
Preparing for 
coursework and Non-
Examined Assessment

Knowing the rules and following the guidance



Aim of JCQ’s information, 
rules and regulations:

To ensure a fair and level playing 
field for every candidate



Subjects where you do 
NEA or CW

Time of year 
completed

Weighting towards 
overall grade:

Further Information:Subject:

MayTogether with Unit 2, 
approx. 50%  in total

Unit 1 - examCTEC Sports 
Studies

Throughout year 12Together with Unit 1, 
approx. 50% in total

Unit 2 – coursework 

May25%Unit 1 – External unitMusical Theatre –
Extended Diploma

May12.5%Unit 1 – External UnitMusical Theatre -
Diploma

April 26th16%Unit 5 – Individual 
Performance

May / June25%Unit 1- external examBTEC Media

Feb – March (A)

June – July (B-D)

25%Unit 1 Learning Aim A 
and Learning Aims B-
D

BTEC Music

May25%Unit 2- external

January25%Controlled 
Assessment

Criminology

May25%Examined 
assessment 



What is important to 
know?

You must make sure that work submitted 
for assessments is demonstrably your own 
and is a result of your own independent 
work and independent thinking;

If you receive help from someone else, 
you must let your teacher know, who will 
record it;

Keep your work secure; you must not 
share it with others and you must not 
share it on social media;

You must not copy from someone else or 
allow someone to copy from you – both 
are malpractice 



Be conscious of your use of social media



Artificial Intelligence

It’s really important that you know the rules around the use of 
AI, to avoid putting yourself at risk

If you use an AI tool which provides details of the sources it has 

used in generating content, these sources must be 
verified by you and referenced in your 
work in the same way you would reference any other external 
source. Where an AI tool does not provide such details, you should 

ensure that you have independently verify the 
AI-generated content – and then referenced 
the sources you have used. 



How to reference
1.When you use material from a book, show the name of the 

author, the year of publication and the page number, for 
example: Morrison, 2000, p29.

2. When you use any material from the internet, you should 
show the date you downloaded the material and the precise 
webpage – not just the search engine. Eg
http://news.bbc.co.uk/onthisday/hi/dates/stories/october/28/
newsid_2621000/2621915.stm, downloaded 5 February 2024.

With AI:

1.Where AI tools have been used as a source of information, you 
must acknowledge this by showing the name of the AI source 
used and the date the content was generated. For example: 
ChatGPT 3.5 (https://openai.com/ blog/chatgpt/), 25/01/2023. 

2.You must retain a copy of the question(s) and computer-
generated content for reference and authentication purposes, 
in a noneditable format (such as a screenshot) and provide a 
brief explanation of how it has been used.

3.This must be submitted with the work



800 candidates were 
penalised by having 
their exam voided, 

losing all marks



What is malpractice when it comes to 
using AI in NEA / CW?

• AI misuse is where a student has used one or more AI tools but has 
not appropriately acknowledged this use and has submitted work 
for assessment when it is not their own.

Examples of AI misuse include, but are not limited to, the 
following: 

• Copying or paraphrasing sections of AI-generated content so that 
the work submitted for assessment is no longer the student’s own 

• Copying or paraphrasing whole responses of AI-generated content

• Using AI to complete parts of the assessment so that the work does 
not reflect the student’s own work, analysis, evaluation or 
calculations 

• Failing to acknowledge use of AI tools when they have been used as 
a source of information 

• Incomplete or poor acknowledgement of AI tools 

• Submitting work with intentionally incomplete or misleading 
references or bibliographies. 

AI misuse constitutes malpractice 





Candidate Declaration Form





Requesting a review of marking

For any CW or NEA which you do, your 
teacher will tell you the mark you have 
achieved before it gets sent off to the exam 
board;
(Once it has been sent off, the exam board 
will moderate it and it can change)
You will have a few days to decide if you 
would like to request a review of marking –
you can have a copy of your work and the 
marking criteria to help you
You have to specific your reason for your 
request, which has to relate to your belief 
that it has been wrongly marked;
The school will then organise for the 
marking to be reviewed and you will be 
told of the result in writing
The reviewer could decide it should stay 
the same, go up or go down



Malpractice

‘Candidate malpractice’ means a failure to follow 
the rules by a candidate in connection with any 
examination or assessment, including the 
preparation and authentication of any controlled 
assessments, coursework or non-examination 
assessments, the presentation of any practical 
work, the compilation of portfolios of assessment 
evidence and the writing of any examination 
paper. 

Actions which constitute 
malpractice:

Ignoring instructions / 
accessing the internet during 

controlled assessments / 
copying / allowing work to be 

copied / bringing 
unauthorised materials into 

the exam room  or classroom / 
being in possession of 

confidential material / helping 
others commit malpractice / 

plagerising your work

Sanctions which may result from 
malpractice:

They will linked to assessments / 
exams taken this year;

The Exam Board can pass info on 
to other exam boards;

Sanctions range from: a warning / 
removal of marks / 

disqualification from a unit / 
qualification / all qualifications / 

being debarred



The Privacy Notice issued by JCQ 
for all candidates



Sources of information:

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


