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Introduction 
Goldington Academy is committed to ensuring that candidates are fully briefed all exam and 
assessment processes in place in the centre and are made aware of the required JCQ awarding 
body instructions and information for candidates. 
 
This booklet aims to provide information that is helpful and informative. Please read it carefully so 
that you are aware of the regulations and procedures and share it with your parents or guardians so 
that they are also aware. 
 
The Examination Boards (sometimes called Awarding Bodies) set down strict criteria which must be 
followed for the conduct of non-examined assessments (NEA) and Goldington Academy is required 
to follow them precisely. You should therefore pay particular attention to the JCQ notices at the end 
of this booklet. Failure to do so can result in disqualification from some or all of your subjects. 
 
If there is anything that you do not understand, please ask. If you or your parents or guardians have 
any queries or need help or advice at any time, please contact Mrs Henderson, the Exams Manager 
at examoffice@goldington.beds.sch.uk 

 
Purpose of the handbook 

 To support/complement candidate briefings 
 To inform candidates about malpractice in assessments 
 To inform candidates about the use of their personal data and copyright 
 To ensure candidates are provided with all the relevant information about their 

assessments in advance of any assessments being taken 
 To ensure copies of relevant JCQ information for candidates documents are 

provided in advance of any assessments being taken 
 To answer any questions candidates may have  
 To signpost candidates (and where relevant parents/carers) to any assessment -

related policies/procedures that they need to be aware of on the centre’s website 
 

Vocational Qualifications at Goldington Academy 
 
At Goldington Academy we offer three different types of vocational qualifications which are 
covered by the guidance and regulations as set out in this handbook; 

• OCR Cambridge Nationals 

• WJEC Vocational Level 1/2 

• BTEC Tech Award 
For detailed information about the programme overview, unit details and assessment procedures, 
please refer to the specification on the examining board website. 
 
These qualifications are different to GCSE’s because: 

• Students develop skills, knowledge and understanding in the vocational area they are 
studying. 

• Each vocational course is made up of a number of units, allowing students to build up their 
qualification in stages. 

• Students are assessed through non-examined assessments and an external examination. 

• Students produce evidence for their key skills qualification throughout their vocational 
course. 

• Students take responsibility for their own learning by planning their work, doing research 
and regularly reviewing their progress. 
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All vocational courses run by Goldington Academy are governed by the JCQ, you must read the 
following documents prior to beginning your work: 

• Candidate declaration form (Appendix 2) 

• Information for candidates – non-examination assessments (Appendix 3)  

• Information for candidates – using social media (Appendix 4) 

• JCQ Information for candidates AI (Artificial Intelligence and assessments) (Appendix 5) 
 
Speak to your teacher if you are unsure about any of the rules.  
 

Course Arrangements 

Registration & Entry Information 

• BTEC learners are registered with Pearson before November in Year 10 

• OCR Cambridge Nationals and WJEC Vocational courses are entered for units in either the 
January or June assessment series in Years 10 & 11, depending on the unit completion date 
set by your teacher. The specific assessment plan will be provided by each subject teacher 

 
For all Vocational courses, the external examination will be taken in summer 2027 (certification 
series). 

 
Internal Assessment 
The content of the assessment will be outlined on an Assignment Brief.  For every assessment there 
will be a clear deadline by which the work must be submitted to your teacher. Ask your teacher if 
you are unsure. 
 
Authentication of work 
Before submitting your work, a declaration form (specific to the examining board) must be 
completed to declare that the work is your own. A mark of zero will be recorded if a student 
cannot confirm the authenticity of their work. 

 
Marking of Internal Assessments 
Your work will be marked by your teacher in accordance with the marking criteria provided by the 
awarding body. Following that, a sample of the assessments will be checked by another member of 
the teaching team to ensure the grading is fair and accurate.   
 
Internal Appeals 
Your teacher will inform you of your centre assessed mark before these are submitted to the exam 
board. There is an ‘Internal Appeals Policy’ in place for any candidate who feels that the assessment 
of their NEA has not been carried out fairly, consistently and in accordance with the specification for 
the qualification. This can be found on the ‘Examinations’ section of the school website. 
 
To initiate an appeal, you may request copies of materials (generally, as a minimum, a copy of the 
marked assessment material (work) and the mark scheme or assessment criteria plus additional 
materials which may vary from subject to subject) to assist you in considering whether to request a 
review of the centre’s marking of the assessment. This request must be made within 3 calendar 
days of receiving your marks. 
 
There are strict deadlines to submit a written internal appeal and once the marks have been 
submitted to the examining board, this option will no longer be available to you. Non-examined 
assessments are not subject to the usual examination post-results services.  
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Ensure you discuss any concerns with your teacher or the exams office immediately for further 
guidance or support.  
 
Moderation 
Following the submission of marks to the examining board, a sample of students’ work will be sent 
to a moderator. The purpose of moderation is to bring the marking of an internally assessed 
component/unit to an agreed standard in all participating centres. Please note that, after 
moderation, the centre assessed mark could go up, stay the same or go down. Your subject 
teacher and/or a member of SLT will be available on results days to support you should this 
happen. 

 
Opportunities for resubmission of work 
Every internal assessment unit contributes to the final qualification grade; therefore, it may be 
appropriate for your teacher to authorise resubmission of evidence to meet assessment criteria 
targeted by an assignment. This will only be authorised in cases where:  

 it is permitted within the specification of the qualification and  
 it is in the student’s best interest to do so 

Personal data 
• Any person involved in completing examinations/assessments where malpractice is 

suspected, or alleged, personal data about them will be provided to the awarding 
body (or bodies) whose examinations/assessments are involved. Personal data about 
them may also be shared with other awarding bodies, the qualifications regulator or 
professional bodies. 

• Candidates reported for suspected or actual malpractice where a joint investigation by 
more than one awarding organisation is to be conducted, will be informed that 
awarding organisations will be responsible for ensuring that any sharing of data 
between awarding organisations is carried out in line with their statutory obligations 
under data protection legislation (primarily the Data Protection Act 2018 and UK 
GDPR). 

• The centre will provide relevant personal data including name, date of birth, gender 
and other information required for the administration, assessment and awarding of 
qualifications may be provided to the awarding body.  

• that awarding bodies may be required to provide a candidate’s personal data to 
educational agencies, such as DfE, Welsh Government, Department of Education 
(Northern Ireland), ESFA, regulators, HESA, UCAS, Local Authorities and the 
Learning Records Service (LRS) 

• that their personal data may be provided to a central record of qualifications approved 
by the awarding bodies for statistical and policy development purposes 

• of the processing that the centre undertakes, for example, that the centre will provide 
relevant personal data, including name, date of birth and gender, to the awarding 
bodies for the purpose of examining and awarding qualifications 

Candidates may obtain access to their personal data, such as examination results by 
applying to the appropriate awarding body’s data protection officer. 

Candidates are also referred to the centre’s privacy notice which explains: 

• why Goldington Academy needs to collect personal data 
• what it plans to do with it 
• how long it will keep it 
• whether it will be sharing it with any other organisation 
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Copyright 
• Materials which are submitted by candidates for assessment may include any form of 

written work, audio and visual materials, computer programmes and data (“Student 
Materials”). Awarding bodies may use the Student Materials to evaluate candidates’ 
performance in the relevant assessment. They may also use the Student Materials for other 
purposes as outlined in their privacy policies and in accordance with their terms. For further 
information links to each awarding body’s privacy notice are listed in (Appendix 1). 

• By submitting Student Materials for assessment, the awarding body is entitled to use those 
Student Materials to the extent necessary to give effect to the assessment, qualification and 
regulatory framework, as set out in sections 6.17-6.19 of JCQ’s General Regulations for 
Approved Centres document 

• Candidates are not entitled to opt-out of allowing awarding bodies to use these materials for 
the purposes set out in sections 6.17-6.19 

• The awarding body will anonymise materials used for teacher and examiner training, 
inclusion in examiner reports and similar assessment-related publications and research 
directly related to the awarding body’s assessment, qualification and regulatory activities 

• Candidates may notify the awarding body, by giving notice to the Exams Manager or a 
member of senior leadership at Goldington Academy, that they wish to opt out of the 
awarding body’s use of their materials for teacher and examiner training, inclusion in 
examiner reports and similar assessment-related publications and research directly related 
to the awarding body’s assessment, qualification and regulatory activities. Relevant staff will 
submit promptly to the relevant awarding body any notice received from a candidate  

 

Candidates with access arrangements/reasonable adjustments 
Access Arrangements are determined by the Special Educational Needs and Disabilities 
Coordinator (SENDCo), in conjunction with relevant teaching staff and exam office personnel. They 
are agreed before an assessment/exam. They allow candidates with special education needs, 
disabilities or temporary injuries to: 

 Access the assessment/exam; 
 Show what they know and can do without changing the demands of the assessment/exam 

 
Goldington Academy will apply directly to the awarding bodies for access arrangements on your 
behalf. You will be notified of your approved access arrangements in writing by the SENDCo. Access 
arrangements are applied for based on your usual way of working. In some cases, an assessment 
may be carried out with you by an external assessor who specialises in access arrangements. If 
your teacher thinks you would benefit from this, they will discuss it in detail with you and make 
recommendations to the SENDCo. 

 
Alleged, suspected or actual incidents of malpractice 
Attempted or actual malpractice activity will not be tolerated. The school will follow the JCQ 
procedures as described in JCQ’s “Suspected Malpractice in Examinations and Assessment: 
Policies and Procedures” document.  
 
The following are examples of malpractice by candidates with regard to non-examined 
assessments. This list is not exhaustive: 

 Plagiarism: the copying and passing off as the candidate’s own work the whole or part of 
another person’s work.  

 Collusion: working collaboratively with other learners to produce work which is submitted as 
the candidate’s only 

 Failing to abide by the instructions of an assessor: this may refer to the use of resources 
which the candidates have specifically been told not to use 

https://www.jcq.org.uk/exams-office/malpractice
https://www.jcq.org.uk/exams-office/malpractice
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 The alteration of any results document 
 Goldington Academy does not allow the use of AI by candidates when producing work for 

assessments 
 
If a member of staff suspects a candidate of malpractice the candidate will be informed and the 
allegation will be explained. The candidate will have the opportunity to give their side of the story 
before any final decision is made. If the candidate accepts that malpractice has occurred, she/he 
will be given the opportunity to repeat the assignment as long as the candidate has not already 
signed the authentication form. If found guilty of malpractice following an investigation, the member 
of staff may decide to re-mark previous assignments and these could also be rejected if similar 
concerns are identified. 
 
Should the candidate be found guilty of malpractice after having signed the authentication 
form then the matter is no longer subject to internal school discipline and must be reported 
to the relevant awarding body. 
 

Results 
 Summer 2027 provisional statements of results release date is on Thursday 19 August 2027. 

Further information will be supplied later in the academic year 
 Selected teachers and members of the senior leadership team will be available during the 

exam results collection window 
 Results will not be given via telephone under any circumstance 
 If you are unable to attend results day in person, you can have them emailed to you or elect 

another person (including family members) to collect your results on your behalf. For either 
option, you must complete the ‘Candidate Permission form’, available from Mrs Henderson, 
Exams Officer   

Complaints procedure 
Goldington Academy has a written complaints procedure which will cover general complaints 
regarding the centre’s delivery or administration of a qualification.  This can be found on the 
‘Examinations’ section of the school website. 

 
Appendix 1 - JCQ Information for candidates – Privacy Notice 
 
AQA 
Privacy notice (aqa.org.uk) 
 
OCR 
Candidate privacy policy (ocr.org.uk) 
 
Pearson/Edexcel 
Pearson’s Privacy Notices 
 
WJEC 
Privacy Policy (wjec.co.uk) 

 

https://www.aqa.org.uk/about-us/privacy-notice
https://www.aqa.org.uk/about-us/privacy-notice
https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/candidate-privacy-policy/#:~:text=Candidate%20privacy%20policy.%20This%20policy%20is%20for%20candidates%20and%20students.
https://www.pearson.com/privacy-center/privacy-notices.html#:~:text=This%20page%20is%20a%20summary,%20it%20is%20important%20you%20read
https://www.wjec.co.uk/home/privacy-policy/#:~:text=We%20may%20collect%20information%20such%20as%20your%20name,%20contact%20details
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Appendix 2 – Candidate declaration form 
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Appendix 3 - JCQ Information for candidates  

You must read this information if you are taking any qualifications that contain elements of non-
examination assessment.  
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Appendix 4 - JCQ Information for candidates – Social media 

You must read this information to help you stay within examination/assessment regulations when 
using social media.  
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Appendix 5 – JCQ Information for candidates AI  
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