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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
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ǒ Ensures there is sufficient supervision to enable the work of a candidate to
be authenticated

ǒ Ensures there is sufficient supervision to ensure the work a candidate submits is their own



ǒ Is confident where work may be completed outside of the centre without
direct supervision, that the work produced is the candidateôs own

ǒ Where candidates may work in groups, keeps a record of each candidateôs contribution
ǒ Ensures candidates are aware of the current JCQ documents Information for candidates

- non-examination assessments and Information for candidates - Social Media
ǒ Ensures candidates understand and comply with the regulations in relevant

JCQ documents Information for candidates
b. Advice and
feedback Subject
teacher
ǒ As relevant to the subject/component, advises candidates on relevant aspe

http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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http://www.jcq.org.uk/exams-office/information-for-candidates-documents


ǒ Where required by the awarding bodyôs specification



▪ ensures candidates sign a declaration confirming the work they submit for final
assessmen
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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

Exams officer
ǒ Arranges timetabling, rooming and invigilation where and if this is applicable to

any externally assessed non-examination component of a specification
ǒ Conducts the externally assessed component within the window specified
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Subject teacher



ǒ Attends awarding body





▪ submits an online notification of Centre consortium arrangements for centre-
assessed work to the relevant awarding body through the Centre Admin Portal
(CAP) by no later than the published deadline for each exam series affected

▪ submits marks for home centre candidates to the awarding body deadline

▪ liaises with the other exams officers in the consortium to arrange despatch of a
single moderation sample to the awarding body deadline

f. Submission of marks and work for
moderation Subject teacher
ǒ Inputs and submits marks online, via the awarding body secure extranet site, keeping

a record of the marks awarded, to the external deadline/Provides marks to the exams
officer to the internal deadline

ǒ Where responsible for marks input, ensures checks are made that marks for
any additional candidates are submitted and ensures mark input is checked
before submission to avoid transcription errors

ǒ Submits the requested samples of candidatesô work to the awarding body moderator
by the external deadline, keeping a record of the work submitted/Provides the
moderation sample to the exams officer to the internal deadline
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marks Subject teacher
ǒ Keeps a record of names and candidate numbers for candidates whose work

was included in the moderation sample
ǒ Retains all marked candidatesô work (including any sample returned after

moderation) under secure conditions for the required retention period
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ǒ Ensures the centreôs

https://www.jcq.org.uk/exams-office/post-results-services


ǒ Ensures all the JCQ/awarding body requirements/instructions in relation to
the endorsement are known, understood and followed



ǒ Ensures the required




