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Centre policy on assessment and quality assurance processes for the summer 2021 

alternative arrangements 

 

Centre Name:  West Monmouth School 
 

Centre Number: 68374 
 

Policy adopted by Board of Governors on 
17.3.21 

Policy issued to staff on 16.3.21 

Member of staff responsible for the policy:  E.Jordan - Headteacher 

 
Statement of Intent 
 
The purpose of this Centre Policy is: 
 

 to ensure that Centre Determined Grades (CDG) are conducted fairly, consistently, 
free from bias and effectively within and across departments and maintained 
throughout the process 

 to ensure the operation of effective processes with clear guidelines and support for 
staff 

 to ensure that all staff involved in the processes clearly understand their roles and 
responsibilities 

 to support teachers to take evidence‐based decisions in line with Qualification Wales requirements 

 to achieve a high standard of internal quality assurance in the allocation of CDGs 

 to ensure the centre meets its obligations in relation to equality and disability 
legislation 

 to ensure we meet all requirements set out in the Special Regulatory Conditions, 
Joint Council for Qualifications and Awarding Organisation instructions for Summer 
2021 qualifications. 

It will be the responsibility of everyone involved in the generation of Centre Determined Grades to read, 
understand, and implement the policy. 

 
 

1. Roles and responsibilities 

 
Chair of Governors ~ N.Holland 

 Approving policy and liaising with headteacher to ensure it is implemented appropriately. 
 

Headteacher ~ E.Jordan 

 Overall responsibility and oversight for the school as an examination centre 

 Allocation of clear roles and responsibility within this policy 

 Communicate the content of policy effectively to pupils, parents and staff 

 Develop systems for the recording of assessment outcomes within SIMs 

 Ensuring that all quality assurance processes described in this policy are carried out effectively 

 Engage with all information sharing / training opportunities provided by WJEC / Qualifications 
Wales and ensure that relevant information is cascaded effectively 

 Signing off the final Head of Centre Declaration 
 
SLT Line Managers ~ E.Jordan, L. McNeil, R. Hopkins 

 Supporting middle leaders to produce subject assessment plans 

 Collaboratively quality assuring subject assessment plans to ensure a consistent approach 
across departments 

West Monmouth School 

  ‘Believe, Achieve, Succeed’ 
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 Supporting middle leaders throughout the process 

 Review of subject grade profiles following submission of subject grades 

 Assisting headteacher with monitoring and quality assurance processes to ensure assessments 
are being undertaken in accordance with centre protocols 

 Providing relevant training to colleagues and signposting available support resources. 
 
ALNCo ~ K.Williams 

 Ensuring applications for access arrangements for all eligible pupils are completed by WJEC set 
deadline. 

 Ensuring that all staff are aware of the pupils entitled to access arrangements and that they fully 
understand the scope of those arrangements. 

 Ensure that any resources required to facilitate access arrangements are available. 
 

Heads of Faculty 

 Work, in conjunction with faculty colleagues and line managers, to develop assessment plans for 
all subjects within their curriculum area 

 Ensure that all faculty colleagues fully understand subject assessment plans and are adhering to 
them 

 Ensure that assessment delivery guidelines (see section 4) are fully understood and consistently 
adhered to across their faculty 

 Ensure that processes for the storage of learner assessment and recording of student outcomes 
outlined in section 4 are followed 

 Ensure that appropriate moderation processes ( in line with section 5) are in place within their 
faculty  

 Ensure that Learner Decision Records are completed for all pupils and passed to the 
Examinations Officer for secure storage 

 Ensure that processes for the adjustment of CDGs following moderation outlined in section 5 are 
followed within faculty 

 Review subject grade profiles in consultation with line managers 

 Ensure that final agreed CDGs are provided to Examinations Officer by the agreed deadline via 
SIMs marksheets. 

 Undertake any necessary training to which they are directed. 
 
 
Teaching Staff 

 Ensure they fully understand subject assessment plans and adhere to them 

 Ensure they fully understand assessment delivery guidelines (see section 4) and are adhering to 
them consistently 

 Ensure that all pupils fully understand assessment delivery guidelines prior to each assessment 
undertaken and that these are displayed in the classroom being used. 

 Ensure they fully understand the processes for the storage of learner assessment and recording 
of student outcomes outlined in section 4 and that they follow them consistently, passing marked 
work to the examinations officer in a timely fashion 

 Participate fully in appropriate moderation processes ( in line with section 5)  within their faculty  

 Complete Learner Decision Records for all pupils they teach and pass to the Examinations 
Officer for secure storage 

 Participate in the processes for the adjustment of CDGs following moderation outlined in section 
5 if required 

 Provide final agreed CDGs are provided to Examinations Officer by the agreed deadline via 
SIMs marksheets. 

 Undertake any necessary training to which they are directed. 
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Examinations Officer ~ S. Harrhy 
 

 Work in conjunction with HT & SLT to construct all aspects of policy 

 Ensure that all exam entries are accurate and made by revised WJEC deadline 

 Signpost staff to all relevant information updates from the WJEC and/ or Qualifications Wales 

 Support SLT in delivery of relevant training to staff 

 Oversee the secure storage of pupil assessments 

 Collate and produce provisional results slips for pupils 

 Ensure accurate submission of CDGs to WJEC by set deadline. 
 
 
 

 
 

2. Subject assessment plans 

 

 Heads of faculty will familiarise themselves with the requirements of the assessment frameworks 
by accessing the guidance and training resources provided by WJEC and considering the 
provided exemplars 

 Faculties will make use of the assessment materials provided by WJEC only. 

 Heads of faculty will ensure that assessments chosen afford pupils opportunity to demonstrate 
competence in the full range of content and skills outlined in the modified specifications 

 Assessment plans should reference the weighting afforded to individual assessments, this 
should reflect the weightings in the modified specification. 

 School will facilitate a cross-faculty discussion opportunity to ensure consistency of approach 

 Subject assessment plans will be quality assured by relevant line managers with reference to the 
subject- specific guidance and the wider guidance.  Any changes necessary will be made 

 Draft plans will be handed to line managers by Monday 22nd March and final plans will be 
available to parents and learners by Monday 12th April 

 Plans will be explained simply and clearly to all learners 

 Heads of faculty will ensure that all team members fully understand the scope and expectations 
of the plans and will monitor their implementation on a regular basis 

 Monitoring activities will include calendared milestones and progress check points, checks on 
the recording of outcomes in SIMs.  Progress checks will line managers 

 
 
 

 
 

3. Centre devised assessments 

 All subjects will use only WJEC provided assessment materials. 

 Some faculties may choose to select questions from more than one of the past papers provided 
by the WJEC.  Where this is the case, departments will ensure that all assessment objectives 
are covered appropriately in accordance with the modified specification. 

 Some faculties may remove questions from the provided past papers as necessary content has 
not been covered. This will be reflected in corresponding alterations to the provided mark 
schemes.  

 Any alterations to WJEC set tasks such as those described above will be clearly outlined and 
contextualised in the faculty’s assessment plans and quality assured by SLT line managers. 
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4. Assessment delivery 

 
The regulations and controls described below should be read as amendments / additions to the 
JCQ Malpractice and Maladministration Document and the school’s Access Arrangements 
Policy which normally guide examination practice. 
 
Nature of  assessments: 

 All written assessments should be no more than 30 minutes in length wherever possible – the 
only exception to this should be when an individual question or task would normally be allocated 
more than 30 minutes in an examination situation 

 Teachers should set an appropriate time allowed for assessments with reference to the amount 
of time which a question of that type and mark-tariff would be allocated in a normal exam 
situation. 

 All assessments will take place in normal classrooms in normal timetabled slots wherever 
possible – the only exceptions to this are likely to be some practical subjects 

 Pupils should be aware of the expected timing of assessments and the areas of content to be 
covered but teachers should not share which assessment resource is to be used (eg. 2018 past 
paper) 

 Pupils should not receive formative feedback in relation to the piece of work and should not be 
given the opportunity to revisit it except where subject-specific NEA guidelines allow for this. 

 
Access Arrangements: 

 The school’s existing Access Arrangements Policy will be followed to ensure that pupils entitled 
to such arrangements are identified and assessed in line with WJEC deadlines. 

 The ALNCo and Examinations officer will ensure that all staff are aware of pupils who qualify for 
access arrangements and that they fully understand the nature and scope of these 
arrangements. They will advise class teachers on how best to put access arrangements in place. 

 The ALNCo and Examinations officer will ensure that any resources required to support access 
arrangements are readily available to staff and / or learners. 

 Class teachers will be responsible for ensuring that pupils’ agreed access arrangements are in 
place for every assessment session.  They will be required to sign a declaration to that effect. 

 
 
Assessments completed in school: 

 Teachers may recap/discuss relevant content prior to the assessment but not relating to the 
specific question /tasks. For the duration of the allocated assessment time, there should be no 
teacher support / input. 

 Pupils will be required to stow mobile phones and smartwatches in their bags for the duration of 
the assessment task. 

 Where ‘examination- paper’ type tasks are being undertaken, pupils should not be permitted to 
have access to notes and other reference resources.  

 Where NEA type tasks are being undertaken, pupils should be permitted access to notes / other 
support resources as outlined NEA guidance for the subject. 

 Where possible, there should be increased spacing between pupils but in the vast majority of 
classroom settings this will not be possible. 

 Pupils should not be permitted to speak to or otherwise communicate with other learners for the 
duration of the assessment task. 

 Teachers should ensure that pupils have a clear understanding of these control measures 
before commencing the assessment and they should be clearly displayed in the classroom  - 
Appendix c 

 Teachers will actively supervise and monitor pupils for the duration of the assessment task to 
ensure that the above control measures are met. 

 Teachers will sign a declaration (appendix d) stating that control measures have been adhered 
to and noting any breaches by pupils – These will be logged by the exams officer. 
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Assessments completed at home: 
 

 In the event of forced closure, cohort / individual self-isolation or shielding, pupils will be given 
the opportunity to complete assessed tasks at home. 

 Tasks will be set and returned via Microsoft Teams and any necessary preparatory / support 
resources provided to other pupils will also be made available in this way. 

 Teachers will compare outcomes of tasks undertaken at home with those undertaken at school 
as a means of quality-assuring the work.  They may also choose to undertake a short oral 
assessment with the pupil to cross-check their level of knowledge.  Both of these processes will 
be documented in the learner decision record. 

 Pupils absent due to illness will be offered the opportunity to complete the assessment in a 
timetables ‘catch-up’ session supervised either by faculty staff or SLT 

 
Grading Decisions: 

 All teaching staff will familiarise themselves with the ‘Guidance on Assessment and 
Grading’ provided by the WJEC and accessible via the following link: 

https://www.wjecservices.co.uk/login.asp 

 Grades should be based on a ’holistic judgement of the evidence of the learner’s performance 
on the subject content they have been taught.’ 

 Grades should be awarded on the basis of evidenced performance and not potential. 

 Teachers should make use of available support materials to assist them in awarding a grade, 
these include provided grade descriptors and exemplar materials. 

 Teachers should consider the weightings of individual assessments as outlined in their 
assessment plans. 

 Teachers should review whether all access arrangements were met and, if not, make any 
reasonable adjustments. 

 Teachers should record provisional CDGs in SIMs marksheet and provide complete the learner 
decision making record using WJEC provided template.  This should provide a ‘clear 
unambiguous rationale as to how the evidence selected led to the final grading judgement.’ 

 
 
Special Consideration: 

 It is anticipated that the new assessment arrangements in place will negate most situations 
which may normally require special consideration.  This is because teachers will have the 
flexibility to select alternative pieces of assessment evidence completed at a time when the pupil 
was unaffected by the circumstance. 

 Where it is not possible for a teacher to select an alternative piece of assessment evidence then 
they should consider the impact of the circumstance on the pupil’s performance when marking 
the piece of work.  Further guidance on when and how special consideration may be applied can 
be found in appendix b 

 If a teacher feels that a pupil may qualify for special consideration (in line with the guidance in 
appendix b) they should note it on the teacher declaration form (appendix d) which will then be 
passed to the examinations officer for consideration. 

 The headteacher and Examinations Officer will consider whether it is necessary to apply Special 
Consideration and support the class teacher through the process if deemed necessary. 

 Where special consideration has been applied, this will be clearly noted and explained in the 
pupil decision making record. 

 
Administration & Storage: 

 Class teachers will record the outcomes of individual assessment tasks and provisional CDGs in 
adapted SIMs mark sheets. 

 Class teachers will be responsible for keeping pupil work to be used as evidence securely prior 
to marking. 

 Once marked, pupil work must be passed promptly to the examinations officer who will file into 
securely kept individual pupil folders. 

https://www.wjecservices.co.uk/login.asp
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5. Quality assurance of assessment and grading decisions 

 
The processes described below should be read as amendments / additions to the JCQ Quality 
Assurance Policy / procedure guidance document and alongside the school’s Public Sector 
Equalities Duty Policy. 
 

 The implementation of subject assessment plans will be quality assured by heads of faculty and 
line managers: 
- Heads of faculty will identify calendared milestones within their delivery plans and will check-

in with team members to ensure these have been met. 
- Heads of faculty will monitor SIMs mark sheets regularly to ensure that outcome data has 

been entered in line with subject assessment plan. 
- Line managers will have a weekly check-in with heads of faculty to check progress on 

implementation of subject assessment plans. 
 

 Assessment delivery processes will be quality assured by line managers and examinations 
officer: 
- Line managers will carry out spot checks of assessment sessions (including ‘catch-up’ 

sessions to ensure that the control measures outlined in section 3 are being adhered to. 
- Examinations Officer will review teacher declarations confirming control measures have 

been adhered to. 
 

 The following standardised moderation and quality insurance processes will be followed within 
faculties to ensure consistency and fairness in the awarding of CDGs: 
 

 
 
 
 
 
 
 
 
 
 
 
 

 All Learner Decision Records will also be passed to examinations officer upon completion to be 
stored securely in pupil files. 

 
Conflicts of Interest: 

 All staff will be required to disclose to the headteacher any potential conflict of interest arising 
from a familial or close friendship relationship with any candidate. 

 Where such a conflict of interest exists, the headteacher will ensure that any assessed work 
marked by the teacher in question will be check-marked by a second teacher to ensure accuracy 
and consistency. Where this process has occurred it will be noted in the learner decision making 
record. 

 In the following circumstances, the WJEC will be notified of the conflict of interest by the 
examinations officer: 
- The potential conflict of interest involves the Head of Centre 
- A member of centre staff has been entered as a candidate 
- A member of centre staff is involved in determining a grade for a member of their family or 

close friends and their immediate family. 
 

 

Step 1:  Standardisation  

Hold a preliminary trial marking session prior to marking EACH CDG assessment. Head of faculty or designated 
member of staff responsible for internal moderation to ensure: 

- An anonymised sample across the range outcome of candidate scripts; 

- marked by all participating teachers; 

- An agreed/shared understanding of the marking criteria. Ensure that any discrepancies in marking are resolved.  

Retain work and evidence of standardisation. 

 

 Preliminary step: Obtain reference materials as early as possible. This may include:  

- Exemplar material provided by the awarding body or WMS archive material.                                                                                          
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 The head of faculty responsible for internal standardisation and moderation may designate 
another suitably qualified member of staff to lead the standardisation and moderation of certain 
components. 

 

 In faculties where there is only 1 suitably qualified subject expert, staff will need to engage 
another exam centre to participate in the standardisation and moderation process. 

 
 
 

Step 2:  Teacher Marking  

Teachers mark candidates’ work and enter outcomes on SIMs marksheet. Teachers to include date that work was 

marked.  

 

Step 3a: QA of Assessment Marking  

Head of faculty or designated member of staff responsible for internal moderation to request a sample of 

scripts which includes at least 3 scripts per teacher per class.  They must ensure that the work sample submitted 

is representative in terms of pupil outcomes and also the pupil profile of the cohort including protective 

characteristics ie. includes scripts from girls, boys, ALN, different ethnicities etc. They will use this sample to 

compare standards and verify marking. In the event of any inconsistencies/ discrepancies being identified, the 

moderator will record comments on the moderation form (appendix e) and move to step 3b                                                                                                                                            

Step 3b:  Request a larger sample of work (10 scripts) moderator to decide if a)adjustments of teacher’s marks 

need to be made or, b) the re-marking of all work is necessary; 

The head of faculty or other designated member of staff responsible for internal moderation checks the new 

marks. All changes/ adjustments to marks must be noted and explained in each learner decision making 

record. 

Step 4a: QA of CDGs 

When all assessment tasks are completed, teachers will decide upon a provisional CDG following the 

guidance outlined in section 4. The head of faculty will again carry out a sampling process as outlined in step 

3.  They will review the evidence and learner decision making record for the sample, checking that the 

evidence presented merits the CDG awarded. In the event of inconsistencies / discrepancies being identified, 

the process outlined in Step 3b above will be followed. 

Step 4b: 

Provisional CDGs will be further quality assured by heads of faculty and line managers via a process of data 

analysis: 

 Line managers will review subject outcome profiles with heads of faculty considering subject 

performance in previous years, FFT(50) targets for individual pupils and previous professional 

predictions (DC2) for individual pupils. 

 Where any anomalies are identified from this analysis the potential reasons for this will be explored. 

Faculties may be required to revisit the CDG and evidence base for identified pupils or whole cohorts 

and to make necessary adjustments. 

 The headteacher will undertake an analysis of the whole school outcome profile prior to the final 

submission of CDGs to WJEC. 
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 In the event that (during the moderation process) teachers feel there is insufficient evidence 
available to support the CDG awarded, teachers will have the opportunity to supply additional 
evidence to supplement the CDG assessments. Any additional evidence will need to 
demonstrate that pupils meet the requirements of the Qualification Assessment Frameworks 
published on the WJEC website. 

 

 In the event of additional supplementary evidence being necessary, teachers will need to note 
and explain this on the decision-making record submitted for each learner. 

 

 The above processes will be quality assured by line managers who will sit in on a sample of 
faculty standardisation and moderation sessions.  Line managers will also review a sample of 
learner decision records with heads of faculty. 
 

 Special consideration processes will be quality assured by the Examinations Officer and the 
headteacher as outlined in section 2. 

 

 The school will carry out a data protection impact assessment in relation to the processes 
outlined in this policy and will update its privacy notice as necessary. 

 
 

 
 

6. Learner and parents/carers communication 

 This policy will be made available to learners and their parents via the school website. A letter 
also be sent to pupils and parents explaining the school’s overall approach and key elements of 
the policy. 

 Subject Assessment Plans will be available to learners and parents via the school website from 
Monday 12th April – these should not contain details of which past papers or specific questions 
will be used but will give an indication of when assessment tasks will be carried out. Subject 
assessment plans will also outline how CDGs will be awarded and the information to be 
considered by teachers in each subject area. 

 Subject teachers will explain assessment plans to pupils in their classes. 

 The SLT will provide virtual briefings to pupils & parents to outline processes and key dates. The 
final briefing will take place on Monday 12th April and will cover the following: 
~ Timeline of key dates 
~ Signposting to and explanation of school policy and subject assessment plans hosted on 
website 
~ ‘Test’ conditions which will be in place during assessments 
~ Access arrangements & Special Consideration 
~ Arrangements for missed assessments 
~ Marking & moderation processes to ensure equity 
~ Explanation of the Learner Decision Making Record 
~ Arrangements for communicating provisional CDGs to pupils and parents 
~ Appeals processes 
~ Outline of relevant training provided to staff to ensure fairness and equity in the awarding of 
CDGs 
 

 Provisional CDGs will be emailed to parents on Friday 18th June. 
 
 
 

 
 

7. Internal reviews and complaints 

 Any complaints regarding any aspect of this policy and its implementation should be raised and 
addressed in accordance with the school’s normal Complaint’s Policy which can be accessed via 
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the following link: http://westmonmouthschool.com/wms/wp-content/uploads/2016/07/Policies-
Complaints.pdf 

 Candidates will be able to appeal their provisional CDGs in a window from 18th June – 1st July. 

 The process for internal appeals is currently in development and will follow training and guidance 
in this area to be published by WJEC. 

 
 
 
 

 
 
 
 
 
 
 
 
Appendix a – Key Dates 
 
 

Presentation of draft  Assessment and QA Policy to Middle Leaders Tuesday 16th March 
 

Final Assessment and QA Policy submitted to WJEC Friday 19th March 
 

Draft Subject Assessment Plans submitted to line managers Monday 22nd March 
 

QA of Subject Assessment Plans with line managers 23rd – 26th March 
 

Final Subject Assessment Plans available to pupils & parents Monday 12th April 
 

Teams briefing for students and parents Tuesday 13th April 
 

Internal submission of provisional CDGs via SIMs 
 

Friday 11th June 

Review of subject grade profiles 
 

w/c 14th June 

Provisional CDGs to pupils and parents 
 

Friday 18th June 

Internal appeals window 
 

18th June - 1st July  

Submission of CDGs to WJEC 
 

2nd July 

WJEC review of CDGs 
 

2nd-12th July 

GCSE results day 
 

12th August 

External Appeals Window 24th August – 21st 
September 

 
 
 
 
 
 

http://westmonmouthschool.com/wms/wp-content/uploads/2016/07/Policies-Complaints.pdf
http://westmonmouthschool.com/wms/wp-content/uploads/2016/07/Policies-Complaints.pdf
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Appendix b – Special Consideration 
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Appendix C – Classroom Display 
 

         Assessment 2021     

          Classroom Guidelines 

 

 

 

 Mobile phones/interactive watches MUST be switched OFF and in your 

bag.  All revision notes MUST be your bag. 

 

 On your desk, you should only have the equipment you need for this 

assessment. 

 

 You must not talk to, attempt to communicate with or disturb other pupils 

once you have started the assessment. 

 

 You must follow the instructions of your teacher. 

 

 You must not become involved in any unfair or dishonest practice in any 

part of the assessment. 

 

 If you are confused about anything, only speak to your teacher. 
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These items MUST be switched OFF and in your BAG.  

 

 

 

       

Ensure all revision notes are in your bag.  Check your pockets before the start of the 

assessments. 
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Appendix D – Teacher Declaration Form 

 

 
Special Consideration 

Pupil Name Medical Issue or Nature of difficulty 

 
 

 

  
 

  
 

 

Malpractice 

Pupil Name Incident 

 
 

 

  
 

  
 

 

I confirm that all required access arrangements were granted during this assessment. (please note below) 

 

 

 

 

 

Date:         Subject: 

Class:         Teacher: 

Signature: 

 

 

 

Please return to Mrs S Harrhy, Examinations Officer. 

 

 

 

Summer 2021 Assessments 

Teacher Declaration 
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Appendix E – Moderation Form 

                      WMS CDG Assessment 2021 

                      Subject:  

                      Unit: 

 

Candidate name  

Teacher   

 

DECLARATION: I certify that I have carried out this work under WMS examination conditions and the work produced 

is my own work.  

Signed__________________________________________________ Date_____________________________ 

 

 

For teachers only: 

Any final comments  Date 
marked 

Final mark Final grade (if 
appropriate) 

 
 
 
 
 

   
 

 

Class teacher’s signature Internal moderator Any adjustments 

 
 
 

  

Moderator comments (if necessary) 
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