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To be used in conjunction with the following qualifications: 

• NCFE Entry Level 1 Functional Skills English (603/5059/3) 

• NCFE Entry Level 2 Functional Skills English (603/5056/3) 

• NCFE Entry Level 3 Functional Skills English (603/5052/0) 

• NCFE Level 1 Functional Skills English (603/5058/1) 

• NCFE Level 2 Functional Skills English (603/5054/4) 

• NCFE Entry Level 1 Functional Skills Maths (603/5057/X) 

• NCFE Entry Level 2 Functional Skills Maths (603/5053/2) 

• NCFE Entry Level 3 Functional Skills Maths (603/5061/1) 

 

 

 





 

Steps to Booking Functional Skills 

Controlled Assessments 
 
As soon as you have learners ready to sit their controlled assessment, you’ll need to book them for the  

assessment via the Portal.   Once this has been completed you will be able to access the password for t 

he controlled assessments needed for the relevant qualification which are available in line with the  

published timescales on the relevant qualification page of the NCFE website (QualHub). 

 

Step 1  

Go to the NCFE Portal https://portal.ncfe.org.uk/Login. If you don’t have a log in for the portal, please  

speak to your Portal Admin contact at your centre, regarding access. Please note, our Customer Support  

team will not be able to give you access for this purpose only. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

https://portal.ncfe.org.uk/Login.aspx?ReturnUrl=%2f


 

Step 2 

Once you’re logged into the Portal, you can select registered learners by clicking on the Bookings 

tab and select “Book Controlled Assessment” from the dropdown list.  The following screen will 

appear and will automatically default to the External Assessments tab. 

 

 

 
 

Step 3 

Select the Controlled Assessments tab, the following screen will then appear for you to be able to  

search for your learners to book onto a controlled assessment. 

 

 
 

 

 

 

 



 

Select your learners from the options available, you can search in a number of ways: 

• via batch number by entering a relevant batch number 

• learner name, either by forename, surname or NCFE learner number 

• by product code, e.g. 603/2963/4 

by product name, e.g. English, this will bring up a list of all learners registered against all English 

qualifications or Functional Skills which will bring up a list of all your learners currently registered 

against all Functional Skills qualifications. 

 

 
 

You can then select all the learners you wish to enter for your controlled assessment(s) before clicking  

on the controlled assessment button. 

 

Step 4 

Once you have selected your learners by using the search criteria, either select all learners on this batch  

using the “select all” button or select individual learners using the tick box on the left hand side. When  

ALL learners for this controlled assessment are selected, scroll down to the bottom of the screen and  

choose the “Book Controlled Assessments” button.  

 

Please note that if your learners do not appear in this list in the search criteria, choose the ‘View  

Controlled Assessments’ button to see if they have already been booked or check the search criteria. 

 

 

 

 

 



 

 
Step 5 

The declaration screen will appear next and must be read and ticked to confirm that learners are ready  

to sit the controlled assessment.  

 

 
If an assessment is not sat within the 6 weeks this will need to be cancelled and you must inform your  

External Quality Assurer and record this on the Controlled Assessment Tracker. To re-book the  

learners repeat the booking process and record again on the Controlled Assessment Tracker.  

Please note that the password will only be available for 6 weeks from the point that you have  

confirmed the declaration. 



 

Step 6 
Once you have clicked the confirmation on the declaration page the link to the password document will  
become available. Select and open the password document by clicking on the link presented.  
 

 
 
The password document can now be stored securely or accessed in the same way from the NCFE Portal  
at any point in time in line with published timescales.   
 

 
 

 

 



 

Step 7 

Now you’ll be able to open and view the password to access the suite of controlled assessments for this  

qualification in line with the published timescales.  Controlled assessments are available on the relevant  

qualification page of the QualHub. We highly recommend that you download the papers required for the  

booking as soon as possible in case the password changes. You must not keep a copy of the controlled  

assessment after the assessment has been completed.   

 

Each time you enter learners for an assessment you’ll need to download a new controlled assessment paper.  

 

Your learners are now booked for their controlled assessment. 

 

 

To view learners previously booked 
 
In order to view the learners that you’ve previously booked, e.g.  6 weeks ago, click on ‘Bookings’ tab  

and select ‘View Controlled Assessment’ from the dropdown menu.  

 
 

Enter your search criteria and you’ll see listed all of the learners previously booked for the assessment. 

 

 

 

 

 

 

 

 

 



 

 
 

To view a password for previously booked  

learners 
 
In order to view a password for previously booked learners, click on the ‘Password’ button to the right  

of your learner.  The Password document will open in a PDF as illustrated in step 6 and is set per product.  

Therefore, all learners booked for the same product will be associated to the same password document.  

 

Please note for Functional Skills only, you’ll only be able to view the password for bookings made within  

6 weeks.  After this time, the password will be unavailable for that learner and you’ll need to book them 

again once they’re ready for their assessment.  

  



 

To cancel a booking 
If you wish to cancel a booking made for any reason, please note that there is a declaration to tick first.   

Follow the steps above to view your controlled assessment booking(s).  You’ll be able to select either the  

individual learner or a cohort of learners that you wish to cancel.  Then select the ‘Cancel Controlled  

Assessments’ booking button at the bottom of the screen. 

 

 
 

 
When the ‘Cancel Controlled Assessments’ button is pressed, the following screen will appear. 

 

 



 

 

The declaration page will appear which you will need to double check and read before selecting a  

cancellation reason from the dropdown list.   

 

The cancellation reasons are shown below: 

 

 
 

If the reason is other, then select other and type a short description as to the reason why you’re making  

the cancellation into the additional information box. 

 

 
 

Then tick the confirmation declaration to finalise the cancellation of your booking for the selected learners. 

 

 
 

This will automatically send an email to your EQA.  Your learners will now be cancelled on your booking  

and will no longer appear in the view bookings screen.   

 

When cancelling a booking you must ensure you complete any required documentation in line  

with the regulations for the conduct of the assessment.   

 

 

 

 

 

 

 

 

 

 


