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Procedures relating to Coursework & Controlled Assessments, including Appeals Procedures
Definition of coursework & Controlled Assessment
Coursework is defined as any work, other than a terminal examination, undertaken during a course of study, and contributing towards a final grade. Controlled assessment is coursework undertaken under particular conditions prescribed by the awarding body.
Internally assessed work for public examinations is marked by the school and then moderated by the examination board.  The final mark and grade are outside the control of the school.  

Internally assessed work for Bedales Assessed Courses (BACs) is marked by the school and moderated by the external moderator appointed by the school.  The final mark and grade are outside the control of the school.

Externally marked work is collected by the school and passed on to the examination board for formal assessment.

Coursework & Controlled Assessment procedure

Setting of coursework tasks

The Head of Department takes responsibility for ensuring that the coursework set for the candidates is properly related to the syllabus for the qualification. Controlled Assessments should be carried out in accordance with the Controlled Assessment Policy, and in line with the guidelines produced by the awarding body.
Guidance on coursework & controlled assessment procedure

Written guidance on the production of coursework and the undertaking of controlled assessments is provided by the examination boards and will be made available to candidates.  Information about the school’s appeals procedure will also be made available to candidates. 

Timing and deadlines

Within each department, candidates will be given adequate, appropriate and equal time to produce the coursework or controlled assessment.  
Hand-in dates will be clearly published in advance for coursework, and adequate notice given of when controlled assessments are to take place.  
A schedule setting out the main coursework deadlines for the year will be published as soon as possible in the autumn term.  This will not include dates for individual pieces of work from which a selection may subsequently be made for coursework purposes. The dates of controlled assessments will not be published in this document, but should be in line with the timeframe indicated in the departmental schemes of work, and in the plan put together by the Director of Teaching and Learning.
Coursework must be handed in by the departmental deadlines specified in the schedule.  Work should be handed in personally to the designated teacher and not given to another student to hand in. 
If the student is absent from school on the deadline day, the work must be handed in by a parent or other representative (not another student); if this is impossible, the Director of Teaching and Learning must be contacted for advice.
If coursework has not been completed by the deadline, the incomplete work must be handed in.  In the case of BACs a penalty will be applied according to the separate BAC penalty policy
The school may refuse to mark work that is handed in late when no extension has been agreed.

No extension to a coursework deadline will normally be permitted if a student is absent for two days or less during the period the coursework is being completed.  If there are special circumstances, there may be a possibility of an extension. A short extension of no more than a week may be approved by the Head of Department.   Any extension of more than a week must be agreed with the Director of Teaching and Learning and will be confirmed by the school in writing.

In the case of controlled assessments, a student who misses a session because of illness or for any other reason should expect to undertake the assessment as soon as it is possible to arrange the necessary conditions for it to be taken. 

Authentication of work
Work submitted by the candidate must be authenticated as original work according to guidance and regulations issued by the examination boards.  An equivalent authentication procedure will apply to work submitted for BAC qualifications.

Irregularities in coursework discovered prior to the student signing a declaration of authentication will not be reported to the examination board but dealt with as an internal disciplinary matter.  

An irregularity in coursework in a GCSE examination, discovered after the signing of the declaration of authentication by the student, will be reported to the examination body.  This may lead to the disqualification of the candidate. 

Staff training and internal moderation

Internal assessments will be conducted by staff who have an appropriate level of knowledge, understanding and skill.  
The staff responsible for the moderation of coursework will normally participate in training where appropriate, provided by the relevant examination board. 

Consistency of internal assessment will be secured through the departmental mark scheme or marking criteria and moderation.  Where more than one member of staff carries out assessments, internal moderation will take place.  Proper records relating to all internal assessments/moderation will be kept until the deadline for Enquiries About Results has passed for GCSE subjects and until the final certificates are issued for BAC subjects.  

Appeals procedure
If a candidate believes that his or her coursework has not been assessed in the manner described above, or that an extension to a coursework deadline was denied without good cause, he or she may have recourse to the appeals procedure which is set out in Appendix 2.

No representation from candidates relating to the mark allocated for internally assessed coursework or controlled assessment is permissible: appeals shall relate solely to departures from the approved coursework and controlled assessment procedure set out above. 

APPENDIX 1
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This notice has been produced on behalf of: AQA, CCEA, City & Guilds, Edexcel, OCR and WJEC 
Notice to Candidates 
GCE, VCE, GCSE and GNVQ EXAMINATIONS: COURSEWORK AND PORTFOLIOS 
This leaflet tells you about some things that you must, and must not, do when you are completing coursework. 

Before you submit any coursework 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. 

Coursework provides you with an opportunity to do some independent research into a topic. The research you do will involve looking for information in published sources such as textbooks, encyclopaedias, journals, TV, radio, and the world wide web. 

Using information from published sources (including the internet) as the basis for your coursework is a great 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. 

If you use the same wording as a published source, you must place quotation 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 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 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) 

You must also include a bibliography at the end of your work, which lists the full details of publications you have used to research your project. 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, you will be committing plagiarism — 
and that’s cheating. 
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. © 2006 
Preparing your coursework — good practice 
If you receive help and guidance from someone other than your teacher, tell your teacher who will record the nature of the assistance given to you. 

If you worked as part of a group on a project, for example, undertaking field research, you must each write up your own account of the project. Even if the data you have is the same, the description of how that data was obtained and the conclusions you draw from it should be in your own words. 

You must meet the deadlines that your teacher gives you for submitting drafts and final pieces of work. Your teachers are there to guide and assist you — showing them your work as it progresses will allow you and your teacher time to sort out any problems before it is too late. 

Take care of your work and keep it safe. Don’t leave it lying around where your classmates can find it. If it is stored on the computer network, keep your password secure. Collect all copies from the printer and destroy those you don’t need. 

Don’t be tempted to use essays from online essay banks — you will be running the risk of being caught out. Electronic tools can detect this sort of copying. 

More about plagiarism 
Plagiarism involves taking someone else’s words, thoughts or ideas and trying to pass them off as your own. It is a form of cheating which is taken very seriously. 

Don’t think you won’t be caught. There are many ways to detect plagiarism: 

􀂃Markers can spot changes in the style of writing and use of language. 

􀂃Markers are highly experienced subject specialists who are very familiar with work on the topic concerned — they may have read the source you are using (or even marked the essay you have copied from!) 

􀂃Internet search engines and specialised computer software can be used to match phrases or pieces of text with original sources and to detect changes in the grammar and style of writing or punctuation. 

Penalties for breaking the regulations 
If your work is submitted and it is discovered that you have broken the regulations, one of the following penalties will be applied: 

􀂃the piece of work will be awarded zero marks.; 

􀂃you will be disqualified from that unit for that exam session; 

􀂃you will be disqualified from the whole subject for that exam session; 

􀂃you will be disqualified and barred from entering again for a period of time. 

Your awarding body will decide which penalty is appropriate. 

REMEMBER – IT’S YOUR AWARD SO IT NEEDS TO BE YOUR OWN WORK. 
	The JCQ consists of AQA, CCEA, City & Guilds, Edexcel, SQA, UCLES (including OCR) and WJEC, the seven largest providers of qualifications in the UK, offering GCSE, GCE, AVCE, GNVQ, AEA, Entry level, Scottish Highers, Vocational and Vocationally-related qualifications. 


Appendix 2

BEDALES SCHOOL
Procedure for Appeals relating to internally assessed coursework
1.  All appeals must be submitted as soon as possible to the Headmaster, and by no later than the following dates:

· Bedales Assessed Course appeals by the beginning of the Summer Term after the assessment
· All GCSE controlled assessment appeals should be submitted within 4 weeks of the assessment
· All GCE appeals by the beginning of the Summer Term after the assessment
2. Appeals should be made in writing using the approved form, obtainable from the Examinations Officer on request.  The completed form should be lodged with the Headmaster, who will instruct the Director of Teaching and Learning (DTL) to investigate the appeal.  If the DTL was directly involved in the assessment in question or is not able to conduct the investigation for some other reason, the Headmaster will appoint another appropriate member of staff to conduct the investigation. 

3. The person conducting the investigation will decide whether the process used for the internal assessment conformed to the requirements of the examination board, the code of practice of the Joint Council for Qualifications (JCQ) and the school’s Coursework and Controlled Assessment Procedure. 

4. The candidate and his or her parents will be invited to a meeting to discuss the issues raised.
5. The candidate will be informed in writing of the outcome of the appeal.
6. The outcome of the appeal will be made known to the Headmaster and a written record filed in the Examinations Office and in the candidate’s personal file.  This may be made available to the examination board at its request.  

BEDALES SCHOOL

Procedure for Appeals relating to coursework and controlled assessment
Investigation procedure

The investigation into an appeal submitted by a candidate shall be carried out as follows:

1. A copy of the appeal form will be sent to the Head of Department concerned.

2. The Head of Department will discuss the appeal with the member of staff supervising the candidate in question.  Any necessary evidence will be collected by that member of staff.

3. A meeting will then take place between the investigator (DTL or other appointed person), the Head of Department and the supervisor. If necessary, the examination board will be contacted by the investigator for guidance.
4. A second meeting will be held as soon as possible after the first meeting, with the candidate and the above-mentioned persons, if required.

5. The investigator will then prepare a report, based on all the received evidence and the outcomes of these meetings.  The report will include any recommendations for immediate and future implementation by the school, department, examining board and/or candidate. 

6. Copies of the report will be forwarded to the Headmaster.  The candidate will be notified in writing giving the outcome of his or her appeal.  A copy of this letter, together with the original appeal form, will be kept in the candidate’s personal file in the School Office.

7. Should the investigator be made aware of any irregularity breaching the regulations of the examination board or JCQ, it must be reported to the Board immediately, unless it can be remedied within the school before the coursework or controlled assessment is submitted to the examination board for assessment.

8. Appeals lodged whilst the coursework or controlled assessment is still in production, must be completed within two weeks, so that there is time for appropriate action before the submission deadline.
9. Appeals relating to the internal assessment process should be completed as soon as possible after the receipt of the appeal. 
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