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GOSFORTH JUNIOR HIGH ACADEMY 

POLICY FOR THE MANAGEMENT OF NON-EXAMINATION ASSESSMENT 
 
STAFF RESPONSIBILITIES  
 
Senior Lead, Curriculum 
 

 Accountable for the safe and secure conduct of non-examination assessment (NEA). Ensure 
assessments comply with Standards and Testing Agency (STA) Assessment and Reporting 
Arrangements (ARA) guidelines and subject-specific instructions 

 

 Consult with Key Stage Leader and TALLs to schedule NEA. 
 

 Map overall resource management requirements for the year. As part of this resolve: 
 

 Problems over the timing or operation of NEA. 

 Issues arising from the need for particular facilities (rooms, IT networks, time out of 
school etc.). 

 

 Ensure that all staff involved have access to the KS2 and KS3 calendar of events – this is in 
Frog / School Documents / Calendars and is updated once specific dates are identified by 
TALLs. 

 

Leaders of Teaching and Learning 

 Understand and comply with the general guidelines contained in the STA publication 
Key stage 2 Assessment and Reporting Arrangements (ARA) 2020-21. 
      

 Standardise internally the marking of all teachers involved in assessing an internally assessed 
component, noting what constitutes good practice as identified in: the KS2 teacher 
assessment guidance. 

 

 Ensure that individual teachers understand the requirements of STA ARA and are familiar with 
the relevant KS2 teacher assessment guidance notes and any other subject specific 
instructions. 

 

 Ensure that individual teachers understand all their responsibilities with regard to NEA, as 
listed below. 

 

 Ensure that the submission of marks is accurate. 
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Teaching staff 

 Understand and comply with the general guidelines contained in the STA publication: Key 
stage 2 assessment and reporting arrangements (ARA) 2020-21. 

 

 Understand and comply with STA ARA for conducting NEA, including setting the correct 
task(s), any subject-specific instructions, teachers’ notes or additional information from STA 
and ARA. 

 

 Obtain confidential materials/tasks set by STA and DFE in sufficient time to prepare for the 
assessment(s) and ensure that such materials are stored securely at all times. 

 

 Ensure that students understand the rules applying to the taking of any given task. 
 

 Ensure that students understand the assessment criteria for any given task. 
 

 Understand by referring to STA and ARA the level of control that applies to their subject, 
and supervise assessments appropriately. Undertake the tasks required under the 
regulations, only permitting assistance to students as the specification allows. 

 

 Keep a log of any incidents which occur during the course of any assessment. 
 

 Determine KS2 writing and science teacher assessments using the correct teacher assessment 
framework for each subject. Submit marks in line with the guidance from STA. 

 

 Post-completion, retain candidates’ work securely until the closing date for enquiries about 
results. In the event that an enquiry is submitted, retain candidates work securely until the 
outcome of the enquiry and any subsequent appeal has been conveyed to the centre. 

 

 Consult the list of students with special access arrangements for exams (go to T drive Exam 
Access Arrangements to find the spreadsheet) and ensure their requirements are met.  Ask 
the appropriate SEN coordinator for any assistance required for the administration and 
management of access arrangements.  

 
 
Exams Manager 

 Enter students for external exams before the deadline for final entries.   
 

 Where confidential materials are directly received by the exams office, to be responsible for 
receipt, safe storage and safe transmission, whether in CD or hard copy format. 

 

 Provide STA and ARA information to staff and students regarding rules on NEA. 
 
 
SENCO 

 Ensure that access arrangements have been applied for. 
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 Ensure that the list of students’ requirements available for staff on the T drive is up to date. 
 

 Work with teaching staff to ensure requirements for support staff are met. 
 
 
Managing the assessments 
 
This policy is based on the STA Assessment and Reporting Arrangements guidance.  All staff must 
act consistently with the ARA instructions and the DFE instructions for aspects of administration 
and assessment.  
 
 
Factors affecting individual candidates 
 
In the case of suspected malpractice, staff must follow the procedures laid down STA in the ARA 
and the relevant awarding body. 
 
In the case of the loss of work in school and in the case of unforeseen prolonged illness, the 
relevant STA ARA  procedures must be followed. 
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