures candidates sign
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ǒ Restricts access to this material and utilises appropriate security safeguards such
as firewall protection and virus scanning software

ǒ Employs an effective back-up strategy so that an up to date archive of
candidatesô evidence is maintained

ǒ Considers encrypting any sensitive digital media to ensure the security of the data
stored within it and refers to awarding body guidance to ensure that the method of
encryption is suitable

6. Task marking – externally assessed components

a. Conduct of externally assessed
work Subject teacher
ǒ Liaises with the exams officer regarding the arrangements for any externally

assessed components of a specification which must be conducted within a window of
dates specified by the awarding body and according to JCQ Instructions for
conducting examinations

ǒ Liaises with the Visiting Examiner where this may be applicable to any
externally assessed component
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Subject teacher



ǒ Attends awarding body training as required to ensure familiarity with the
mark scheme/marking process

ǒ Marks candidatesô work in accordance with the marking criteria provided by the
awarding body

ǒ Annotates candidatesô work as required to facilitate internal standardisation of

aa





▪ submits an online notification of Centre consortium

ii



marks Subject teacher
ǒ Keeps a record of names and candidate numbers for candidates whose work

was included in the moder
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ǒ Liaises with the exams officer to report loss of work to the awarding body
Exams officer
ǒ Refers to/directs relevant staff to the JCQ publication A guide to the special

consideration process

▪ Where a candidate is eligible, submits an application for special consideration via
the awarding bodyôs secure extranet site to the prescribed timescale

▪ Where application for special consideration via the awarding bodyôs secure
extranet site is not applicable, submits the required form to the awarding body to
the prescribed timescale

▪ Keeps required evidence on file to support the application
ǒ Refers to/directs relevant staff to Form 15 ï JCQ/LCW and where applicable submits

to the relevant awarding body

9. Malpractice

Head of centre
ǒ Understands the responsibility to immediately report to the relevant awarding body

any alleged, suspected or actual incidents of malpractice involving candidates,
teachers, invigilators or other administrative staff

ǒ Is familiar with the JCQ publication Suspected Malpractice in Examinations
and Assessments: Policies and Procedures

ǒ Ensures that those members of teaching staff involved in the direct supervision of
candidates producing non-examination assessment are aware of the potential for
malpractice and ensures that teaching staff are reminded that failure to report
allegations of malpractice or suspected malpractice constitutes malpractice in itself
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ǒ Ensures all the JCQ/



ǒ Ensures the required arrangements for practical activities are in place
ǒ Provides all the required centre records
ǒ Ensures candidates provide the required records
ǒ Provides any required information to the subject lead regarding the monitoring visit
ǒ Assesses candidates using Common Practical Assessment Criteria (CPAC)
ǒ Applies for an exemption where a candidate cannot access the practical

endorsement due to a substantial impairment
ǒ Follows the awarding bodyôs instructions for the submission of candidates Pass or Not

Classified assessment outcome/provides assessment outcomes to the exams officer
to the internal deadline

Exams officer
ǒ Accepts contact with the monitor and passes information to the subject lead for a visit

to be arranged with at least two weeks notice
ǒ Confirms with the subject teacher that assessment outcomes have been submitted to

the awarding body to the external deadline/Follows the awarding bodyôs instructions for
the submission of candidates Pass or Not Classified assessment outcome

12. Spoken Language Endorsement for GCSE English Language specifications
designed for use in England

Head of centre
ǒ Returns an online óHead of Centre declarationô at the time of the National Centre Number

Register annual update, 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 Spoken Language endorsement

Quality assurance (QA) lead/Lead internal verifier
ǒ Ensures the appropriate arrangements are in place for internal standardisation

of assessments
Subject head/lead
ǒ Confirms understanding of the Spoken Language Endorsement for GCSE

English Language specifications designed for use in England and ensures any
relevant JCQ/awarding body instructions are followed

ǒ Ensures the required task setting and task taking instructions are followed by
subject teachers

ǒ Ensures subject teachers assess candidates, either live or from recordings, using
the common assessment criteria

ǒ Ensures for monitoring purposes, audio-visual recordings of the presentations of a
sample of candidates are provided

Subject teacher
ǒ Ensures all the requirements in relation to the endorsement are known and understood
ǒ Follows the required task setting and task taking instructions
ǒ Assesses candidates, either live or from recordings, using the common

assessment criteria
ǒ Provides audio-visual recordings of the presentations of a sample of candidates

for monitoring purposes
ǒ Follows the awarding bodyôs instructions for the submission of grades (Pass,

Merit, Distinction or Not Classified) and the storage and submission of recordings
Exams officer
ǒ Follows the awarding bodyôs instructions for the submission of grades and recordings



13. Private candidates

Subject head/lead
ǒ According to centre policy, confirms if private candidates (including distance learners and

home educated candidates) are accepted by the centre for e


