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Key changes for 2024-25 

Page number Section Paragraph Summary of change

7 3 3.10 Where a centre is at risk of closing or is 
intending to close, it must note the steps to be 
taken.

8-9 3 3.16 to 3.19 New section on resilience and contingency 
arrangements.

9 3 3.20 to 3.21 New section on cyber security.

12-14 5 5.3 (b), (c), (m), 
(n) and (q)

Additional responsibilities for heads of centre 
to note.

15 5 5.3(z) Required policies for inspection to be reviewed 
and updated annually.

15 5 5.3(z) The centre’s written malpractice policy to 
acknowledge the use of AI.

18 5 5.7(i) Arrangements for backing-up candidates’ 
work.
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2	 Who must read these regulations?

2.1	
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3	 The agreement between centres and awarding bodies

3.1	 The approval of a centre by an awarding body signals the start of a contractual relationship 
which is governed by the contract between the awarding body and the centre, these 
regulations and any other documents published by the JCQ, the awarding bodies or the 
regulators.

	 Approval with one awarding body does not imply, and will not necessarily lead to, approval 
with another.

	 Approved centres must be able to meet the conditions set out in these regulations and any 
specific qualification criteria.

	 Where a centre uses a third party to deliver any part of a qualification (including the 
assessments), it must maintain oversight of, and responsibility for, the delivery of the 
qualification in accordance with these regulations and awarding body requirements. 
Centres must have in place a written agreement with the third party. This will ensure there 
is a shared understanding of the arrangement and will manage the risk of failure by the 
third party to deliver the expected service. The centre must ensure that a copy of the 
written agreement is available for inspection if requested by the awarding body.

	 The table below identifies examples of the key third party arrangements that must be 
covered, along with acceptable exclusions.

Third party arrangements  Exclusions from third party 
arrangements

Teaching and learning conducted by 
third party.  

Arrangements with another centre on 
the NCNR standard register, e.g. 
consortium arrangements; teachers 
employed through an agency as a 
temporary arrangement to cover staff 
absence.

A teacher examiner conducting a MFL 
Speaking assessment contracted directly 
by the centre.

Marking/grading and authentication of 
candidates’ work which will be submitted 
to awarding bodies and will contribute to 
the awarding of a component/unit or 
overall qualification.

Arrangements with another centre on 
the NCNR standard register, e.g. 
consortium arrangements. 

Support services provided by third 
parties – invigilation, facilitation of access 
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https://www.jcq.org.uk/wp-content/uploads/2023/09/Are-you-ready-Checklist-v-1.6-FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2023/09/Are-you-ready-Checklist-v-1.6-FINAL.pdf
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3.9	 The awarding bodies reserve the right to withdraw approval of those centres which do not 
meet the awarding body’s current approval criteria, fail to address issues raised during an 
inspection or who fail to respond to the National Centre Number Register annual update.

	 The awarding bodies will review the approval of centres who have not submitted candidate 
entries for two consecutive years. 

3.10	 If the centre is at risk of closing or is intending to close, it must take all reasonable steps to 
protect the interests of the candidates. The centre must also notify each of the awarding 
bodies it is approved with. The awarding body will take all reasonable steps to protect the 
interests of the candidates. 

3.11	 Centre approval does not automatically allow a centre to state or imply awarding body 
approval in published material or online. Permission must be sought from the relevant 
awarding body/bodies. This also extends to the use of an awarding body’s logo. 

Confidentiality
3.12	 The centre will:

	 a)	keep confidential the names, addresses and contact details of examiners,  
	 moderators, external verifiers and any other awarding body examining/ 
	 assessment personnel. This also extends to email addresses of awarding body/ 
	 JCQ personnel;

	 b)	not forward emails and letters from awarding body or JCQ personnel without  
	 prior consent to third parties or upload such correspondence onto social media  
	 sites and applications (including third party applications);

	 c)	keep confidential the centre’s employment of, in any capacity, any current or  
	 former JCQ Centre Inspectors, awarding body examiners, moderators, awarders,  
	 external verifiers or other examining personnel, and not mention them in any form  
	 of literature issued in connection with the centre’s programmes of assessment. 

3.13 	The centre may share information and data with other centres which are members of the 
same consortium or Academy Trust provided it complies with these confidentiality 
obligations. All centres which are part of the consortium or Academy Trust must be aware 
of these obligations.

	 The centres in the consortium or Academy Trust must satisfy themselves that any sharing 
of personal data is lawful. 

Retention of candidates’ work
3.14	 The awarding bodies will:

	 a)	unless otherwise stated, return centre-assessed work to centres after the  
	 publication of results;

	 b)	reserve the right to retain samples of centre-assessed work for archive purposes  
	 even where work is normally returned to centres and to retain all centre-assessed  
	 work, scripts and associated materials which have been the subject of a  
	 malpractice investigation;

	 c)	assume ownership of all written scripts, candidates’ work submitted electronically,  
	 recordings of speaking tests and recordings of performances carried out under  
	 formal examination conditions and will not return externally assessed non- 
	 examination assessments (including controlled assessments and coursework) or  
	 examination scripts to centres, except where requested under access to scripts  
	 arrangements;

	 d)	retain examples of scripts and associated materials to demonstrate standards and  
	 for reference by awarders in future years;

	 e)	allow centres to return to candidates their portfolios of evidence of achievement  
	 following verification;

	 f)	 dispose of all remaining candidates’ work in a confidential manner.



8

3.15	 It is the responsibility of centres to:

	 a)	keep live non-examination assessments, including controlled assessments,  
	 coursework and portfolios, secure and confidential at all times whilst in their  
	 possession. It is not acceptable for teaching staff to share the live work of  
	 candidates with other candidates. Live non-examination assessment, including  
	 controlled assessments and coursework, is defined as any work on a topic which  
	 has been set either by an awarding body or the centre for a current or future  
	 examination series even if the work was completed in a previous year;

	 b)	store safely and securely all non-examination assessments, including controlled  
	 assessments, coursework or portfolios, retained in, or returned to, the centre until  
	 the deadline for a review of moderation has passed or until a review of  
	 moderation, an appeal or a malpractice investigation has been completed,  
	 whichever is later. This includes materials stored electronically. See paragraph 4.8  
	 of the JCQ document Instructions for conducting non-examination assessments:

		

https://www.jcq.org.uk/exams-office/non-examination-assessments
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4	 The responsibilities of awarding bodies

4.1	 The awarding bodies will make their processes with centres clear and streamlined as 
required by the qualification regulators. 

Administrative support for centres
4.2	 The awarding bodies will:

	 a)	provide documentation and effective guidance on a centre’s responsibilities 
	 when managing, administering and assuring the quality of an examination 
	 or qualification;

	 b)	
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Feedback to centres
4.4	 The awarding bodies will provide a mechanism for receiving and responding to comments  

from centres and others about their examinations and assessments. 

Subject-specific support for centres
4.5	 The awarding bodies will:

	 a)	provide advance notice of the withdrawal of qualifications, subjects or units;
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5	 The responsibilities of centres

Centre management
5.1	 The head of centre must ensure:

a)	 compliance with the published JCQ regulations and awarding body requirements 
to deliver the qualification(s);

b)	appropriate controls are in place which ensure accurate data is submitted to the 
awarding bodies by the required deadlines, e.g. entries, internally assessed marks;

c)	 all reasonable steps are taken to respond promptly to requests for information or 
documentation made by an awarding body or regulatory authority. 

5.2 	 Centres must have internet access to enable them to make full use of the awarding bodies’ 
extranet sites. 

5.3	 It is the responsibility of the head of centre to ensure that their centre:

Recruitment, selection, training and support

a)	 retains a workforce of an appropriate size and competence, including sufficient  
managerial and other resource, to undertake the delivery of the qualification as  
required by an awarding body. This includes taking reasonable steps to ensure  
occupational competence where this is required for the assessment of specific  
qualifications;

b)	provides fully qualified teachers to mark non-examination assessments, and/or  
fully qualified assessors for the verification of centre-assessed components.

	 The head of centre must also ensure teaching staff do not use artificial 
intelligence (AI) as the sole means of marking candidates’ work;

c)	 enables the relevant senior leader(s), teachers, the examinations officer and the 
SENCo (or an equivalent member of staff such as ALNCo) to receive appropriate 
training and support to facilitate the effective delivery of examinations and 
assessments within the centre, and ensure compliance with the published JCQ 
and awarding body regulations.

	 The head of centre must ensure that the SENCo understands the JCQ document 
Access Arrangements and Reasonable Adjustments and is given sufficient time to 
manage the access arrangements process within the centre.

	 The head of centre must ensure that the examinations officer understands 
relevant awarding body and JCQ documentation and has sufficient time to 
perform their role.

	 The head of centre must ensure that any member(s) of the senior leadership team 
who are responsible for examination administration familiarise themselves with 
relevant awarding body and JCQ documentation. This will ensure the 
examinations officer and the SENCo are supported as well as ensuring effective 
centre decision making in line with the published regulations.

	 The head of centre must ensure that teachers understand the relevant awarding 
body and JCQ documentation for the qualifications they are delivering to ensure 
they are delivered in line with the relevant regulations.

External and internal governance arrangements 

d)	has in place a written escalation process should the head of centre, or a member 
of the senior leadership team with oversight of examination and assessment 
administration, be absent;

e)	 has in place a member of the senior leadership team who has a good working 
knowledge of the examination system, will provide effective line management 
support and supervision of the examinations officer to ensure that the integrity 
and security of examinations and assessments is maintained throughout an 
examination series;

f)	 can confirm to an awarding body their external governance arrangements so that 
the awarding body has confidence in the integrity of centre activities such as the 
delivery of qualifications and the conducting of examinations and assessments;
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Delivery of qualifications

g)	delivers qualifications as required by the awarding body and in accordance with 
relevant equality legislation. This includes but is not limited to ensuring that 
qualifications are made available to all candidates capable of undertaking them 
and seeking and implementing reasonable adjustments for disabled candidates;

h)	 enables candidates to receive sufficient and up to date practical experience, or 
relevant training where required by the subject concerned;

Public liability

i)	 complies with local health and safety rules which are in place and that the centre  
is adequately covered for public liability claims;

Conflicts of interest

j)	 manages conflicts of interest by informing the awarding bodies, before the 
published deadline for entries for each examination series, of:

		  •	any members of centre staff who are taking qualifications at their own centre  
		  which include internally assessed components/units;

		  •	any members of centre staff who are teaching and preparing members of  
		  their family (which includes step-family, foster family and similar close  
		  relationships) or close friends and their immediate family (e.g. son/daughter)  
		  for qualifications which include internally assessed components/units; and

	 maintains internal records of all instances where:

		  •	exams office staff have members of their family (which includes step-family,  
		  foster family and similar close relationships) or close friends and their  
		  immediate family (e.g. son/daughter) being entered for examinations and  
		  assessments either at the centre itself or other centres;

		  •	centre staff are taking qualifications at their own centre which do not include  
		  internally assessed components/units;

		  •	centre staff are taking qualifications at other centres.

The head of centre must retain records of all conflicts of interest including details of 
the measures taken to mitigate any potential risk to the integrity of the qualifications 
affected. The records may be inspected by a JCQ Centre Inspector and/or awarding 
body staff. They might be requested in the event of concerns being reported to an 
awarding body. The records must be retained until the deadline for reviews of 
marking has passed or until any appeal, malpractice or other results enquiry has 
been completed, whichever is later.

Heads of centre should note that entering members of centre staff for 
qualifications at their own centre must be as a last resort in cases where the 
member of centre staff is unable to find another centre.

The head of centre is responsible for ensuring that proper protocols are in 
place to prevent the member of centre staff having access to examination 
materials prior to the examination and that other centre staff are briefed on 
maintaining the integrity and confidentiality of the examination materials.

The head of centre must ensure that during the examination series the 
member of centre staff is treated in the same way as any other candidate 
entered for that examination, does not have access to examination materials 
and does not receive any preferential treatment.

Controlled assessments, coursework and non-examination assessments

k)	 has in place arrangements to co-ordinate and standardise all marking of centre- 
assessed components and to ensure that candidates’ centre-assessed work is  
produced, authenticated and marked, or assessed and quality assured in  
accordance with the awarding bodies’ instructions. This applies to both internal  
and private candidates;

l)	 submits in accordance with awarding bodies’ instructions, information they may  
reasonably require in relation to their examinations and assessments, returning  
all subject-specific forms by the required date;
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Security of assessment materials

m)	takes all reasonable steps to maintain the integrity of the examinations/	
assessments, including;

•	 ensuring the security of all assessment materials;

•	 ensuring that assessment materials supplied to the centre by the awarding 
body, including pre-release materials and set assignments, and information 
about their contents are only shared with appropriate centre staff and 
candidates and are not shared outside of the centre;

•	 reporting immediately to the awarding body/bodies any potential or 
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v)	 responds, by completing the Head of Centre Declaration, to the National Centre 
Number Register request for confirmation that they are aware of and adhering 	
to the latest versions of the JCQ regulations, and does so no later than the end 	
of October every year;

w)	responds to any other reasonableSpaBC25 (equess madeponds, b)2515 (o the Na)5.1 (tional C)10 (entr  (ear;)]TJ
ET
EMC 
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b)	ensure that learners have the correct information and advice on their selected  
qualification(s) in an accessible format and that the qualification(s) meet their 	
needs. The recruitment process must include the centre assessing each potential  
learner and making justifiable and professional judgements about the learner’s  
potential to complete the examinations/assessments successfully and achieve the  
qualification(s). The centre’s assessment must identify, where appropriate, the  
support that will be made available to the learner to facilitate access to  
examinations/assessments;

c)	 recognise its duties towards disabled candidates, including private candidates, 
ensuring compliance with all aspects of the Equality Act 2010†, particularly 
Section 20 (7).  This must include a duty to explore and provide access to suitable 
courses, through the access arrangements process submit applications for 
reasonable adjustments and make reasonable adjustments to the service the 
centre provides to disabled candidates. Where the centre is under a duty to make 
a reasonable adjustment, the centre must not charge a disabled candidate any 
additional fee in relation to the adjustment or aid;

	 †or any legislation in a relevant jurisdiction other than England and Wales which  
has an equivalent purpose and effect

d)	ensure that the SENCo undertakes the necessary and appropriate steps to gather 
a picture of need and demonstrate normal way of working for a private candidate 
such as a distance learner or a home educated student. The centre, where 
required, must
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Entries
5.6	 The centre will:

a)	 observe each awarding body’s terms and conditions for the entry and withdrawal 
of candidates for their examinations and assessments. The centre must observe 
any regulatory requirements for the qualification;

b)	 register or enter candidates for an examination or assessment in accordance with 
the awarding body’s published procedures for that qualification;

c)	 submit registrations, examination entries and certification claims by the 
deadline(s) and comply with the requirements of the specification including any 
terminal rules which need to be met at the point of certification;

d)	maintain a Unique Candidate Identifier (UCI) or Unique Learner Number (ULN) for 
each candidate entered for an examination or assessment and to ensure that the 
same UCI or ULN is used consistently for the candidate over time to enable 
aggregation of units and qualifications;

	 (see 
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Centre-assessed work
(Controlled assessments, coursework, non-examination assessments and portfolios 
of evidence)

5.7	 The centre will:

a)	 ensure that where candidates are taking non-examination assessments, teaching 
staff check that the tasks and approach being taken are appropriate and in line 
with ethical standards and the centre’s safeguarding responsibilities;

b)	notify awarding bodies of a consortium of centres with joint teaching 
arrangements for qualifications. This will allow the candidates for each 
specification to be treated as a single group for the moderation of centre-
assessed work. This is only required if two or more member centres will be 
entering candidates for work that is centre-assessed;

c)	 use only current assessment materials/tasks to assess candidates’ knowledge and 
skills (in cases where the awarding body provides such material);

d)	before submitting marks to the awarding body inform candidates of their centre 
assessed marks and allow a candidate to request a review of the centre’s marking;

	 (see https://www.jcq.org.uk/exams-o�ce/non-examination-assessments/)

e)	 ensure that all associated administrative tasks are completed in an accurate and 
timely manner, e.g. marks are correctly calculated, recorded and submitted by the 
published date. It is the responsibility of the centre to carefully check the marks it 
is submitting to an awarding body;

f)	 submit centre-assessed marks and moderation samples, if required by the 
awarding body, by the published date. It is the responsibility of the centre to 
ensure that moderators receive the correct samples of work to review;

g)	have in place and be available for inspection purposes, a written internal appeals 
procedure relating to internal assessment decisions and to ensure that details of 
this procedure are communicated, made widely available and accessible to all 
candidates;

h)	have in place and be available for inspection purposes, a written policy regarding 
the management of non-examination assessments, including controlled 
assessments and coursework. (For CCEA GC,Tm
[(ntr)(CEA GC,Tm
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	 The JCQ Information for candidates documents can be placed on the centre’s 
website and the respective link emailed to candidates, with an appropriately 
worded message. The centre should follow this up with a briefing session or a 
special assembly led by a senior member of staff. The briefing session would 
reinforce what candidates must and must not do when sitting written 
examinations and/or on-screen tests, and when producing coursework and/or 
non-examination assessments.

	 Candidates may be provided with a copy of the JCQ Information for candidates 
documents in their first language.

d)	ensure that all candidate data where required by the awarding body has been 
supplied within the terms of the General Data Protection Regulation, the Data 
Protection Act 2018 and the Freedom of Information Act 2000, and that 
candidates have been properly informed that this data has been transferred to the 
awarding bodies (see section 6 for more information);

e)	 draw to the attention of candidates and their parents/carers their written 
complaints policy which will cover general complaints regarding the centre’s 
delivery or administration of a qualification and their internal appeals procedure. 

Conducting examinations and assessments
5.9	 The centre will:

a)	 provide suitable accommodation and facilities for all examinations and 
assessments, including centre-assessed work, computer based and on-screen 
assessments, ensuring that the work submitted is that of the candidate alone 
using only the items/materials specified;

b)	provide fully trained invigilators for examinations, including computer based and 
on-screen assessments;

	 (When contracting supply staff to act as invigilators, the head of centre must 
ensure they are competent and fully trained, understanding what is and what is 
not permissible.)

c)	
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Malpractice
5.11	 The centre will:

a)	 take all reasonable steps to prevent the occurrence of any malpractice (which 
includes maladministration) before, during and after assessments have taken 
place;

b)	
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i)	 have available for inspection purposes and draw to the attention of candidates 
and their parents/carers, a written internal appeals procedure to manage disputes 
when a candidate disagrees with a centre decision not to support an application 
for a clerical re-check, a review of marking, a review of moderation or an appeal;
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Devas Street 
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