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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. 
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1. Roles and Responsibilities 

Chair of Governors: To approve the Policy 
 
Head teacher: To take overall responsibility for the school as an examinations centre and 
ensure clear and separate roles and responsibilities; ensuring that the internal quality 
assurance process has been completed effectively and to sign the Head of Centre 
Declaration. 
 
Deputy Head teacher with responsibility for Curriculum and Assessment: To provide 
training and support for staff; to support the Head of Centre in the internal quality assurance 
of final grades; to provide a clear centre policy on how records and evidence are stored 
securely; to achieve a consistent approach across all departments. 
 
Senior Leadership Team: To support the Deputy Head (ARR) in the training to create 
Subject Assessment Plans and their subsequent quality assurance; to support the internal 
quality assurance procedures in relation to all assessment, documents and grades. 
 
ALNCO: Specialist role in respect of access arrangements: ensuring all eligible pupils 
receive appropriate access arrangements; to support staff in implementing access 
arrangements appropriately. 
 
Directors of Standards (subject leaders): To make decisions on Assessment Plans and 
what the assessments will be, ensuring consistency of decisions within their curriculum 
areas, including: how agreed judgements are made; managing the storage of evidence; 
Learner Decision Records. To implement and follow all quality assurance procedures 
outlined in Subject and Centre Assessment Plan including monitoring of provision for 
Access Arrangements.   
 
Teaching Staff: To ensure assessments are completed under agreed levels of control and 
have sufficient evidence in line with the Centre Policy to provide CDG for each learner that 
are a fair, valid and reliable reflection of the assessed evidence available for each learner. 
To complete Learner Decision Records and to ensure each learner’s work is stored securely 
and is available for review should it be necessary. To follow Quality Assurance procedures 
outlined in Subject and Centre Assessment Plan including monitoring of provision for 
Access Arrangements. 
 
Examinations Officer: To work with the Deputy Head in updating existing policies to reflect 
the Centre Assessment Policy 2021. To manage the administration and uploading of Centre 
Determined Grades and liaise with the WJEC as necessary. To take oversight of the 
process of entering and awarding grades for subjects. To support the Deputy Head Teacher 
in managing the internal reviews process.  
 
Candidates: Understanding the requirements of each assessment with regards to controls 
and with regards to the authenticity of their work. 
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2. Subject Assessment Plans 

 
Subject Assessment Plans are standardised to ensure equality of experience for all 
learners. Directors of Standards are responsible for completing Subject Assessment Plans 
to meet the requirements of the relevant WJEC Qualification Assessment Framework. Staff 
have been trained on the completion of documentation and subsequent implementation of 
procedures outlined in the standardised school subject policy. The first step in completing 
the subject assessment plan is for the Director of Standards to follow guidance and review 
the WJEC Qualification Assessment Framework. (Subject Appendix A) 
 
Each Subject Assessment Plan will be created by Directors of Standards adding details to 
4 Appendices of the Centre Assessment Policy: 
 
Subject Appendix A: Subject Assessment Plans 
https://drive.google.com/file/d/1RfWKofU-Suuc2S18WMzL-
pTM0grIPlzm/view?usp=sharing 
 
Subject Appendix B: Centre Devised Assessments 
https://drive.google.com/file/d/1qAt5dgwxVYJ-6LDRj_AB9xS9jq3njzfe/view?usp=sharing 
 
Subject Appendix C: Assessment Delivery 
https://drive.google.com/file/d/1rosZ4Qda-
pw7j4ShVnwe0GEAcDjJIG7p/view?usp=sharing 
 
Subject Appendix D: Quality Assurance and Grading Decisions 
https://drive.google.com/file/d/174eSSXuBYP86MDl_9uUNcD4K1L2U2XBL/view?usp=sha
ring 
 
Through this method it is ensured that all Directors of Standards have been trained in the 
requirements outlined by the WJEC and in the School Centre Assessment Policy. 
 
Centre Assessment Plans are the responsibility of Directors of Standards and are quality 
assured by Leaders of Skills, who have also received training independently of Directors of 
Standards. Where a department does not have a Leader of Skills another staff member who 
has been in receipt of training is used for the quality assurance of the subject plan. 
 
The training received by staff members to write and quality assure a Subject Assessment 
Plan covers: 

- The aims and intentions of the WJEC in implementing the Centre Assessed Grade 
process; 

- How to approach assessment creation to ensure a valid, fair and reliable test for all 
learners; 

- The structure, timing and conduct expected within assessments; 
- The quality assurance process determined by Bassaleg School. 

 
To further ensure all assessments are valid, fair and reliable each assessment used is 
selected by a Director of Standards who ensures that the vehicle for assessment meets the 
need of the assessment and allows learners to demonstrate the relevant 
skills/understanding or knowledge outlined in the WJEC Qualification Assessment 

https://drive.google.com/file/d/1RfWKofU-Suuc2S18WMzL-pTM0grIPlzm/view?usp=sharing
https://drive.google.com/file/d/1RfWKofU-Suuc2S18WMzL-pTM0grIPlzm/view?usp=sharing
https://drive.google.com/file/d/1qAt5dgwxVYJ-6LDRj_AB9xS9jq3njzfe/view?usp=sharing
https://drive.google.com/file/d/1rosZ4Qda-pw7j4ShVnwe0GEAcDjJIG7p/view?usp=sharing
https://drive.google.com/file/d/1rosZ4Qda-pw7j4ShVnwe0GEAcDjJIG7p/view?usp=sharing
https://drive.google.com/file/d/174eSSXuBYP86MDl_9uUNcD4K1L2U2XBL/view?usp=sharing
https://drive.google.com/file/d/174eSSXuBYP86MDl_9uUNcD4K1L2U2XBL/view?usp=sharing
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Framework. Each assessment is then quality assured by a Leader of Skills, or appropriate 
alternative personnel, to confirm that the assessment meets such requirements. 
 
Through the quality assurance of each Subject Assessment Plan the school will ensure that 
all staff involved in the delivery of each assessment fully understands the conditions agreed 
for that assessment, and that all mark schemes are detailed and anticipate and describe a 
full range of student responses. Once each assessment is completed, prior to marking, all 
staff involved in the marking of an assessment will attend a standardisation meeting where 
an understanding is agreed on of how to implement each mark scheme. Marked papers will 
then pass through the school’s quality assurance process to ensure that the marking is 
accurate and in line with levels agreed at this meeting. 
 
The quality assurance process used to ensure each assessment is valid, and the decisions 
and attendance to the standardisation meeting for marking will be signed off by staff on a 
Department Summer 2021 Assessment Sign Off cover sheet: 
 
https://drive.google.com/file/d/1R8Anr073wTK29ZFKx8ANJSyI4SbzOAVR/view?usp=shar
ing 
 

 
  

https://drive.google.com/file/d/1R8Anr073wTK29ZFKx8ANJSyI4SbzOAVR/view?usp=sharing
https://drive.google.com/file/d/1R8Anr073wTK29ZFKx8ANJSyI4SbzOAVR/view?usp=sharing
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3. Centre Devised Assessments 

 
Assessments used by the school could fall into three categories: 

- Assessments shared by the WJEC for the purpose of helping schools decide Centre 
Determined Grades. This will include both papers released specifically for this 
purpose and NEAs written for 2021 adapted specifications; 

- Assessments previously shared by the WJEC which have been adapted by the 
school to meet the WJEC Qualification Assessment Framework; 

- Assessments designed by the school. This may include papers from other sources 
such as Eduqas which have been adapted to fully reflect the Assessment Objectives 
and weightings expected by the WJEC. 

 
All staff involved in the selection or creation of an assessment undergo school training to 
ensure that they understand the assessments are valid, fair and reliable. The same training 
is separately attended by all staff involved in the quality assurance of these assessments. 
The school training focuses on WJEC documents and professional learning. All staff 
involved have accessed the Foundations of Assessment and Guide to Assessment Creation 
video on the professional learning section of the WJEC secure site. All staff involved have 
also accessed the WJEC document WJEC Assessment Creation Guidance February 2021. 
 
The internal quality assurance process will also determine that the materials covered in 
each assessment reflect the Qualifications Wales and WJEC expectation that grades are 

awarded on the basis of demonstrated attainment in areas of the qualification content that 

has been covered. 

 
In Subject Assessment Plans staff responsible for the creation and selection of any 
assessments must confirm that they agree to undertake any further training shared by the 
WJEC or school in relation to centre devised assessments. 
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4. Assessment delivery 

 
Each department’s Subject Assessment Plan outlines the details of each individual 
assessment a learner will participate in and explains: the delivery method for the 
assessment; the level of supervision agreed; the duration of the assessment. These factors 
are agreed and shared with learners prior to the assessment. They are detailed on  
The Assessment Front Cover Sheet: 
 
https://drive.google.com/file/d/1-nPbTXbbIIb0q_aqZkfsNGNcWMg6r98v/view?usp=sharing 
 
These sheets will be signed by staff and students to ensure that the expectations 
surrounding the assessment are understood by all parties, that the work is each learner’s 
own work and that the learner has accessed appropriate access arrangements if required. 
 
All assessments where possible will take place in a school setting. Each department Subject 
Assessment Plan will also outline robust and equitable contingencies that will be put in place 
should the school be forced to conduct any assessments remotely. These may include: 

- Putting elements of the assessment on a programme such as Google Forms which 
records pupil answers as they submit them; 

- Having pupils take part in the assessment on a Google Meet session with work to 
be submitted at the end of an agreed time. 

If work is completed remotely, an aspect of the quality assurance process will include 
reviewing that the work submitted by the candidate is broadly in line with what is expected 
by that learner as evidenced by a range of previous assessments. Work produced in this 
situation may also be required to undergo a plagiarism check if relevant. 
 
The school has made amendments to the relevant safeguarding policy to ensure that in 
circumstances where staff and pupils might work remotely in one to one situations, such as 
Welsh or MfL oral assessments, consent is elicited from pupils, parents/carers and 
teachers. 
 
To minimise the risk of malpractice all assessments and conditions for assessments are 
agreed by staff in advance and shared with students; this includes the timings of the 
assessment, the level of supervision and the access to any material used in preparation for 
the assessment. All pupils will be made aware of the school expectations that as per exam 
conditions they do not have access to any remote devices or material outside that agreed 
by the conditions for the assessment. Assessments will take place in timetabled lessons 
wherever possible and will be supervised carefully by teaching staff and where appropriate 
available Learning Support Assistants. 
 
(Policy amendment 7.5.21) In the event of alleged student malpractice the school will follow 
the procedures outlined in the existing Examinations Malpractice Policy. 
 
All staff have highlighted on electronic registers the names of pupils who require access 
arrangements. Directors of Standards in their Subject Assessment Plans confirm that they 
have had meetings with all staff members who will deliver an assessment where a student 
requires access arrangements. These meetings will cover the way that the access 
arrangement is organised for each pupil. The school has an established procedure for 
access arrangements which is in line with the policy outlined by the JCQ: 

https://drive.google.com/file/d/1-nPbTXbbIIb0q_aqZkfsNGNcWMg6r98v/view?usp=sharing
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https://drive.google.com/file/d/11dI4eUl5nZx6DJZYxQ8ESVfys0Bhs3gp/view?usp=sharing 
 
Pupils who require access arrangements will sign the Assessment Cover sheet to confirm 
that the requirement has been met. As per the communication plan outlined below the 
school will communicate with parents/carers of learners requiring access arrangements to 
outline how the arrangements will be met. The ALNCO will train any staff who are delivering 
and monitoring assessments where there are specialised access arrangements. 
 
Pupils will be given notice of assessments and will have an indicative assessment calendar 
shared with them and parents/carers. Where a learner misses an assessment they will be 
given the opportunity to complete the assessment upon their return to school in a supervised 
area, where possible this will be a different assessment to the one they missed. Where 
absences lead to a situation that agreed assessments do not yield sufficient information for 
staff to make a judgement of the learner’s attainment in agreed course content, then a 
decision will be informed using previous reliable assessment data. In such cases this will 
be recorded in detail on the Decision Making Record. If the school deem necessary that a 
student is eligible for special consideration, the school will apply the procedure outlined in 
the Qualifications Wales guidance on the application of special consideration. 
 
(Policy amendment 26.4.21) In the eventuality that a student has cause to leave an 
assessment part way through due to illness they will have the opportunity to make up the 
time and to undertake assessment for the same knowledge and skills at a later date and 
under supervised conditions. In such circumstances the staff members responsible for 
marking the assessment which was disrupted will do so with consideration of expected 
outcomes for the pupil, and with reference to the Qualifications Wales guidance on the 
application of special consideration. On these occasions a Dr note will be requested for the 
illness. 
 
To help ensure the process is fair and robust and to avoid any lack of clarity in assessment 
grading, pupils will not have the opportunity to resit an assessment. There will be no 
feedback given to pupils during or after each assessment, and the school will not report any 
attainment information to parents/cares of pupils in any year groups undergoing any 
assessments related to Centre Determined Grades. In circumstances where formative 
assessment is given in the build up to an assessment it will be general comments aimed 
towards Assessment objectives. At times in this preparation the work of candidates may be 
informed by working with others, or by scaffolds, however in the assessment situation each 
candidate must give an individual response, and when assessing the final assignments 
teachers will ensure that only the candidates own work is rewarded. 
 
When an assessment is completed, or where there is the situation that an assessment 
covers more than one session, all assessment material will be securely stored in an agreed 
location. When an assessment has been completed and quality assured all material will be 
securely stored and labelled along with a master copy of the assessment with a completed 
Department Assessment 2021 Sign Off cover sheet and the standardised materials. Each 
assessment will be stored with the signed cover sheet which has agreed conditions, timing 
and access arrangements, and which has been signed off throughout the quality assurance 
process. 
 

https://drive.google.com/file/d/11dI4eUl5nZx6DJZYxQ8ESVfys0Bhs3gp/view?usp=sharing
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In the instance that a pupil fails to comply with assessment control measures they will be 
removed to a separate supervised area using the established ‘On Call’ system. Where 
possible they will resume their assessment under this supervision. 
 
Any reported incidents of staff malpractice will be investigated under the existing 
Examinations Malpractice Policy, which in the first instance determines that a full 
investigation of the claim be instigated by the Head Teacher within ten working days. 

The school will take appropriate steps to avoid any conflicts of interest. The potential for a 
conflict of interest must be investigated by the Director of Standards for each subject under 
the terms of their Subject Assessment Plan. In this plan they must outline strategies to avoid 
that conflict should it be identified. Resolutions for conflicts of interest will follow the school’s 
existing Examinations Conflict of Interest Policy, which is aimed to ensure that the 
procedures that are in place protect the integrity of examinations and the integrity and 
reputation of members of staff involved in the examination process.  
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5. Quality assurance of assessment and grading decisions 

All assessments used for WJEC qualifications will undergo the following process. If an 
assessment is being awarded by an alternative board such as Pearson or NCFE the Director 
of Standards will follow their published guidance as per normal procedures: 

- Director of Standards will decide on using an existing assessment, modifying an 
assessment or writing a new one; 

- Director of Standards will check to see that the assessment covers relevant areas 
of the subject specification; 

- Director of Standards will see if the combination of assessments show as full a 
possible coverage of the range of skills and knowledge outlined in the specification; 

- Director of Standards will decide on and agree the conditions for the assessment;  
- Director of Standards will decide on and agree the timing for the assessment; 
- Director of Standards will print and complete section 1 of the Department Summer 

2021 Assessment Sign Off; 

- Leader of Skills or other staff member who has received training on Subject 
Assessment Plans will quality assure and sign off assessment; 

- All subject teachers will check access arrangements for class and put in place for 
named students; 

- Subject teachers will complete Instructions to Candidates section of Assessment 
Front Cover 2021; 

- All teachers will run assessment over agreed time frame and under agreed 
conditions; 

- Pupils will sign elements of Assessment Front Cover: 
 Name 
 Declaration 
 Access Arrangements 

- After each assessment session teachers will collect in Assessments and store 
securely; 

- Director of Standards will mark/have marked 3 assessments from the cohort from a 
mix of abilities; 

- Director of Standards will chair a meeting where all people responsible for marking 
the assessment attend and agree the standard for the mark scheme using the three 
samples. If the meeting is online, record it fin case further training is required; 

- Teachers will mark assessments in green pen and complete cover sheet; 
- Internal moderation will take place with 5 pupils’ work per class. Teachers will 

moderate in red pen looking to see if the moderator is able to agree the grade. 5 
pupils represents between 16% and 64% of each class in the school; 

- Moderator will sign off moderation on cover sheet; 
- Director of Standards will organise an internal clerical check: swap all papers 

completed to be checked for accuracy; 
 All pages have indication that they have been seen 
 Marks add up 

- Senior staff will request a school level moderation. 5 pupils to be anonymised and 
moderated in purple pen. Admin office to communicate names of pupils. These 
names to cover pupils with protected characteristics or from vulnerable groups; 

- Moderators will sign off moderation on cover sheet; 
- Teachers will record marks; 
- Director of Standards will store assessments securely. 
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The purpose of the moderation will be to check that the moderator can agree the rationale 
by which the original marker has awarded marks. 
 
If during a moderation process the moderator feels that they would award different grades 
they will report it to the Director of Standards. The Director of Standards will have the same 
scripts and a further five scripts sampled by a third party. Any changes that are made will 
be recorded. The teacher who has been the subject of scrutiny will review their marking for 
the assessment and make necessary changes to the remainder of their work 
 
In each Subject Assessment Plan the Director of Standards will outline any trends in 
historical outcomes for the subject. A full and detailed rationale will be offered and submitted 
for any outcomes that fall outside of this trend. 
 
As outlined in WJEC and Qualifications expectations each learner’s grade will be 
determined using a ‘best-fit’ model, whereby strengths in some areas may balance 
shortcomings elsewhere.   
  
When determining the grade, the school will take account of unit and assessment objective 
weightings in the specification (including the effect of any adaptations) and consider each 
learner’s evidence in relation to the WJEC grade descriptors.   
  
Any extenuating circumstances will be taken into account before the final grade is allocated.  
  
The final grade will be based on a judgement of evidence collected across units and 
assessment objectives, taking account of any adaptations made for 2021.  
  
All grades awarded will undergo stringent moderation procedures to ensure accuracy and 
consistency. In Subject Assessment Plans all Director of Standards commit to further 
training on the awarding of final grades. 
 
In relation to public sector equality duty and data protection, in developing an approach to 
centre determined grades in 2021, the school has taken steps to ensure it meets its Public 
Sector Equality Duty. This is a legal requirement and forms part of the Equality Act (2010), 
which ensures due regard to the need to:   

- Eliminate unlawful discrimination, harassment and victimisation and other conduct 
that is prohibited by the Equality Act (2010); 

- Advance equality and opportunity between people who share a relevant protected 
characteristic and those who do not; 

- Foster good relations between people who share relevant protected characteristics 
and those who do not.  

  
Moderation activities will ensure that a broad range of students, which include those from 
protected characteristics, are included. This is to enable the school to ensure that its 
approach contributes to the equality of opportunity. The school will ensure it meets data 
protection and processing regulations and that the handling of student data is in line with 
school GDPR policies. Specifically: candidate papers will be stored securely between and 
after assessments; only staff members directly involved in the assessment of a student will 
have access to data pertaining to that student’s outcome in any assessment; assessment 
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data will be stored electronically in a school information management system with strict user 
controls; all information relating to any access arrangements put in place will be kept fully 
confidential as described in the school’s GDPR policy. 
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6. Learner and parents/carers communication 

 
The school communication plan with Parents/Carers and Learners will follow these steps: 
 

1. Sharing of the Centre Assessment Policy; 
2. Communication to make Parents/Carers and Learners aware of their right to view 

Subject Assessment Plans; 
3. Sharing of a broad overview of assessment dates; 
4. Communication to Parents / Carers and Learners to make them aware of the 

opportunities to see an outline of the information teachers will use in determining 
grades;  

5. Communicate to parents/carers of learners in receipt of access arrangements to 
confirm how access arrangements have been met; 

6. Communicate the process through which subjects will record grades and details of 
how the evidence will be compiled into a holistic final grade; 

7. Share the initial Centre Determined Grades with Learners and with Parents / Carers. 
This will be supported by Decision Making Records; 

8. Simultaneously, publish the process for stakeholders to follow should they wish to 
review a Centre Determined Grade; 

9. Confirm as necessary the final results and outcomes of any reviews. 
 
Bassaleg School is part of a Newport West post 16 consortia. All communications will 
include the students and families of any student in the region who accesses learning at 
Bassaleg School. 
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7. Internal reviews and complaints 

The school commits to share with all stakeholders a written internal reviews procedure. This 
will outline the reviews procedure for all students who access learning at Bassaleg School 
via the Newport West agreement. 
 
At the point where the school submits provisional grades to the WJEC students will be 
informed of the provisional grades awarded. Where a student is satisfied with the grades 
determined by the school, there is no further action. A student who is not satisfied with their 
grade will be able to request a review of their grade. The appeals process will have three 
stages:  

- Stage 1 involves a centre review of the provisional centre determined grade on the 
grounds of judgement and/or a procedural error has been made; 

- Stage 2 will involve an appeal to WJEC on the grounds that the judgement that the 
centre has made is unreasonable and/or a procedural error has been made; 

- Stage 3 involves a request to Qualification Wales for an Exam Procedures Review 
Service (EPRS) to review whether WJEC has followed the required procedures. 

   

 

This policy has been written by Bassaleg School on 22.3.21 in relation to WJEC qualifications. 
Its content has been fully informed by: Qualifications Wales Guidance; the Assessment 
Design Delivery and Advisory Group; WJEC Guidance, and is subject to change pending any 
alteration or amendment to this advice. 
 


