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Statement of intent

Statement of Intent
This section provides details of the purpose of this document.
The purpose of this policy is:
 To ensure that teacher assessed grades are determined fairly, consistently, free from bias
and effectively within and across departments.
 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 Joint Council for
Qualifications guidance.
 To ensure the consideration of historical centre data in the process, and the appropriate
decision making in respect of, teacher assessed grades.
 To support a high standard of internal quality assurance in the allocation of teacher
assessed grades.
 To support our centre in meeting its obligations in relation to equality legislation.
 To ensure our centre meets all requirements set out by the Department of Education, Ofqual,
the Joint Council for Qualifications and awarding organisations for Summer 2021
qualifications.
 To ensure the process for communicating to candidates and their parents/carers how they
will be assessed is clear, in order to give confidence.
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Roles and responsibilities
This section of our Centre Policy outlines the personnel in our centre who have specific roles and
responsibilities in the process of determining teacher assessed grades this year.
Roles and Responsibilities
This section gives details of the roles and responsibilities within our centre

Head of Centre




Our Head of Centre will be responsible for approving our policy for determining teacher
assessed grades.
Our Head of Centre has overall responsibility for the school as an examinations centre and
will ensure that clear roles and responsibilities of all staff are defined.
Our Head of Centre will ensure a robust internal quality assurance process has been
produced and signed-off in advance of results being submitted.

Senior Leadership Team and Subject Leaders
Our Senior Leadership Team and Subject Leaders will:
 provide training and support to appropriate staff.
 support the Head of Centre in the quality assurance of the final teacher assessed grades.
 ensure an effective approach within and across departments and authenticating the
preliminary outcome from single teacher subjects.
 be responsible for ensuring staff have a clear understanding of the internal and external
quality assurance processes and their role within it.
 ensure that all teachers within their department make consistent judgements about student
evidence in deriving a grade.
 ensure all staff conduct assessments under the appropriate levels of control with reference
to guidance provided by the Joint Council for Qualifications.
 ensure teachers have the information required to make accurate and fair judgements.
 ensure that assessments are designed to give a fair representation of what a student knows
and/or can do.
 ensure that standardisation and moderation are completed to the highest standard, in line
with school expectations.
 ensure that the following documents are created/completed by Subject Leaders and are
used to guide the process:
- TAG Formation spreadsheet which outlines which evidence is to be used for all students.
This spreadsheet will include the title of the assessment, the date, a description,
moderation arrangements, syllabus areas covered, marks and weighting (where possible)
- A clear departmental moderation schedule
- Moderation record sheets for second marking evidence
- Subject Leader Checklist is completed for each qualification being submitted

Teachers/ Specialist Teachers / SENCo
Our teachers, specialist teachers and SENCo (with the support of the Assistant SENCo) will:
 ensure they conduct assessments under our centre’s appropriate levels of control, in line
with the school assessment policy.
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support the subject leaders in ensuring that the centre has sufficient evidence, in line with
this Centre Policy and guidance from the Joint Council for Qualifications, to provide teacher
assessed grades for each student they have entered for a qualification.
support the subject leader in securely storing evidence that was used to justify decisions.
Ensure that students are assessed fairly making sure they have appropriate access
arrangements in place.

Examinations and Data Manager
Our Examinations and Data Manager will:
 be responsible for the administration of our final teacher assessed grades and for managing
the post-results services.
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Objectivity
This section of our Centre Policy outlines the arrangements in place to ensure objectivity of decisions.
Objectivity
This section gives a summary of the arrangements in place within our centre in relation to
objectivity.
Staff will fulfil their duties and responsibilities in relation to relevant equality and disability
legislation.
Senior Leaders, Subject Leaders and Centre will consider:
 sources of unfairness and bias (situations/contexts, difficulty, presentation and format,
language, conditions for assessment, marker preconceptions).
 how to minimise bias in questions and marking and hidden forms of bias); and
 bias in teacher assessed grades.
To ensure objectivity, all staff involved in determining teacher assessed grades will be made aware
that:
 unconscious bias can skew judgements.
 the evidence presented should be valued for its own merit as an indication of performance
and attainment.
 awarding of raw marks should not be influenced by candidates’ positive or challenging
personal circumstances, character, behaviour, appearance, socio-economic
background, or protected characteristics. All special considerations will be applied as the
final stage in the process.
Objectivity will also be maintained by:
 anonymising assessment scripts so that students‘ names are not on the papers.
 having a robust internal standardisation and moderation process in place.
 The external moderation of scripts by an external assessor who is an identified subject
expert from across the Arthur Terry Learning Partnership MAT.
 A range of evidence being used to inform judgements.
The following underlying principles have been shared with all staff to underpin marking and
moderation across the school:

Procedural - Resources and systems are in place to protect and support staff. Therefore, it is

essential that a procedural approach is always taken.
Parity – At all stages leaders must seek to ensure that there is parity of process and judgment
between marks awarded.
Objectivity – Students’ work should be anonymised where possible and leaders must challenge
colleagues where preconceptions and biases are perceived, ensuring that all decisions are
evidenced based.
Relativity – When standardising and moderating samples of students‘ assessed work they should be
organised numerically and judged in relation to other pieces awarded a similar mark, to ensure that
marks awarded are fair and accurate at each level and that staff are confident in the application of
the mark schemes.
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Training, support and guidance
This section of our Centre Policy outlines the training, support and guidance that our centre will
provide to those determining teacher assessed grades this year.
Training
This section provides details of the approach our centre will take to training, support and guidance
in determining teacher assessed grades this year, including:
 Teachers involved in determining grades in our centre will attend any centre-based training
to help achieve consistency and fairness to all students.
 Teachers will engage fully with all training and support that has been provided by the Joint
Council for Qualifications and the awarding organisations.
Support for Newly Qualified Teachers and teachers less familiar with assessment
This section provides details of our approach to training, support and guidance for newly qualified
teachers and teachers less familiar with assessment, including:
 Subject Leaders will provide mentoring, where appropriate, to NQTs and teachers less
familiar with assessment.
 Subject Leaders will make sure that the marking and assessment performed by all teachers,
including NQTs, is reviewed as part of the internal moderation phase.
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Overview of TAG process and timeline
Below is the overview of the process at the centre. Each phase will take place at different times
dependent on the subject and the key stage

Phase
1

Phase
2

Phase
3

Phase
4

Description

By who?

Planning

Subject
Leaders

Overseen
by?
Line
managers

Subject
Teachers

Subject
Leaders

Subject
teachers

Subject
Leaders

External
Assessor /
Subject expert
from another
centre
Subject
leaders

The ATLP’s
LAT team

Subject
leaders and
senior leaders

Headteacher

The
Headteacher
and Senior
Leaders

Headteacher

Subject Leaders plan what
data they need to make
judgements and which
evidence is best suited to
the process. Teams to
consider what data they
already have and what
further data and evidence is
needed.
Assessment
Any further assessments are
designed using guidance
from exam boards and
delivered as part of an
assessment series.
Standardisation All assessment materials are
and Moderation standardised and moderated
within department areas. All
student work is anonymised
and randomly distributed.
External
A sample of student work is
moderation
submitted to the external
assessor for moderation
from a partnership school.

Phase
5

Data input,
validation and
checking

Phase
6

Award of
grades

Phase
7

Adjustment of
grades
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All data that is to be
factored into the judgement
for teacher assessed grades
to be entered onto the TAG
formation spreadsheet. The
data will be double checked
for accuracy at every stage.
Subject leaders will meet
with line managers and
assessment team (LG) to
confirm the award of grades.
The Headteacher and Senior
Leaders will manage the
adjustment of the grades in
light of considerations.

Data Team

Use of appropriate evidence (Phase 1 + 2)
This section of our Centre Policy indicates how our centre will give due regard to the section in the
JCQ guidance entitled: Guidance on grading for teachers.
Use of evidence
This section gives details in relation to our use of evidence, including what will be collected, how it
will be recorded and stored, and by whom:
 Subject Leaders are the experts in their curriculum area and must coordinate what evidence
they feel is needed/required to make a robust judgement.
 The evidence used must be consistent across the cohort.
 Teachers’ gathering of evidence will adhere to the Ofqual Head of Centre guidance on
recommended evidence, and further guidance provided by awarding organisations.
 All candidate evidence used to determine teacher assessed grades, and associated
documentation, will be retained and made available for the purposes of external quality
assurance and appeals.
 There is a range of evidence we will be using, this WILL include:
- Student work produced in response to assessment materials provided by awarding
organisation(s), including groups of questions, whole or partial past papers, or similar
materials such as practice or sample papers.
Evidence under consideration MAY ALSO include:
- Non-exam assessment work (often referred to as coursework), even if this has not been
fully completed.
- Student work produced in centre-devised tasks that reflect the specification, that follow
the same format as awarding organisation materials, and have been marked in a way
that reflects awarding organisation mark schemes.
- Internal tests taken by students.
- Mock assessment taken over the course of study.
- Records of a student’s capability and performance over the course of study in
performance-based subjects such as music, drama and PE.
Use of Additional Assessment Materials:





We will use additional assessment materials to give students the opportunity to show what
they know, understand, or can do in an area of content that has been taught but not yet
assessed.
We will use additional assessment materials to give students an opportunity to show
improvement in areas of work that they have already been assessed previously.
We will use additional assessment materials to support consistency of judgement between
teachers or classes by giving everyone the same task to complete.
We are aware that elements of questions or part questions that have not been taught may
be combined or removed as appropriate.
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Our centre will ensure the appropriateness of evidence and balance of evidence in arriving at
grades in the following ways:






We will consider the level of control under which an assessment was completed, for
example, whether the evidence was produced under the school's level of appropriate
control, under teacher supervision, or at home. (see malpractice section of this document)
We will ensure that we are able to authenticate the work as the student’s own, especially
where that work was not completed within school.
We will consider the limitations of assessing a student’s performance when using
assessments that have been completed more than once, or drafted and redrafted, where this
is not a skill being assessed.
We will consider the specification and assessment objective coverage of the assessment.
We will consider the depth and breadth of knowledge, understanding and skills assessed,
within individual assessments.

Authenticating evidence
This section of our Centre Policy details the mechanisms in place to ensure that teachers are
confident in the authenticity of evidence, and the process for dealing with cases where evidence is
not thought to be authentic:
 Robust mechanisms, which will include the undertaking of assessments in class with the
teacher present, will be in place to ensure that teachers are confident that work used as
evidence is the students’ own and that no inappropriate levels of support have been given
to students to complete it, either within the centre or with external tutors.
 Full assessment series have been offered to departments so that they can produce reliable
an authentic evidence.
 Where it is found that students have attempted to manipulate or interfere with evidence, the
evidence will be void and not counted towards the formation of a TAG.

Access Arrangements (Phase 2)
This section summarises how access arrangements will be put into place to ensure that students have
access to the correct adjustments to meet their needs.
Access Arrangements
 The SENDCO (with support from the Assistant SENCO) will make sure that access
arrangement information is up to date and available for all members of staff.
 The assessment team and the SENDCO will ensure that students have access to the correct
arrangements if undertaking formal assessment.
 Teaching staff will ensure that students have the correct access arrangements when
undertaking in-class assessments.
 In instances where students do not have access to the correct access arrangements, special
consideration may be sought. Staff should notify the assessment team who will record this
as a consideration in phase 7.
 Staff are not to adjust the raw marks themselves as special consideration will be applied
consistently via a panel decision at the end of the process.

9|Page

Standardisation and Moderation (Phase 3 and 4)
This section of our Centre Policy outlines the approach our centre will take to ensure internal
standardisation of teacher marks, to ensure consistency, fairness and objectivity of decisions. Further
details of our internal standardisation and moderation process can be found in the appendix. Further
details of our external moderation process can also be found in the appendix.
Summary of internal standardisation and moderation
 We will ensure that all teachers involved in determining teacher assessed grades read and
understand this Centre Policy document.
 In subjects where there is more than one teacher and/or class in the department, we will
ensure that our centre carries out an internal standardisation process.
 In single teacher subjects, external moderation will take place, as outlined below.
 We will ensure that all teachers are provided with training and support to ensure they take a
consistent approach to awarding marks to assessed work.
 We will ensure that the TAG formation spreadsheet will form the basis of internal
standardisation and moderation and it will be used to record all standardisation and
moderation activities.
 Subject Leaders will take full ownership of the process.
 Subject Leaders will use the TAG formation spreadsheet to identify trends and address
concerns about the award of marks.
 We will offer further support by accessing expertise across the ATLP MAT (see Appendix I)
and/or using teachers from local centres.
Summary of external moderation
 All subjects will undergo external moderation.
 An identified subject expert / external assessor from another school (either in the ATLP MAT
or another local school) will sample assessed work and verify the award of marks.
 Feedback will be given to Subject Leaders and Senior Leaders who may adjust marks
awarded as a result.
 Where there are serious concerns about the standard of marking, an appropriate review of
the department processes will be led by the subject expert from another centre in
collaboration with a nominated senior leader from our centre.
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Determining teacher assessed grades (Phase 5+6)
This section of our Centre Policy outlines the approach our centre will take to awarding teacher
assessed grades.
Uploading data to the TAG formation spreadsheet
 Subject Leaders will work with their teams to accurately upload all data that has been
identified as relevant in the formation of TAGS. At least two members of the department will
take part in this process to avoid human errors.
 All assessment materials will be retained for future reference.
 Existing data from the school’s data management system will be transferred automatically by
a member of the data team and will be checked by subject staff.
Awarding teacher assessed grades based on evidence
 Once all the data has been entered a panel will convene to review the evidence and data
being used to determine the TAG.
 The panel will consider a range of factors including the quality of the data gathered and its
reliability considering factors such as staffing changes and where some candidates may have
missing data.
 The panel will be comprised of the Subject Leader and other relevant subject experts as well
as two nominated senior leaders. At this stage, once grades have been awarded a
comparison will be made to previous cohorts (see section below).
Comparison of Teacher Assessed Grades to results for previous cohorts
This section gives details of our internal process to ensure a comparison of teacher assessed
grades - at qualification level - to results for previous cohorts from our centre who completed the
same qualification.
 We will compile information on the grades awarded to our students in prior June series in
which assessment took place (e.g. 2017 - 2019).
 We will omit subjects that we no longer offer from the historical data.
 We will consider the size of our cohort from year to year.
 We will consider the stability of our centre’s overall grade outcomes from year to year.
 We will consider both subject and centre level variation in our outcomes during the internal
quality assurance process.
 We will prepare a succinct narrative on the outcomes of the review against historic data
which, in the event of significant divergence from the qualifications-levels profiles attained in
previous examined years, addresses the reasons for this divergence.
This section gives details of the approach our centre would follow if our initial teacher assessed
grades for a qualification are viewed as overly generous or harsh compared to results in previous
years:
 We will compile historical data giving appropriate regard to potential mixtures of A*-G and
9-1 grades in GCSEs. Where required, we will use the Ofqual guidance to convert legacy
grades to the new 9 to 1 scale.
 We will bring together other data sources that will help to quality assure the grades we
intend to award in 2021.
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Special Consideration including Lost Learning Time (Phase 7)
This section of our Centre Policy outlines the approach our centre will take to account when
considering grade adjustment based on special circumstances.
Details of the special consideration process can be found in appendix 6.
Reasonable adjustments and mitigating circumstances (special consideration)
 All special considerations will be considered by a panel, with decisions taken at the end of
the process. The panel will seek to award special consideration fairly and consistently whilst
also striving to consider the individual, unique circumstances of each candidate.
 There will be no blanket award of special consideration and each candidate will be assessed
as an individual.
 To ensure consistency in the application of special consideration, we will ensure all teachers
have read and understood the document: JCQ – A guide to the special consideration
process, with effect from 1 September 2020
 Adjustments will be made to the percentage raw mark achieved by the candidate. This
approach may or may not result in a change to the TAG awarded.
 Special consideration will be evidence-based, and the panel may ask for evidence such as a
doctor's note, attendance records, or an impact statement from the candidate.
 Special consideration will be applied in all circumstances that would normally be valid in a
traditional assessment series.
 Special consideration will also be applied to Covid-19 related absences and circumstances
that might have affected a student’s performance.
 Special consideration will also be applied in circumstances where the school has failed to
provide the proper and agreed access arrangements or support to students when engaging
in assessments.
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Recording decisions and retention of evidence and data
This section of our Centre Policy outlines our arrangements to recording decisions and to retaining
evidence and data.
Recording decisions
 We will ensure that Senior Leaders and Subject Leaders maintain records that show how the
teacher assessed grades formation process operated, including the rationale for decisions in
relation to marks/grades. Meeting minutes will be appropriate for this purpose.
 Subject Leaders will be required to collate and store the evidence that was used and
recorded onto the TAG formation spreadsheet.
Retention of Evidence and Data
This section outlines our approach to recording decisions and retaining evidence and data.
 We will comply with our obligations regarding data protection legislation (GDPR).
 We will ensure that evidence is retained securely electronically in at least two separate
systems (Office 365 on The TAG Formulation Spreadsheet and Go4Schools) which will
safeguard against possible cyberattacks or accidental data loss. Documents will also be
backed up on a USB device to be held on site securely by the data team.
 Data will be secured on Microsoft Office 365 cloud with documents having tight permission
restrictions imposed so that they cannot be deleted or copied.
 All evidence that is generated in the assessment cycles will be retained securely by subject
leaders. This will be well labelled and accessible by the assessment team in case of appeals
etc.
 Where historic assessment data has been used subject leaders will not be required to gather
all the physical evidence that was used to generate this data. Subject leaders should attempt
to gather as much evidence as possible but there is an understanding that some of this
work will have been handed to students and may have been lost.
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Confidentiality, malpractice, and conflicts of interest
This section of our Centre Policy outlines the measures in place to ensure the confidentiality of the
grades our centre determines, and to make students aware of the range of evidence on which those
grades will be based.
Confidentiality
This section details the measures in place in our centre to maintain the confidentiality of grades,
while sharing information regarding the range of evidence on which the grades will be based.
 All staff involved have been made aware of the need to maintain the confidentiality of
teacher assessed grades.
 All teaching staff have been briefed on the requirement to share details of the range of
evidence on which students’ grades will be based, while ensuring that details of the final
grades remain confidential.
 Relevant details from this Policy, including requirements around sharing details of evidence
and the confidentiality requirements, have been shared with parents/guardians via written
correspondence.
This section of our Centre Policy outlines the measures in place to prevent malpractice and other
breaches of exam regulations, and to deal with such cases if they occur.
Malpractice
This section details the measures in place in our centre to prevent malpractice and, where that
proves impossible, to handle cases in accordance with awarding organisation requirements.
 Our general centre policies regarding malpractice, maladministration and conflicts of
interest have been reviewed to ensure they address the specific challenges of delivery in
Summer 2021.
 When students have completed work remotely a comparison between ‘in schoolwork’ and
remote learning work will be made. Any considerable differences will be reviewed on an
individual basis. If there is any doubt surrounding work completed at home, further
discussions will take place to confirm the authenticity of the work submitted. This could
lead to the work being disregarded.
 All staff involved have been made aware of these policies and have received training in
them as necessary.
 All staff involved have been made aware of the specific types of malpractice which may
affect the Summer 2021 series including:
o breaches of internal security;
o deception – including failing to follow procedures for remote assessment in the student's
home.
o improper assistance to students;
o failure to appropriately authenticate a student’s work;
o over-direction of students in preparation for common assessments;
o allegations that centres submit grades not supported by evidence that they know to be
inaccurate;
o Centres’ entry of students who were not originally intending to certificate a grade in the
Summer 2021 series;
o failure to engage as requested with awarding organisations during the External Quality
Assurance and appeal stages; and
o failure to keep appropriate records of decisions made and teacher assessed grades.
Staff have been informed of the consequences of malpractice or maladministration as
published in the JCQ guidance: JCQ Suspected Malpractice: Policies and Procedures. The
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potential penalties ranging from a delay to students receiving their grades, up to, and
including, removal of centre status have been outlined to all relevant staff.
This section of our Centre Policy outlines the measures in place to address potential conflicts of
interest.
Conflicts of Interest
This section details our approach to addressing conflicts of interest, and how we will respond to
such allegations.
 To protect the integrity of assessments, all staff involved in the determination of grades
must declare any conflict of interest such as relationships with students to our Head of
Centre for further consideration.
 Our Head of Centre will take appropriate action to manage any conflicts of interest
arising with centre staff in accordance with the JCQ documents - General Regulations
for Approved Centres, 1 September 2020 to 31 August 2021.
 We will also carefully consider the need if to separate duties and personnel to ensure
fairness in later process reviews and appeals.
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External Quality Assurance
This section of our Centre Policy outlines the arrangements in place to comply with awarding
organisation arrangements for External Quality Assurance of teacher assessed grades in a timely and
effective way.
External Quality Assurance
This section outlines the arrangements we have in place to ensure the relevant documentation
and assessment evidence can be provided in a timely manner for the purposes of External Quality
Assurance sampling, and that staff can be made available to respond to enquiries.
 All staff involved have been made aware of the awarding organisation requirements for
External Quality Assurance as set out in the JCQ Guidance.
 All necessary records of decision-making in relation to determining grades will be properly
kept and can be made available for review as required.
 All student evidence that forms the basis for decisions regarding the determination of
grades has been retained and can be made available for review as required.
 Instances where student evidence used to decide teacher assessed grades is not available,
for example where the material has previously been returned to students and cannot now
be retrieved, will be clearly recorded on the appropriate documentation.
 All staff involved have been briefed on the possibility of interaction with awarding
organisations during the different stages of the External Quality Assurance process and can
respond promptly and fully to enquiries, including attendance at Virtual Visits should this
prove necessary.
 Arrangements are in place to respond fully and promptly to any additional
requirements/reviews that may be identified as a result of the External Quality Assurance
process.
 Staff have been made aware that a failure to respond fully and effectively to such
additional requirements may result in further action by the awarding organisations,
including the withholding of results.

Results
This section of our Centre Policy outlines our approach to the receipt and issue of results to students
and the provision of necessary advice and guidance.
Results
This section details our approach to the issue of results to students and the provision of advice
and guidance.
 All staff involved have been made aware of the specific arrangements for the issue of
results in Summer 2021, including the issuing of A/AS and GCSE results in the same week.
 Arrangements will be made to ensure the necessary staffing, including assessment office
and support staff, to enable the efficient receipt and release of results to our students.
 Arrangements will be in place for the provision of all necessary advice, guidance and
support, including pastoral support, to students on receipt of their results.
 Such guidance will include advice on the appeals process in place in 2021 (see below).
 Appropriate staff will be available to respond promptly to any requests for information
from awarding organisations, for example regarding missing or incomplete results, to
enable such issues to be swiftly resolved.
 Parents/guardians will be made aware of arrangements for results days.
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Appeals
This section of our Centre Policy outlines our approach to Appeals, to ensure that they are handled
swiftly and effectively, and in line with JCQ requirements.
Appeals
This section details our approach to managing appeals, including Centre Reviews, and subsequent
appeals to awarding organisations.
 All staff involved have been made aware of the arrangements for, and the requirements of,
appeals in Summer 2021, as set out in the JCQ Guidance.
 Internal arrangements will be in place for the swift and effective handling of Centre Reviews
in compliance with the requirements.
 All necessary staff have been briefed on the process for, and timing of, such reviews, and
will be available to ensure their prompt and efficient handling.
 Learners will be issued with a letter with their results that will appropriately inform them of
the necessary stages of appeal for students and parents/carers.
 Arrangements will be in place for the timely submission of appeals to awarding
organisations, including any priority appeals, for example those on which university places
depend.
 Arrangements will be in place to obtain the written consent from students to support the
initiation of appeals, and to record their awareness that grades may go down as well as up
on appeal.
 Appropriate information on the appeals process will be provided to parents/carers.

Covid-related school closure
This section outlines the school’s approach to TAGS in the situation where the school needs to close due to
a covid related incident.
Covid related closure
In the event of a school closure a bespoke intervention will need to take place given the nature,
extent and timing of the closure. In the event of a closure the school leaders including subject
leaders will consider:
1. Do subjects leaders have enough evidence to award TAGs?
2. What further evidence is needed to award TAGS?
3. How can any planned assessments be adapted to be delivered remotely utilising the
school’s remote learning policy?
4. How can the department’s assessment schedule be adapted to mitigate issues that were
caused by the closure?
Once full discussions have taken place and leaders are in a position of knowledge a whole school
approach can be determined by the Senior Leadership team.
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Appendix I – ATLP External Moderation Process

ATLP External Moderation Process 2020-2021
To support schools with the accuracy of teacher assessed grades (TAGs), experienced exam
board assessors are to be identified from across the ATLP to lead on a process of external
moderation. Assessors will cover all subjects at GCSE and A Level where expertise can be
identified. To ensure that the process is a help to curriculum leaders, external moderation will be
available at differing tiers of support. The tier of support for subjects will be decided by the school.
The three tiers of support are;
Tier 1 (1): A department with the experience to select appropriate evidence for the generation of
TAGs. The moderation process will validate the marks awarded by teachers across the
department and recommendation(s) made if marking needs to be improved.
Tier 2 (2): A department that requires additional support with the identification of the most
appropriate evidence to generate TAGs. Additional support will be provided by the external
assessor following the moderation to implement potential recommendation(s) of how to improve
the accuracy of the marking prior to the final assessment window.
Reciprocal (R): Experience exists across two or more departments of the same subject to
reciprocally moderate evidence and provide feedback to one and other.
NOTE: External moderation is provided to schools only when there is an assessor with experience
of marking for an exam board. In circumstances where there is no expertise for an exam board the
school will source support for moderation from a school outside the ATLP.
The process moderates the mark / grade awarded for the submitted evidence and will not make a
judgement on the overall grade awarded to individual students (this will be determined by a
school’s internal moderation process).
Tier 1

Tier 2
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Reciprocal

Schedule for external moderation:
There is no common assessment window for ATLP schools. Departments will contact the external
assessor during the first week after the Easter break to share the date when the selected evidence
will be ready to start the moderation process. External assessors will be provided with time off
timetable to carry out the moderation. The time committed for this will be agreed with the senior
lead responsible for cover in the school.
The moderation process for a school will need to be completed within five working days.
A copy of the moderation summary form is below:
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Appendix II – ATLP External Moderation Process Curator Guidance

ATLP [SUBJECT NAME] External Moderation Process

Following the second lockdown earlier this term it was inevitable that external examinations would again
be cancelled this summer. As a result, the DfE have decided that this summer the teachers of Y11 and Y13
will decide on Teacher Assessed Grades (TAGs). Leaders across the ATLP have worked hard to ensure that a
robust system of assessment exits in each school to ensure that our students efforts are rewarded with the
right grade.
Working within a multi-academy trust enables schools to work collaboratively together, to ensure that the
marks awarded for assessments are accurate and lie within the expected tolerance of the examination
boards. An external moderation process will ensure that there is an added layer of quality assurance to
support leaders counter any appeals this summer.
As an experienced assessor, you have been identified to have the subject expertise to support this process.
The process will involve the verifications of marks awarded for an assessment not the final grading of the
students (this will be determined by the school’s own internal moderation process).
Curriculum leaders in each of our school have evaluated the external support required by departments in
their school. We have adopted a two tier approach to the support needed from yourself. Tier 1 will be a
department that requires a light touch approach to moderation and tier 2, a greater degree of support will
be needed with the assessment and moderation process. For your subject, schools have been placed in to
the following tiers:
Tier 1
Contact
Tier 2
Contact

Headteachers have agreed that the process is valuable and time needs to be given over to this external
moderation process. Leaders will ensure that you have the equivalent of two days off timetable to support
the process.
Summary of support required:
Tier 1








During the first week back after Easter, the school will email you the date that the scripts will be sent to you and
communicate the focus question for moderation.
The school will scan and email you a sample of six scripts. The school will have identified one question on the
paper to be the focus of the moderation. The scripts will vary in from the lowest mark to the highest mark with
four in between.
For the sample question, you will moderate the accuracy of the marking and decide whether or not marks would
be within the tolerance of the examination board.
A brief summary will be emailed back to the school. The summary will identify whether marks need to be
adjusted and a recommendation of how many marks by. An adjustment of marks might be recommended for
certain scripts e.g., only those with the higher marks. The summary will also suggest recommended changes to
the marking for future assessment.
The summary will make reference to the marks awarded only and will not consider grading.
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Tier 2

In the first week back after Easter, prior to the moderation process, you will email the contact from the school to
arrange a thirty minute TEAMs meeting. The meeting will explore the rationale for assessments chosen. Also,
this will be an opportunity to agree on a question to focus the moderation on and for the department to justify
the rationale for that choice.
Following the assessment, the school will scan and email you a sample of six scripts. The school will have
identified one question on the paper to be the focus of the moderation. The scripts will vary in from the lowest
mark to the highest mark with four in between.
For the sample question, you will moderate the accuracy of the marking and decide whether or not marks would
be within the tolerance of the examination board.
A second TEAMs meeting will be arranged with the school to summarise the outcomes of the meeting. The
summary will identify whether marks need to be adjusted and a recommendation of how many marks by. An
adjustment of marks might be recommended for certain scripts e.g., those with the higher marks. The summary
will also suggest recommended changes to the marking for future assessment.
Any follow-up activities required will discussed in the meeting to ensure that marking is accurate.
The summary will make reference to the marks awarded and will not consider grading.











There is no common assessment window for ATLP schools. Departments will email you during the first
week after the Easter break to share the date that the assessments will be ready to start the moderation
process. This will allow you to work with those responsible for cover, to identify times that you will need to
off timetable to carry out the required process. The moderation process for a school will need to be
completed within five working days.
The summary sheet to be used for the moderation process is on the next page.
Thank you for committing to support this process. Your expertise is valued and will ensure that as a trust
we are able to support one and other through these challenging times.
If you have any further questions regarding the process, or need support at any point during the
moderation please contact Simon Roberts ( simon.roberts@atlp.org.uk ).

ATLP Subject External Moderation
School:
Subject:
Tier of support:
Moderation of marks
Script No.

1
2
3
4
5
6
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Mark awarded by
school

Mark awarded by
moderation

Difference
between school
and moderators
mark

Within Tolerance
Y/N

Recommendation of how marking should be adjusted:
Recommendations of how marking can be improved:

External Moderator:
Date:
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Appendix III - Subject Leader checklist/declaration for teacher assessed
grades in Summer 2021
A Subject Leader checklist/declaration should be completed for each subject before submitting the grades
for internal standardisation.
The checklist is written with a minimal amount of content in [brackets] that can be deleted, and material in
CAPITAL LETTERS that should be added, if the content is retained.
You should take account of the guidance provided in the document: JCQ Guidance on the determination of
grades for A/AS Levels and GCSEs for summer 2021

Subject Leader Checklist / Declaration
[ADD SCHOOL NAME HERE]
[ADD DEPARTMENT NAME HERE]
[ADD SUBJECT TITLE & SUBJECT CODE HERE (eg GCSE Maths)]

Declaration
1. Where applicable, the students were given their approved access arrangements whilst producing the
evidence contributing to the final grade. Any circumstances where this did not take place have been
reported to Kan Mir (assessment@arthurterry.bham.sch.uk) for special consideration.
2. Mitigating circumstances (special consideration) that affected candidates in producing evidence was
NOT taken into account in determining the candidates raw score on the TAG formulation
spreadsheet. Any circumstances where there are mitigating circumstances have been reported to
Kan Mir (assessment@arthurterry.bham.sch.uk) for special consideration.
3. The evidence has been authenticated as the candidates’ own work.
4. Where applicable, evidence from other centres has been taken into account (e.g. when a student has
moved schools or is dual registered).
5. At departmental level, we have determined which evidence will be considered and the relative
weighting that should be given to each piece of evidence.
6. At departmental level, the teaching team have considered the various sources of potential evidence
against the criteria (including consistency of marking for historic assessments).
7. Consideration has been given to ensure decisions made are free from bias and aligned to appropriate
equality and discrimination legislation.
Provide detail and justification where you have indicated N to any of the above:
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Y/N

Head of Department Name:

____________________________

Signature:

____________________________

Date:

____________________________

Second Teacher Name:

____________________________

Signature:

____________________________

Date:

____________________________
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Appendix III – Example of TAG Formulation Spreadsheet
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Appendix IV – Standardisation and Moderation Guidance

TAG Moderation Process.
To ensure a consistent and robust approach, leaders must apply processes that are governed by the principles
below when assessing all work that is going to contribute towards a teacher assessed grade.
Underlying principles that must be applied:
Procedural - Resources and systems are in place to protect and support staff. Therefore, it is essential that a
procedural approach is always taken.
Parity – At all stages leaders must seek to ensure that there is parity of process and judgment between marks
awarded.
Objectivity – Students’ work should be anonymised where possible and leaders must challenge colleagues where
preconceptions and biases are perceived, ensuring that all decisions are evidenced based.
Relativity – When standardising and moderating samples of student’s assessed work they should be organised
numerically and judged in relation to other pieces awarded a similar mark, to ensure that marks awarded are fair
and accurate at each level and that staff are confident in the application of the mark schemes.
There are four distinct phases of the process.
Standardisation, Marking, Moderation, Upload
1) Standardisation. Led by: Subject Leader. Minutes kept by: A nominated member of staff.
Before Standardisation Meeting:
 Subject Leader selects a random range of papers.
 Subject leader selects the questions that will be standardised. It is suggested that the entire paper is
standardised however due to the nature of some subjects perhaps where there are multiple choice
questions these responses do not need to be standardised.
 Subject leader organises photocopies to be made of the papers that will be standardised.
During Standardisation Meeting:
 Subject leader chairs the meeting.
 Subject teachers methodically work through each question, applying the mark scheme.
 Standardisation should take place on a question by question basis rather than script by script. The table
below illustrates this.
Script
1

Script
2

Script
3

Q1
Q2
Q3
Q4
Q5






After each response has been marked the subject leader chairs a discussion so that colleagues can agree
on the mark that should be awarded for that response. The subject leader must ensure that where there
are disagreements over what mark should be awarded that a consensus is reached.
If at this point a consensus is not reached then the subject leader should move on to the next question
and after the meeting should seek advice from the exam board over how they have interpreted the mark
scheme. Marking cannot begin on this question until there is consensus.
Once each question has been marked on all papers, they should be placed in a rank order to validate that
the mark is correct. Further discussion may need to take place when these comparisons are made.
Colleagues must then agree on the level of commentary that is expected when awarding marks and the
use of marking codes.
Subject leader then distributes papers. The paper data tracker is used to log which members of staff
receive each script (this is crucial for the moderation stage)

26 | P a g e

2) Marking.
 Teachers mark the scripts that they have been allocated.
 Teachers work through the scripts question by question rather than paper by paper.
 Teachers annotate the scripts in the agreed way to explain the award of marks.
 Feedback isn’t given to the students on how to improve.
 Where scripts are not anonymized teachers should avoid looking at the names on the front.
 Teachers should RAG rate how confident they are with their application of the mark scheme with
a RAG colour on the front of the script:
-Green – I am very confident I have applied the mark scheme successfully
-Amber – I am confident that I have applied the mark scheme successfully
-Red – I am not confident - this needs moderating

3) Moderation. Led by: Subject Leader. Minutes kept by: A nominated member of staff.
Before the meeting:
 Subject Leader establishes a sample size required for robust moderation. This will be determined by
considering the size of the cohort as well as the number of teachers who were marking. The school
recommends the following:
- For qualifications over 100 entries a 20% sample size is adequate.
- For qualifications between 30-100 entries a sample size of 30% is adequate
- For qualifications under 30 entries at least 40% of scripts should be moderated
During the meeting:
 All scripts are arranged in rank order.
 Samples taken from across the range of marks awarded AND ensuring that each teacher has their marking
moderated.
 SL monitors the range of samples so that all teachers have their marking moderated sufficiently.
 For each question the moderator must use a different colour pen for annotations and sign that they agree
with the mark awarded.
 Where the moderator disagrees but the mark awarded by the moderator is within the same band on the
mark scheme then the mark remains the same as was originally assessed. This should be annotated using
a different colour pen.
 Where the moderator disagrees, and the mark awarded is significantly different then a third marker is
required. Any changes to the mark should be annotated in a different colour pen. The moderator must
amend the mark on the page as well as the mark on the front sheet of the script.
 Where the marking is agreed with, the moderator signs the front of the script to agree with marks given.
 SL will track all changes to marks awarded. Where trends emerge (for instance one teacher consistently
over/under-awarding) the SL must consult with LG link and Vanessa Stewart to agree next steps.

4) Upload data to spreadsheet
Led by subject leader. All members of the Department should be part of this process so that the data uploaded
can be double checked to avoid human error.
 Prior to the meeting, the subject leader will need to check that the adding up of marks awarded tallies
to the front of the paper. This checking could be distributed as part of the moderating process.
 Subject leader will read out the candidate number from the spreadsheet.
 The member of staff who marked that script reads out the mark awarded, checking that the mark on
the front is accurate if the script has been moderated.
 All scripts should be kept secure in order of candidate number.
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Appendix V – Internal Moderation Front Sheet
Arthur Terry Standardisation and Moderation Grid
Course name
Candidate Number
Question number/assessment
name
Total marks available

Underlying principles that must be applied:
Procedural - Resources and systems are in place to protect and support staff. Therefore it is essential that a
procedural approach is taken at all times.
Parity – At all stages leaders must seek to ensure that there is parity between marks awarded.
Objectivity – Students work should be anonymised where possible and leaders must challenge colleagues
where preconceptions and biases are perceived ensuring that decisions are evidenced based.
Relativity – When standardising and moderating samples of student’s assessed work they should be organised
numerically to ensure that marks awarded are accurate are each level so that staff are confident in the application of
the mark schemes.
Record of standardisation/moderation
First marker total
Second marker total
Third marker (only when
significant variation/agreement not
reached)

Agreed total mark
Brief record of moderation discussion:

Marker initials
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Appendix VI – Special Consideration
Aims:




To provide a fair and consistent approach in awarding students special consideration.
To provide a framework that mirrors existing special consideration frameworks published by JCQ.
To provide a framework that also fairly mitigates the impact of the challenges faced by learners in the
context of Covid-19 pandemic

Principles:





Decisions are evidence based
Decisions are made by committee
Whilst the framework ensures a consistent approach the final decision on special consideration is made in
light of individual circumstances
Comparative and/or blanket decision making will not take place.

Process:








When applying special consideration regarding the TAG grades consideration will be awarded centrally by a
committee of professionals and not by the subject teachers.
The panel will refer to JCQ guidance on special consideration and Covid related special considerations will be
judged against the same framework considering the extent of impact in line with guidance given.
Special consideration will be calculated after the collation of raw data and it is the raw data that will be
adjusted NOT the grade that relates to the data. i.e. special consideration will be awarded based on a % of
the overall raw score.
All special consideration decisions will be made by a committee of at least three senior members of staff
including the Head Teacher.
All special considerations decisions made regarding SEND pupils will also be made in liaison with the SENDCO
or deputy SENDCO.
All special consideration decisions will be quality assured by a nominated senior leader from another school
within the ATLP MAT. If concerns arise from the QA process the special consideration will be reconsidered by
the original committee that awarded the consideration in the first instance.
Minutes will be kept of each meeting regarding special consideration and the minutes, as well as all the
evidence used, will be kept securely and confidentially to be referred to as and when required.
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