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1 Key staff involved in the exams policy

Trust Central Team

Role

Name(s)

Director of Learning

Michael McCluskie

Trust Data, Assessment
and Exams Manager

Carl Comery

Lady Lumley’s School

(Senior Leader)

Role Name(s)
Head of Centre Clair Foden
Exams line manager | Sam Squibb

Exams Officer

Charlotte Jemison

SENCo

Sue Robinson

Senior Leader(s)

Clair Foden, Alex Carter, Brian Davis, Sam

Squibb, Vanessa Smallwood

Scalby School

Role

Name(s)

Head of Centre

Christopher Robertson

Exams line
(Senior Leader)

manager

Richard Davis

Exams Manager

Sarah Clark

SENCo

Nicola Davey

Senior Leader(s)

Christopher Robertson, Richard Davis, Jordan
Philliskirk, Samantha Twamley, Tina Bielby,
Stacey Lewins
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Filey School

Role

Name(s)

Head of Centre

Michelle Britton

Exams line
(Senior Leader)

manager

Gavin Clark

Exams Officer

Jamilla Watkins

SENCo

Kate Charters

Senior Leader(s)

Michelle Britton,
James Clappison

Gavin Clark Mike Anderson,

Scarborough University Technical College

Role

Name(s)

Head of Centre

Helen Dowds

Exams line
(Senior leader)

manager

John Connell

Exams Officer

Julianne Haigh

SENCo

Hayley Briggs

Senior Leader(s)

Helen Dowds, John Connell,
Vanessa Smallwood

Natalie Griffiths,
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2 Purpose of the policy

2.1 Coastand Vale Learning Trust (the Trust) is committed to ensuring that the
exams management and administration process in all our centres is run
effectively and efficiently and in compliance with the published JCQ regulations
and awarding body requirements.

2.2 This exam policy will ensure that:

all aspects of the centre’s exam process is documented, supporting the
exams contingency plan, and other relevant exams-related policies,
procedures and plans are signposted to

the workforce is well informed and supported

all centre staff involved in the exams process clearly understand theirroles
and responsibilities

all exams and assessments are conducted according to JCQ and awarding
body regulations, guidance and instructions, thus maintaining the integrity
and security of the exam/assessment system at all times

exam candidates understand the exams process and what is expected of
them

2.3 This policy is reviewed annually to ensure ways of working in the centre are
accurately reflected and that exams and assessments are conducted to current
JCQ (and awarding body) regulations, instructions and guidance.

2.4 This policy will be communicated to all relevant centre staff.

3 Other Policies / Documents

3.1 No other policy should be used for the running and management of exams in
any Trust school. This policy has links to other Trust or local school policies.
This listis not exhaustive, butindicative:

Trust Data Protection Polices

Trust Whistleblowing Policy

Trust & School SEN Policy

School Lockdown Procedures

Cyber Response Plan

Management folder and plans regarding RAAC at affected schools

4 External Links

4.1 The following links should be regularly referenced by relevant staff when
needed:

General Regulations for Approved Centres (GR)

Instructions for Conducting Examinations (ICE)

Access Arrangements and Reasonable Adjustments (AA)

Suspected Malpractice - Policies and Procedures (SM)
Instructions for conducting non-examination assessments (NEA) (and the
instructions for conducting coursework)

A guide to the special consideration process (SC)
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http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/non-examination-assessments
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance

5 Roles and Responsibilities

5.1 Overview

5.1.1 The head of centre is the individual who is accountable to the awarding
bodies for ensuring that the centre is always compliant with the published
JCQ regulations and awarding body requirements in order to ensure the
security and integrity of the examinations/assessments.

5.1.2 The examinations officer is the person appointed by the head of centre to
act on behalf of, and be the main point of contact for, the centre in matters
relating to the general administration of awarding body examinations and
assessments.

5.1.3 The head of centre may not appoint themselves as the Exams Officer. A
head of centre and an Exams Officer are two distinct and separate roles.
(GR 2)

5.1.4 Head of centre responsibilities

5.1.4.1 The ‘head of centre’ is the most senior operational officer in the
organisation. This is the Headteacher of the relevant centre. Itis the
responsibility of the head of centre to ensure that all staff comply with the
instructions in this Policy.

5.1.4.2 For details about specific head of centre responsibilities, see sections 1,

8, 11,12, 13, 16, 24, Appendix 1, section 6 and Appendix 8. (ICE
Introduction)

5.1.5 Head of Centre

5.1.5.1 Understands the contents, refers to and directs relevant centre staff to
annually updated JCQ publications including:

General Regulations for Approved Centres (GR)

Instructions for Conducting Examinations (ICE)

Access Arrangements and Reasonable Adjustments (AA)

Suspected Malpractice - Policies and Procedures (SM)

Instructions for conducting non-examination assessments (NEA) (and the

instructions for conducting coursework)

e A guide to the special consideration process (SC)

5.1.5.2 Ensures the centre has appropriate accommodation to support the size
of the cohorts being taught including appropriate accommodation for
candidates requiring access arrangements for exams and assessments

5.2 National Centre Number Register

5.2.1 Takes responsibility for confirming, on an annual basis, that they are aware
of and adhering to the latest version of the JCQ'’s regulations by responding
to the head of centre’s declaration which is managed as part of the National
Centre Number Register (NCNR) annual update

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
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5.2.2

5.2.3
5.2.4

525

Understands that this responsibility cannot be delegated to a member of the
senior leadership team or the Exams Officer, and acknowledges that failure
to respond to the NCNR annual update, and/or the head of centre’s
declaration, will resultin:

the centre status being suspended
the centre not being able to submit examination entries

the centre not receiving or being able to access question papers

5.3 Recruitment, selection and training of staff

531

5.3.2

5.3.3

5.3.4

5.4

54.1

Retains a workforce of an appropriate size and competence, including
sufficient managerial and other resource, to undertake the delivery of the
gualification 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

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

Enables the relevant senior leader(s), the Exams Manager/Officer (EM/O)
and the SENCo to receive appropriate training and supportin order to
facilitate the effective delivery of examinations and assessments within the
centre, and ensure compliance with the published JcQ regulations

Appoints a SENCo who will determine appropriate arrangements for
candidates with learning difficulties and disabilities

Internal governance arrangements

Has in place a written escalation process should the head of centre, or a
member of the senior leadership team with oversight of examination
administration, be absent

5.5 Escalation Process

5.5.1

5.5.2

55.3

It is the responsibility of the head of centre to ensure that their centre has in
place a written escalation process should the head of centre, or a member of
the senior leadership team with oversight of examination administration, be

absent (GR 5.3). See Appendix 1.

Has in place a member of the senior leadership team who will provide
support and guidance to the Exams Manager/Officer and ensure that the
integrity and security of examinations and assessments is maintained
throughout an examination series

Ensures centre staff undertake key tasks within the exams process and meet
internal deadlines set by the EM/O

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
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5.5.4

Makes sure that a teacher, a tutor or a senior member of centre staff who
teaches the subject being examined, is not an invigilator during an
examination

5.6 Delivery of qualifications

56.1

5.6.2

Delivers qualifications, as required by the awarding body, in accordance with
relevant equality legislation. This includes butis not limited to ensuring that
qualifications are made available to all candidates capable of undertaking
them and seeking reasonable adjustments for disabled candidates

Enables candidates to receive sufficientand up to date laboratory
experience, or relevant training where required by the subject concerned

5.7 Public liability

5.7.1

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

5.8 Security of assessment materials

5.8.1

5.8.2

5.8.3

Takes all reasonable steps to maintain the integrity of the
examinations/assessments, including the security of all assessment
materials, by ensuring:
the location of the centre’s secure storage facility in a secure room solely
assigned to examinations for the purpose of administering secure
examination materials
appropriate arrangements are in place to ensure that confidential materials
are only handed over to authorised members of centre staff
access to the secure room and secure storage facility is restricted to the
authorised two to six keyholders (ensuring only persons authorised by the
head of centre and the Exams Manager/Officer are allowed access to the
centre’s secure storage facility as one of the two to six key holders)
The Exams Officer must be one of the key holders. The keyholders must
also be permanent members of staff
the relevant awarding body is immediately informed if the security of
question papers or confidential supporting instructions is put at risk
that arrangements are in place to check that the correct question paper
packets are opened by authorised members of centre staff

Makes arrangements to receive, check and store question papers and
examination material safely and securely at all times and for as long as
required in accordance with the current JCQ publication Instructions for
conducting examinations

Makes arrangements to receive and issue material received from the
awarding bodies to staff and candidates, and notify them of any advice and
instructions relevant to the examinations and assessments

5.8.4 Allows candidates access to relevant pre-release materials on, or as soon as

possible after, the date specified by the awarding bodies
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5.8.5 Obtains written approval from the relevant awarding body before permitting a
third party to deliver any part of a qualification including assessments

5.8.6 Through taking an ethical approach and working proactively to avoid
malpractice among students and staff takes all reasonable steps to prevent
the occurrence of any malpractice/maladministration before, during the
course of and after examinations have taken place

5.8.7 Ensures irregularities are investigated and informs the awarding bodies of
any cases of alleged, suspected or actual incidents of malpractice or
maladministration, involving a candidate or a member of staff, are reported
to the awarding body immediately

5.8.8 Ensures risks to the exam process are assessed and appropriate risk
management processes/contingency plans are in place (that allow the senior
leadership team to act immediately in the event of an emergency or staff
absence)

5.9 Exam Contingency Plan
5.9.1 Head of centre will initiate the Exam Contingency Plan, see Appendix 2

5.9.2 Ensures required internal appeals procedures are in place and drawn to the
attention of candidates and (where relevant) their parents/carers

5.10 Distance / Blended learning Procedures

5.10.1 In case of lockdown the Head of Centre will implement a Distance / Learning
approach in line with the procedure and guidance in Appendix 3 and 4.

5.10.2 Head of centre will ensure that there is an Internal Appeal Procedure in line
with Appendix 5

5.11 Equalities Guidance [needs input from TBI/HPE]

5.11.1 The Head of Centre will ensure thatprocess are in place in terms of ensuring
equality of treatment and access inline with the Equalities guidance in
Appendix 6 and the Trust's Equality Policy.

5.11.2 Ensures a complaints and appeals procedure covering general complaints
regarding the centre’s delivery or administration of a qualification is in place
and drawn to the attention of candidates and their parents/carers (Appendix
7).

5.11.3 Ensures the centre has a child protection/safeguarding policy in place,
including Disclosure and Barring Service (DBS) clearance, which satisfies
current legislative requirements
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5.12 Child Protection/Safeguarding Policy

5.12.1 The Head of Centre will ensure that in relation to examinations the school

will follow the Trust’'s Child Protection/Safeguarding Policy (see Trust
website)

5.12.2 Ensures the centre follows Trust Data Protection Policies and that staff are
fully trained in their application.

5.12.3 Ensures the centre has documented processes in place relating to access
arrangements and reasonable adjustments as detailed in Appendix 8

5.13 Conflicts of interest

5.13.1 Ensures the relevant awarding bodies are informed of any Conflict of
Interest where

e amember of centre staff is taking a qualification at the centre which
includes internally assessed components/units (taking at the centre as a
last resort where unable to find an alternative centre)

e acandidateis beingtaughtand prepared for a qualification which includes
internally assessed components/units by a member of centre staff with a
personal connection to the candidate

5.13.2 Maintains records that confirm the measures taken/protocols in place to
mitigate any potential risk to the integrity of the qualifications affected by the
above, and where

e amember of exams office staff have a personal connection to a candidate

being entered for exams and assessments at the centre or at another
centre

e amember of centre staff is taking a qualification at the centre which does
notinclude internally assessed components/units (taking at the centre as a
last resort where unable to find an alternative centre)

e amember of centre staff is taking a qualification at another centre

5.13.3 Ensures otherrelevant centre staff where they may be involved in the receipt
and dispatch of confidential exam materials are briefed on the requirements
for maintaining the integrity and confidentiality of the exam materials

5.13.4 Head of Centre will ensure that this is completed in line with appendix 9

5.13.5 Ensures members of centre staff do not forward e-mails and letters from
awarding body or JcQ personnel without prior consent to third parties or
upload such correspondence onto social media sites and applications

5.13.6 Ensures members of centre staff do not advise parents/candidates to
contact awarding bodies/Jcq directly nor provide them with addresses/email
addresses of awarding body examining/assessment or JCQ personnel

6 Centreinspections

6.1 All Centre Staff
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6.1.1 Co-operates with the JCQ Centre Inspection Service, an awarding body or a

6.1.2

6.1.3

regulatory authority when subject to an inspection, an investigation or an
unannounced visit, and takes all reasonable steps to comply with all
requests for information or documentation made by an awarding body or
regulatory authority as soon as is practical

Allows all venues used for examinations and assessments, paperwork and
secure storage facilities to be open to inspection

Understands the JCQ Centre Inspector will identify him/herself with a photo
ID card and must be accompanied throughout his/her tour of the premises,
including inspection of the centre’s secure storage facility

6.2 Exams Manager/Officer

6.2.1 Understands the contents of annually updated JCQ publications including:

General Regulations for Approved Centres
Instructions for Conducting Examinations
Suspected Malpractice - Policies and Procedures
Post-results services (PRS)

A guide to the special consideration process

6.2.2 Completes/submits the National Centre Number Register annual update

6.2.3

6.2.4

6.2.5

6.2.6

6.2.7

6.2.8

(administered on behalf of the JCQ member awarding bodies by OCR by the
end of October each year

Is familiar with the contents of annually updated information from awarding
bodies on administrative procedures, key tasks, key dates and deadlines

Ensures key tasks are undertaken and key dates and deadlines met

Recruits, trains and deploys a team of internal/external invigilators; appoints
lead invigilators, as required and keeps a record of the content of training
provided to invigilators for the required period

Works with the SENCo to ensure invigilators supervising access
arrangement candidates and those acting as a facilitator supporting access
arrangement candidates fully understand the respective role and whatis and
whatis not permissible in the exam room

Supports the head of centre in ensuring that awarding bodies are informed of
any Conflict of Interest declared by members of centre staff and in
maintaining records that confirm the measures taken/protocols in place to
mitigate any potential risk to the integrity of the qualifications affected before
the published deadline for entries

Briefs other relevant centre staff where they may be involved in the receipt
and dispatch of confidential exam materials on the requirements for
maintaining the integrity and confidentiality of the exam materials

POLYO055 - Exams Policy v1.2 Organisation: Coast Page

Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 15 of 221



http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/post-results-services
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/

6.3 Senior leaders

6.3.1 Are familiar with the contents, refer to and direct relevant centre staff to
annually updated JCQ publications including:
General Regulations for Approved Centres
Instructions for Conducting Examinations
Access Arrangements and Reasonable Adjustments
Suspected Malpractice - Policies and Procedures
Instructions for conducting non-examination assessments (and the
instructions for conducting coursework)
e A guide to the special consideration process

6.4 Special educational needs co-ordinator (SENCo0)

6.4.1 Understands the contents, refers to and directs relevant centre staff to
annually updated JCQ publications including:
e Access Arrangements and Reasonable Adjustments

6.4.2 Leads on the access arrangements and reasonable adjustments process
(referred to in this policy as ‘access arrangements’)

6.4.3 If notthe qualified access arrangements assessor, works with the person
appointed, on all matters relating to assessing candidates and ensures the
correct procedures are followed

6.4.4 Presents when requested by a JCQ Centre Inspector, evidence of the
assessor’s qualification

6.5 Middle leaders

6.5.1 Ensure teaching staff undertake key tasks, as detailed in this policy, within
the exams process (exam cycle) and meet internal deadlines set by the
EM/O and SENCo

6.5.2 Ensure teaching staff keep themselves updated with awarding body subject
and teacher-specific information to confirm effective delivery of qualifications

6.5.3 Ensure teaching staff attend relevant awarding body training and update
events

6.6 Teaching staff

6.6.1 Undertake key tasks, as detailed in this policy, within the exams process and
meet internal deadlines set by the EM/O and SENCo

6.6.2 Keep updated with awarding body subject and teacher-specific information
to confirm effective delivery of qualifications

6.6.3 Attend relevant awarding body training and update events

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 16 of 221



http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/non-examination-assessments
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance

6.7 Invigilators
6.7.1 Attend/undertake training, update, briefing and review sessions as required
6.7.2 Provide information as requested on their availability to invigilate

6.7.3 Sign a confidentiality and security agreement and confirmwhether they have
any current maladministration/malpractice sanctions applied to them

6.8 Reception staff

6.8.1 Supportthe EM/O in the receipt and dispatch of confidential exam materials
and follow the requirements for maintaining the integrity and confidentiality of
the exam materials

6.9 Site staff
6.9.1 Supportthe EM/O in relevant matters relating to exam rooms and resources
6.10 Candidates

6.10.1 Where applicable in this policy, the term ‘candidates’ refers to candidates
and/or their parents/carers.

7  The Exam Cycle

7.1 The exams management and administration process that needs to be
undertaken for each exam series is often referred to as the exam cycle and
relevant tasks required within this grouped into the following stages:

e planning

e entries

e pre-exams
e exam time

e results and post-results
7.1.1 This policy identifies roles and responsibilities of centre staff within this cycle.
7.2 Planning: roles and responsibilities

7.2.1 Information sharing

7.21.1 Head of Centre

72111 Directs relevant centre staff to annually updated JCQ publications
including GR, ICE, AA, SM, NEA (and the instructions for conducting
coursework) and SC

7.2.1.2 Exams Manager/Officer

72121 Signposts relevant centre staff to JCQ publications and awarding
body documentation relating to the exams process that have been
updated
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72122 Signposts relevant centre staff to JCQ information that should be
provided to candidates

72123 As the centre administrator, approves relevant access rights for
centre staff to access awarding body secure extranet sites

7.2.2 Information gathering

7.2.2.1 Exams Manager/Officer

7.22.1.1 Undertakes an annual information gathering exercise in preparation
for each new academic year to ensure data about all qualifications
being delivered is up to date and correct

7.2.2.1.2 Collates all information gathered into one central point of reference

7.2.2.1.3 Researches awarding body guidance to identify administrative
processes, key tasks, key dates and deadlines for all relevant
qualifications

72214 Produces an annual exams plan of key tasks and key dates to
ensure all external deadlines can be effectively met; informs key
centre staff of internal deadlines

7.2.2.15 Collects information on internal exams to enable preparation for and
conduct of (insert the titles these internal exams are referred to in the
centre)

7.2.2.2 Seniorleaders

72221 Respond (or ensure teaching staff respond) to requests from the
EM/O on information gathering

72222 Meet the internal deadline for the return of information

72223 Inform the EM/O of any changes to information in a timely manner
minimising the risk of late or other penalty fees being incurred by an
awarding body

72224 Note the internal deadlines in the annual exams plan and directs
teaching staff to meet these

7.2.3 Access arrangements

7.2.3.1 Head of centre

72311 Ensuresthere is appropriate accommodation for candidates requiring
access arrangements in the centre for all examinations and
assessments

7.2.3.1.2 Ensures a written process is in place to not only check the

gualification(s) of the appointed assessor(s) but that the correct
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7.2.3.1.3

procedures are followed as per Chapter 7 of the JCQ publication
Access Arrangements and Reasonable Adjustments

Ensures the SENCo is fully supported in effectively implementing
access arrangements and reasonable adjustments once approved

7.23.2 SENCo

72321

72322

7.2.3.2.3

72324

7.2.3.25

7.2.3.2.6

71.2.3.2.7

7.23.2.8

7.2.3.29

7.2.3.2.10

7.23.211

7.2.3.2.12

Assesses candidates (or works with the appropriately qualified
assessor as appointed by the head of centre) to identify access
arrangements requirements

Gathers evidence to support the need for access arrangements for a
candidate

Liaises with teaching staff to gather evidence of normal way of
working of an affected candidate

Determines candidate eligibility for arrangements or adjustments that
are centre-delegated

Gathers signed Personal data consent, Privacy Notice (AAO) and
Data Protection confirmation forms (from candidates where
required

Applies for approval through Access arrangements online (AAO)
via the Centre Admin Portal (CAP), where required or through the
awarding body where qualifications sit outside the scope of AAO

Keeps a file for each candidate for JCQ inspection purposes
containing all the required documentation (if documentation is stored
electronically, an e-folder must be created for each individual
candidate. The candidate’s e-folder must hold each of the required
documents for inspection)

Employs good practice in relation to the Equality Act 2010

Liaises with the EM/O regarding exam time arrangements for access
arrangement candidates

Ensures staff appointed to facilitate access arrangements for
candidates are appropriately trained and understand the rules of the
particular arrangement(s) and keeps a record of the content of
training provided to facilitators for the required period

Works with the EM/O to ensure invigilators and those acting as a
facilitator fully understand the respective role and what is and what is
not permissible in the exam room

Provides and annually reviews centre guidance on the use of word
processors in exams and assessments, as per Appendix 10
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7.2.3.2.13  Ensures criteria for candidates granted separate invigilation within

7.2.3.3
7.233.1

7.2.3.3.2

the centre is clear, meets JCQ regulations and best meets the needs
of individual candidates and remaining candidates in main exam
rooms (see Appendix 11)

Senior leaders, Teaching staff

Supportthe SENCo in determining and implementing appropriate
access arrangements

Provide a statement for inspection purposes which details the criteria
the centre uses to award and allocate word processors for
examinations

8 Internal assessment and endorsements

8.1 Controlled assessments, coursework and non-examination assessments

8.1.1 Head of centre

8.111

8.1.1.2

8.1.1.3

8.1.14

8.1.15

8.1.1.6

Ensures arrangements are in place to co-ordinate and standardise all
marking of centre- assessed components and ensures that candidates’
centre-assessed work is produced, authenticated and marked, or
assessed and quality assured in accordance with the awarding bodies’
instructions (including where relevant, private candidates)

Ensures that teaching staff, in accordance with awarding bodies’
instructions, return all subject-specific forms by the required date

Provides fully qualified teachers to mark non-examination assessments

Ensures an internal appeals procedure relating to internal assessment
decisions is in place for a candidate to appeal against and request a
review of the centre’s marking (see Roles and responsibilities overview)

Ensures non-examination assessment Guidance is in place for GCE
and GCSE qualifications which include components of non-examination
assessment See Appendix 12-14

Ensures any irregularities relating to the production of work by
candidates are investigated and dealt with internally if discovered prior to
a candidate signing the authentication statement (where required) or
reported to the awarding body if a candidate has signed the
authentication statement

8.1.2 Senior leaders

8.1.2.1

Ensure teaching staff have the necessary and appropriate knowledge,
understanding, skills, and training to set tasks, conduct task taking, and
to assess, mark and authenticate candidates’ work (including where
relevant, private candidates)
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8.1.2.2

8.1.2.3

8.1.2.4

8.1.25

8.1.2.6

Ensure appropriate internal moderation, standardisation and verification
processes are in place

Ensure teaching staff delivering AQA Applied General qualifications,
OCR Cambridge Nationals, Entry Level Certificate or Project
gualifications (and CCEA GCE unitised AS and A-level qualifications
WJEC GCE legacy AS and A-level Health & Social Care) follow JCQ
Instructions for conducting coursework and the specification provided by
the awarding body

Ensure teaching staff delivering GCE & GCSE specifications (which
include components of non-examination assessment) follow JCQ
Instructions for conducting non-examination assessments and the
specification provided by the awarding body

For other qualifications, ensure teaching staff follow appropriate
instructions issued by the awarding body

Ensure teaching staff inform candidates of their centre assessed marks
as a candidate may request a review of the centre’s marking before
marks are submitted to the awarding body

8.1.3 Teaching staff

8.13.1

8.1.3.2

8.1.3.3

Ensure appropriate instructions for conducting internal assessment are
followed

Ensure candidates are aware of JCQ and awarding body information for
candidates on producing work that is internally assessed (coursework,
non-examination assessments, social media) prior to assessments taking
place

Ensure candidates are informed of their centre assessed marks as a
candidate may request a review of the centre’s marking before marks are
submitted to the awarding body

8.1.4 Exams Manager/Officer

8.14.1

8.14.2

Identifies relevant key dates and administrative processes that need to
be followed in relation to internal assessment

Signposts teaching staff to relevant JCQ Information for candidates
documents that are annually updated

8.2 Invigilation

8.2.1 Head of centre

8.2.11

Ensures relevant supportis provided to the EM/O in recruiting, training
and deploying a team of invigilators
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8.2.1.2

8.2.1.3

Ensures, if contracting supply staff to act as invigilators, that such
persons are competent and fully trained, understanding what is and what
is not permissible (and not taking on its own an assurance from a
recruitment agency, thatthis is the case)

Determines if additional invigilators will be deployed in timed Art exams
in addition to the subject teacher to ensure the supervision of candidates
is maintained at all times

8.2.2 Exams Manager/Officer

8.221

8.2.2.2

8.2.2.3

8.2.24

8.2.25

8.2.2.6

Recruits additional invigilators where required to effectively cover all
exam periods/series’ throughout the academic year

Collects information on new recruits to identify if they have invigilated
previously and if any current maladministration/malpractice sanctions are
applied to them

Provides training for new invigilators on the instructions for conducting
exams and an annual update for the existing invigilation team so that
they are aware of any changes in a new academic year before they are
allocated to invigilate an exam

Ensures invigilators supervising access arrangement candidates
understand their role (and the role of a facilitator who may be supporting
a candidate) and the rules and regulations of the access arrangement(s)

Ensures invigilators are briefed on the access arrangement candidates
in their exam room and made aware of the access arrangement(s)
awarded (ensuring these candidates are identified on the seating plan)
and confirms invigilators understand what is and what is not permissible

Collects evaluation of training to inform future events

8.3 Entries: roles and responsibilities

8.3.1 Estimated entries collection and submission procedure

83.1.1

83.111

83.1.1.2

Exams Manager/Officer

Requests estimated or early entry information, where this may be
required by awarding bodies, from Head of Department/Director of
Subjectin a timely manner to ensure awarding body external
deadlines for submission can be met

Heads of Department provide details of estimated entries via a
spreadsheet to the exams office in February/March to enable
budgeting to take place. The estimated entries are then checked and
confirmed in September/October, prior to submitting the information
via Awarding Body extranets. Makes candidates aware of the JCQ
Information for candidates — Privacy Notice at the start of a
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8.3.1.2

8.3.121

8.3.1.2.2

vocational qualification or when entries are being processed for a
general qualification

Senior leaders

Provide entry information requested by the EM/O to the internal
deadline

Inform the EM/O immediately of any subsequent changes to entry
information

8.3.2 Final entries

8.3.2.1

83.2.11

8.3.2.1.2

8.3.2.1.3

83.2.14

8.3.2.15

Exams Manager/Officer

Requests final entry information from HoDs in a timely manner to
ensure awarding body external deadlines for submission can be met

Informs HoDs of subsequent deadlines for making changes to final
entry information without charge

Confirms with HoDs final entry information thathas been submitted to
awarding bodies

Ensures as far as possible that entry processes minimise the risk of
entries or registrations being missed reducing the potential for late or
other penalty fees being charged by awarding bodies

Observes each awarding body’s terms and conditions for the entry
and withdrawal of candidates for their examinations and
assessments

8.3.3 Final entries collection and submission procedure

8.3.3.1

8.33.11

8.3.3.1.2

8.3.3.1.3

8.33.14

Overview

Heads of Departments are advised once marksheets are available on
MIS to make entries directinto MIS. Heads of Department work with
their teams to make their final entries by the deadline set by the
Exams Team. Once final entries are complete, reports are issued by
the Exams Team to Heads of Department for checking that the final
entries are correct. Once the Exams Team have received
confirmation that final entries are correct. They are submitted to
Awarding Bodies via MIS and A2C.

Entries are made direct into MIS for GCSE summer entries.

Lists of final entries are sentto HoD for confirmation of correctness or
correction, by the Exams Manager

Once HoD’s confirm all entries are correct, by the deadline set by the
Exams Manager, the marksheets are locked and entries submitted.
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8.3.3.15 Vocational Registration Roles and Responsibilities - Head of
Department (& where appropriate — delegated teachers)
e Entersregistrations
e Checks that no duplicate registration entries are being made for active or
previously registered candidates by directly accessing the awarding body
intranet (NB extra care is required to avoid double entry at the launch of
new specifications)

8.3.3.2 Senior leaders
8.3.3.2.1 Provide information requested by the EM/O to the internal deadline

8.3.3.2.2 Inform the EM/O immediately, or at the very least prior to the
deadlines, of any subsequent changes to final entry information,
which includes
e changes to candidate personal details
e amendments to existing entries
e withdrawals of existing entries

8.3.3.2.3 Check final entry submission information provided by the EM/O and
confirms information is correct

8.3.4 Entry fees
8.3.4.1 Entries are charged to a central exams budget.

8.3.4.2 Late fees are recharged to departmental budgets, where this is due to
delays caused by departmental actions.

8.3.4.3 Where amendments are requested after the fees deadline, and these are
at the request of family, fees may be charged to students families.

8.3.5 Late entries (Please see appendix 15 for the processing of in-year

starters.)
8.3.5.1 Exams Manager/Officer

8.35.1.1 Has clear entry procedures in place to minimise the risk of late
entries

8.3.5.1.2 Charges any late or other penalty fees to relevant budgets
8.3.5.2 Senior leaders

83521 Minimise the risk of late entries by

¢ following procedures identified by the EM/O in relation to making final
entries on time

e meeting internal deadlines identified by the EM/O for making final entries
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8.3.6 Qualification entries:

8.3.6.1 The Exams Manager/Officer runs a periodic report from MIS to produce a
list of the latest in-year starters. This enables details of previous
academic referencing (e.g. Unique Learner Number, UCI Number) to be
obtained from previous schools in order to ensure that the students
Personal Learner Record is kept up to date with all academic
achievements made during their education.

8.3.7 Re-sit entries

8.3.7.1 Candidate who have not performed to their potential, based on teacher

assessment, will be given resit opportunities in consultation with SLT line
management.

8.3.8 Private candidates

8.3.8.1 Heads of centres are free to decide if they wish to accept private
candidates. Please see appendix 16 for details of the process.

8.3.9 Candidate statements of entry

8.3.9.1 Exams Manager/Officer
8.39.1.1 Provides candidates with statements of entry for checking
8.3.9.2 Teaching staff

8.39.21 Ensure candidates check statements of entry and return any relevant
confirmation required to the EM/O

8.3.9.3 Candidates

8.393.1 Confirm entry information is correct or notify the EM/O of any
discrepancies

8.4 Pre-exams: roles and responsibilities

8.4.1 Access arrangements

8.4.11 SENCo

84111 Ensures appropriate arrangements, adjustments and adaptations are
in place to facilitate access to exams/assessments for candidates
where they are disabled within the meaning of the Equality Act

(unless a temporary emergency arrangementis required at the time
of an exam)

84112 Ensures a candidate is involved in any decisions about

arrangements, adjustments and /or adaptations that may be putin
place for him/her
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84.1.13

84114

84.1.15

84.1.1.6

Ensures exam information (JCQ information for candidates
information, individual exam timetable etc.) is adapted where this
may be required for a disabled candidate to access it

Allocates appropriately trained centre staff to facilitate access
arrangements for candidates in exams and assessments (ensuring
that the facilitator appointed meets JCQ requirements and fully
understands the rule of the particular access arrangement)

Where relevant, ensures the necessary and appropriate steps are
undertaken to gather an appropriate picture of need and demonstrate
normal way of working for a private candidate (including distance
learners and home educated candidates) and that the candidate is
assessed by the centre’s appointed assessor

The deadline to complete access arrangements and to request
modified papers can be found on the Access Arrangements and
Reasonable Adjustments guidance on the JCQ website. These dates
change yearly for the different examination series.
https://www.jcq.org.uk/exams-office/access-arrangements-and-
special-consideration/regulations-and-guidance/

8.4.2 Briefing candidates

8421

84211

84.2.1.2

8.4.2.13

84214

Exams Manager/Officer

Issues individual exam timetable information to candidates and
informs candidates of any contingency day awarding bodies may
identify in the event of national or significantlocal disruption to exams

Prior to exams issues relevant JCQ information for candidates
documents

Where relevant, issues relevant awarding body information to
candidates

Issues centre exam information to candidates including information
on:

exam timetable clashes

arriving late for an exam

absence or illness during exams

what equipmentis/is not provided by the centre

food and drink in exam rooms

wrist watches in exam rooms

when and how results will be issued and the staff that will be available
the post-results services and how the centre deals with requests from

candidates
e when and how certificates will be issued
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8.5 Access to Scripts, Reviews of Results and Appeals Procedures

8.5.1 Dispatch of exam scripts

85.1.1 Head of Centre

85111 Heads of centres will follow the procedures as laid outin Appendix
17.

8.5.1.2 Exams Manager/Officer

85.1.2.1 Identifies and confirms arrangements for the dispatch of candidate
exam scripts with the DfE (STA) ‘yellow label service’ or the awarding
body where qualifications sit outside the scope of the service

85.1.2.2 Completed exam scripts to be kept in secure safe/locker until
collection from the relevant delivery company. Under no
circumstances can staff look at the completed exam scripts.

8.5.2 Receiving Exam papers

85.21 General

85.2.1.1 When examination papers are delivered to the centre from
examination boards, centre staff must ensure they are following the
JCQ rules by correctly filling out the Examination Post Log.

85.2.1.2 What is an Examination Post Log? The log is used to ensure
examination papers are always in the care and responsibility of
centre staff. There are two Examination Post Logs. One which must
always remain in reception and the other that must always remain the
Exams Office.

8.5.2.2 Reception staff

85221 When exam papers are delivered to the Centre, reception staff will
sign in the exam papers via the Examination Post Log and alert the
EM/O straight away of their delivery. The exam papers will be
supervised by a member of reception staff until collection, where they
must then be signed out once the exam papers have left their care.

8.5.2.3 Site Staff

85231 If a large amount of exam papers are delivered to the centre, site
staff might be asked to deliver the exam papers directly to the EM/O.
In this instance, site staff must sign the Examination Post Log from
reception stating they have collected the papers and then they must
sign the papers into the EM/O.
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8.5.24 Exams Manager/Officer

85.24.1 Once papers have arrived to the EM/O via reception or the Site
Team, the EM/O must sign the Examination Post Log to confirm
receipt of papers and then store the papers in the secured locked
safe/cabinet

8.5.3 Estimated grades

85.3.1 Senior Leaders

85311 Ensure teaching staff provide estimated grade information to the
EM/O by the internal deadline (where this still may be required by the
awarding body)

8.5.3.2 Exams Manager/Officer

8.5.3.2.1 Submits estimated grade information to awarding bodies to meet the

external deadline (where this may still be required by the awarding
body)

8.5.3.2.2 Keeps a record to track what has been sent

8.5.4 Internal assessment and endorsements

85.4.1 Head of centre

854.1.1 Ensures procedures are in place for candidates to appeal internal
assessment decisions and make requests for reviews of marking

8542 SENCo

854.2.1 Liaises with teaching staff to implement appropriate access
arrangements for candidates undertaking internal assessments and
practical endorsements

8.5.4.3 Teaching staff

8.543.1 Supportthe SENCo in implementing appropriate access
arrangements for candidates undertaking internal assessments and
practical endorsements

85432 Assess and authenticate candidates’ work

8.5.4.3.3 Assess endorsed components

8.5.4.34 Ensure candidates are informed of centre assessed marks prior to
marks being submitted to awarding bodies

85.4.4 Seniorleaders

854.4.1 Ensure teaching staff assess and authenticate candidates’ work to
the awarding body requirements
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8.54.4.2

8.54.43

85444

8.545

85451

85452

8.54.53

85454

8.5.4.6

8.546.1

Ensure teaching staff assess endorsed components according to
awarding body requirements

Ensure teaching staff provide marks for internally assessed
components and grades for endorsements of qualifications to the
EM/O to the internal deadline

Ensure teaching staff provide required samples of work for
moderation and sample recordings for monitoring to the EM/O to the
internal deadline

Exams Manager/Officer

Submits marks, endorsement grades and samples to awarding
bodies/moderators/monitors to meet the external deadline

Keeps a record to track what has been sent
Logs moderated samples returned to the centre

Ensures teaching staff are aware of the requirements in terms of
retention and subsequent disposal of candidates’ work

Candidates

Authenticate their work as required by the awarding body

8.5.5 Invigilation

8.55.1

85511

8.5.5.1.2

8.55.1.3

85514

8.5.5.2

Exams Manager/Officer

Provides an annually reviewed/updated invigilator handbook to
invigilators, trains new invigilators on appointment and updates
experienced invigilators on any regulation changes

Deploys invigilators effectively to exam rooms throughout an exam
series (including the provision of a roving invigilator where a
candidate and invigilator (acting as a practical assistant, reader or
scribe) are accommodated on a 1:1 basis to enter the room at regular
intervals in order to observe the conducting of the exam, ensuring all
relevant rules are being adhered to and supporting the practical
assistant/reader and/or scribe in maintaining the integrity of the
exam)

Allocates invigilators to exam rooms (or where supervising
candidates due to a timetable clash) according to the required ratios

Liaises with the SENCo regarding the facilitation and invigilation of
access arrangement candidates

SENCo
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85521 Liaises with the EM/O regarding facilitation and invigilation of access
arrangement candidates

8.5.5.3 Invigilators

8.553.1 Provide information as requested on their availability to invigilate
throughout an exam series

8.5.6 JCQ Centre Inspections

8.5.6.1 Exams Manager/Officer or Senior leader

856.1.1 Will accompany the Inspector throughout a visit

8.5.6.2 SENCo or relevant Senior leader (in the absence of the SENCO0)

8.5.6.2.1 Will meet with the inspector when requested to provide documentary
evidence regarding access arrangement candidates and address any

questions the inspector may raise

8.5.6.2.2 Ensures that information is readily available for inspection at the
venue where the candidate is taking the exam(s)

8.5.7 Seating and identifying candidates in exam rooms

8.5.7.1 Exams Manager/Officer

857.1.1 Ensures a procedure is in place to verify candidate identity including
private candidates

8.6 Candidate ldentification Procedure
8.6.1 Head of Centre

8.6.1.1 Head of centres will ensure that Candidate Identification Procedures are
followed in line with Appendix 18.

8.6.2 Exams Manager/Officer
8.6.2.1 Ensures invigilators are aware of the procedure

8.6.2.2 Provides seating plans for exam rooms according to JCQ and awarding
body requirements (and ensures candidates with access arrangements
are identified on the seating plan and invigilators are informed of those
candidates with access arrangements and made aware of the access
arrangement(s) awarded)

8.6.3 Invigilators

8.6.3.1  Follow the procedure for verifying candidate identity provided by the
EM/O
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8.6.3.2

Seat candidates in exam rooms as instructed by the EM/O on the seating
plan

8.6.4 Security of exam materials

8.64.1

864.1.1

8.64.1.2

8.6.4.1.3

8.64.14

8.6.4.15

8.6.4.1.6

8.6.4.1.7

8.6.4.2

86421

Exams Manager/Officer

Confirms appropriate arrangements are in place to ensure that
confidential materials are only handed over to those authorised by
the head of centre

Ensures only persons authorised by the head of centre and the
Exams Manager/Officer are allowed access to the centre’s secure
storage facility as one of the two to six key holders

Has a process in place to demonstrate the receipt, secure movement
and secure storage of confidential exam materials within the centre

Ensures a log is kept at the initial point of delivery recording
confidential materials received and signed for by authorised staff
within the centre and that appropriate arrangements are in place for
confidential materials to be immediately transferred to the secure
storage facility until they can be removed from the dispatch
packaging and checked in the secure room before being returned to
the secure storage facility in timetable order

Ensures the secure storage facility contains only current and live
confidential material (ensuring that past examination question
papers, internal tests and mock examinations are not keptin the
centre’s secure storage facility)

Ensures that examination stationery, e.g. answer booklets and
formula booklets are stored in the secure room (attempting to store
this material in the secure storage facility, when sufficient space
allows)

Ensures the integrity and security of any electronic question paper is
maintained during the downloading, printing and collating process
(ensuring printing is carried outin an area that can be controlled to
prevent unauthorised personnel accessing live assessment materials
and ensuring only authorised members of centre staff have access to
electronic question papers)

Reception staff

Follow the process to log confidential materials delivered to/received
by the centre to the point materials are issued to authorised staff for
transferal to the secure storage facility
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8.6.4.3 Teaching staff

8.6.4.3.1 Adhere to the process to record the secure movement of confidential
materials taken from or returned to secure storage throughoutthe
time the material is confidential

8.6.5 Timetabling and rooming

8.6.5.1 Exams Manager/Officer
86511 Produces a master centre exam timetable for each exam series

8.65.1.2 Identifies and resolves candidate exam timetable clashes according
to the regulations (only applying overnight supervision arrangements
as a lastresort, once all other options have been exhausted and
according to the centre’s policy)

8.7 Overnight Supervision Arrangements Guidance

8.7.1 Head of Centre

8.7.1.1 Head of centre will ensure that guidance in Appendix 19 is followed.
8.7.2 Exams Manager/Officer

8.7.2.1 Identifies exam rooms and specialist equipment requirements

8.7.2.2  Allocates invigilators to exam rooms (or where supervising candidates
due to an exam timetable clash) according to required ratios

8.7.2.3 Liaises with site staff to ensure exam rooms are set up according to JCQ
and awarding body requirements

8.7.2.4 Liaises with the SENCo regarding rooming of access arrangement
candidates

8.7.3 SENCo

8.7.3.1 Liaises with the EM/O regarding rooming of access arrangement
candidates

8.7.3.2 Liaises with other relevant centre staff to ensure appropriate
arrangements, adjustments and adaptations are in place to facilitate
access for disabled candidates to exams

8.7.4 Site staff

8.7.4.1 Liaise with the EM/O to ensure exam rooms are set up according to JCQ
and awarding body requirements
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8.7.5 Alternative site arrangements

8.7.5.1 Exams Manager/Officer

8.75.1.1 Ensures question papers will only be taken to an alternative site
where the published criteria for an alternative site arrangement has
been met

8.75.1.2 Will inform the JCQ Centre Inspection Service to timescale by
submitting a JCQ Alternative Site arrangement notification through
CAP (or through the awarding body where a qualification may sit
outside the scope of CAP) of any alternative sites that will be used to
conduct timetabled examination components of the qualifications
listed in the JCQ regulations

8.7.6 Centre consortium arrangements

8.7.6.1 Exams Manager/Officer

8.76.1.1 Processes applications for Centre Consortium arrangements through
CAP to the awarding body deadline (or through the awarding body
where a qualification may sit outside the scope of CAP)

8.7.6.2 Seniorleaders

8.76.2.1 Inform the EM/O of any joint teaching arrangements in place and
where the centre is acting as the consortium co-ordinator

8.7.7 Transferred candidate arrangements

8.7.7.1 Exams Manager/Officer
87711 Liaises with the host or entering centre, as required

8.7.7.1.2 Processes requests for Transferred Candidate arrangements through
CAP to the awarding body deadline (or through the awarding body
where a qualification may sit outside the scope of CAP)

8.7.7.1.3 Where relevant (for an internal candidate) informs the candidate of
the arrangements that have been made for their transferred
candidate arrangements

8.7.8 Internal exams - KS4

8.7.8.1 Exams Manager/Officer

8.78.1.1 Prepares for the conductof internal exams under external conditions
8.7.8.1.2 Provides a centre exam timetable of subjects and rooms

8.7.8.1.3 Provides seating plans for exam rooms

8.78.1.4 Requests internal exam papers from teaching staff
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8.7.8.15 Arranges invigilation

8.7.8.2 SENCo

8.78.2.1 Liaises with teaching staff to make appropriate arrangements for
access arrangement candidates

8.7.8.3 Teaching staff
8.78.3.1 Provide exam papers and materials to the EM/O

8.7.8.3.2 Supportthe SENCo in making appropriate arrangements for access
arrangement candidates

8.8 Exam time: roles and responsibilities

8.8.1 Second Pair of Eyes Check

8.8.1.1 Exams Manager/Officer

8.8.1.1.1 The Exams Manager/Officer and another member of staff, usually an
Invigilator, to undertake and complete JCQ’s second pair of eyes
check. The second pair of eyes form must also be signed and
completed. It is also recommended that staff adopt an ‘eyes and
ears’ approach. One person reads the information from the question
paper packet to the second person.

8.8.1.1.2 If it is subsequently identified following the second pair of eyes check
that the wrong question paper packet has been opened, it must be
resealed. The incident must be reported to the relevant awarding
body's Malpractice Investigation Team immediately. The Head of
Centre, Deputy Head/Vice Principal and Trust Data, Assessment and
Exam Manager must also be notified immediately.

8.8.2 Access arrangements

8.8.2.1 Exams Manager/Officer

88211 Provides cover sheets for access arrangement candidates’ scripts
where required for particular arrangements

8.8.2.1.2 Has a process in place to deal with emergency access arrangements
as they arise at the time of exams
e applies for approval through AAO where required or through the awarding
body where qualifications sit outside the scope of AAO
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8.9 Candidate Absence Procedure

8.9.1 Candidate absence

89.1.1 Head of Centre

89.1.1.1 Heads of Centre will ensure that the procedure in Appendix 20 is
followed for all instances of candidate absence.

8.9.1.2 Invigilators

89.1.2.1 Are informed of the policy/process for dealing with absent candidates
through training

89.1.2.2 Ensure that confirmed absent candidates are clearly marked as such
on the attendance register and seating plan

89.1.3 Candidates

8.9.13.1 Are re-charged relevant entry fees for unauthorised absence from
exams

8.9.2 Candidate behaviour

8.9.2.1 See Irregularities below.

8.9.3 Candidate belongings

8.9.3.1 See Unauthorised items below.

8.9.4 Candidate late arrival

8.9.4.1 Exams Manager/Officer

894.1.1 Ensures that candidates who arrive very late for an exam are
reported to the awarding body by submitting a report on candidate
admitted very late to examination room through CAP to timescale

89.4.1.2 Warns candidates that their script may not be accepted by the
awarding body

8.9.4.2 Invigilators

89421 Are informed of the policy/process for dealing with late/very late
arrival candidates through training

89422 Ensure that relevant information is recorded on the exam room
incident log
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8.10 Candidate Late Arrival Procedure

8.10.1 Head of Centre

8.10.1.1 Where a candidate arrives late for their exam the Head of Centre will
ensure the procedure in Appendix 21 is followed.

8.10.2 Conducting exams

8.10.2.1 Head of Centre

8.10.2.1.1 Ensures venues used for conducting exams meet the requirements
of JCQ and awarding bodies

8.10.2.2 Exams Manager/Officer

8.10.2.2.1 Ensures exams are conducted according to JCQ and awarding body
instructions

8.10.2.2.2 Uses an exam day checklist to ensure each exam session is fully
prepared for, unplanned events can be dealt with and associated
follow-up is completed

8.10.3 Dispatch of exam scripts

8.10.3.1 Exams Manager/Officer
8.10.3.1.1 Dispatches scripts as instructed by JCQ and awarding bodies
8.10.3.1.2 Keeps appropriate records to track dispatch

8.10.4 Exam papers and materials

8.10.4.1 Exams Manager/Officer

8.10.4.1.1 Organises exam question papers and associated confidential
resources in date order in the secure storage facility

8.10.4.1.2 Attaches erratum notices received to relevant exam question paper
packets

8.10.4.1.3 Collates attendance registers and examiner details in date order

8.10.4.1.4 Regularly checks mail or email inbox for updates from awarding
bodies

8.10.4.1.5 In order to avoid potential breaches of security, ensures care is taken
to ensure the correct question paper packets are opened by ensuring
a member of centre staff, additional to the person removing the
papers from secure storage, e.g. an invigilator, checks the day, date,
time, subject, unit‘component and tier of entry, if appropriate,
immediately before a question paper packetis opened
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8.10.4.1.6 Ensures this additional/second check is recorded

8.10.4.1.7 Where allowed by the awarding body, only releases exam papers
and materials to teaching departments for teaching and learning
purposes after the published finishing time of the exam, or until any
timetable clash candidates have completed the exam

8.10.5 Exam rooms

8.10.5.1 Head of centre

8.10.5.1.1 Ensures thatinternal tests, mock exams, revision or coaching
sessions are conducted in a room ‘designated’ as an exam room

8.10.5.1.2 Ensures thatwhen aroomis ‘designated’ as an exam room itis not
used for any purpose other than conducting external exams

8.10.5.1.3 Ensures only approved centre staff (who have not taught the subject
being examined) are presentin exam rooms to perform permitted
tasks

8.10.5.1.4 Ensures the centre’s policy relating to food and drink that may be
allowed in exam rooms is clearly communicated to candidates

8.10.5.1.5 Ensures the centre’s policy on candidates leaving the exam room
temporarily is clearly communicated to candidates

8.11 Food and Drink Guidance (Exams)
8.11.1 Head of Centre

8.11.1.1 The Head of centre will ensure that food and drink in exams is managed
in line with the guidance at Appendix 22.

8.12 Leaving the Examination Room Procedure
8.12.1 Head of Centre

8.12.1.1 The Head of Centre will ensure that candidates leaving the examinations
room is managed in line with Appendix 23

8.12.2 Exams Manager/Officer

8.12.2.1 Ensures examrooms are set up and conducted as required in the
regulations

8.12.2.2 Provides invigilators with appropriate resources to effectively conduct
exams

8.12.2.3 Briefs invigilators on exams to be conducted on a session by session
basis (including the arrangements in place for any transferred candidates
and access arrangement candidates)
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8.12.2.4 Ensures sole invigilators have an appropriate means of summoning
assistance (if this is a mobile phone, instructs the invigilator that this
must be on silent mode)

8.12.2.5 Ensures invigilators understand they must be vigilant and remain aware
of incidents or emerging situations, looking out for malpractice or
candidates who may be in distress, recording any incidents orissues on
the exam room incident log

8.12.2.6 Ensures invigilators understand how to deal with candidates who may
need to leave the exam room temporarily and how this should be
recorded on the exam room incident log

8.12.2.7 Provides authorised exam materials which candidates are not expected
to provide themselves

8.12.2.8 Ensures invigilators and candidates are aware of the emergency
evacuation procedure

8.12.2.9 Ensures invigilators are aware of arrangements in place for a candidate
with a disability who may need assistance if an exam room is evacuated

8.12.3 Senior leaders

8.12.3.1 Ensure a documented emergency evacuation procedure for exam rooms
isin place

8.12.3.2 Ensure arrangements are in place for a candidate with a disability who
may need assistance if an exam room is evacuated

8.13 Emergency Evacuation Procedure
8.13.1 Head of Centre

8.13.1.1 In order to meet JCQ mandatory requirements the Head of Centre must
ensure that robust procedures are in place in the event of an Emergency
Evacuation being required. Further details are available in Appendix 24
and these MUST be followed.

8.14 Lockdown Policy (Exams)
8.14.1 Head of Centre

8.14.1.1 The Head of Centre will ensure that the Centre follows the procedure as
laid outin Appendix 25

8.14.2 Site staff
8.14.2.1 Ensure exam rooms are available and set up as requested by the EM/O

8.14.2.2 Ensure grounds or centre maintenance work does not disturb exam
candidates in exam rooms
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8.14.2.3 Ensure fire alarm testing does not take place during exam sessions

8.14.3 Invigilators

8.14.3.1 Conductexams in every exam room according to JCQ Instructions for
conducting examinations and/or awarding body requirements and as
instructed by the centre in training/update and briefing sessions

8.14.4 Candidates

8.14.4.1 Arerequired to follow the instructions given to them in exam rooms by
authorised centre staff and invigilators

8.14.4.2 Arerequired to remain in the exam room for the full duration of the exam

8.15 Managing Behaviour Procedure

8.15.1 Irreqularities
8.15.1.1 Head of centre

8.15.1.1.1 Ensures (as required by an awarding body) any cases of alleged,
suspected or actual incidents of malpractice or maladministration
before, during or after examinations/assessments (by centre staff,
candidates, invigilators) are investigated and reported to the
awarding body immediately, by completing the appropriate
documentation

8.15.1.1.2 The Head of Centre will ensure relevant staff are supported and
knowledgeable in the Centre’s Managing Behaviour Procedure as
detailed in Appendix 26

8.15.1.2 Senior leaders

8.15.1.2.1 Ensure support is provided for the EM/O and invigilators when
dealing with disruptive candidates in exam rooms

8.15.1.2.2 Ensure thatinternal disciplinary procedures relating to candidate
behaviour are instigated, when appropriate

8.15.1.3 Exams Manager/Officer

8.15.1.3.1 Provides an exam room incidentlog in all exam rooms for recording
any incidents or irregularities

8.15.1.3.2 Actions any required follow-up and reports to awarding bodies as
soon as practically possible after the exam has taken place

8.15.1.4 Invigilators

8.15.1.4.1 Record any incidents or irregularities on the exam room incident log
(for example, late/very late arrival, candidate or centre staff
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suspected malpractice, candidate illness or needing to leave the
exam room temporarily, disruption or disturbance in the exam room,
emergency evacuation)

8.15.2 Malpractice
8.15.2.1 See Irregularities above.

8.15.3 Special Consideration Guidance

8.15.3.1 Senior leaders

8.15.3.1.1 Provide signed evidence to support eligible applications for special
consideration

8.15.3.2 Exams Manager/Officer

8.15.3.2.1 Processes eligible applications for special consideration to awarding
bodies

8.15.3.2.2 Gathers evidence which may need to be provided by other staff in
centre or candidates

8.15.3.2.3  Submits requests to awarding bodies to the external deadline

8.15.3.2.4 In Special circumstances it may be necessary to consider if an
adjustment to a grade is appropriate. In these situations Head of
Centre will follow the guidance in Appendix 27.

8.15.3.3 Candidates

8.15.3.4 Provide appropriate evidence to support special consideration
applications, where required

8.16 Arrangements for unauthorised items taken into the exam room

8.16.1 Unauthorised items

8.16.1.1 Briefing candidates

8.16.1.1.1  SLT brief candidates on items forbidden in the exam, before the
candidates are sent to stow their possession in the bag room.

8.16.1.1.2 On entering the examination room, invigilators give candidates a
further opportunity to divest themselves of their unauthorised items.

8.16.1.1.3 There is a third and final opportunity to hand in items not permitted in
the exam during the announcement.

8.16.1.1.4 Any items collected in from candidates are placed in storage wallets
and or trays which are locked away in a storage room for the duration
of the examination.
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8.16.1.1.5 Following the exam, students may reclaim their possessions by
returning the ticket number linked to their walletand placing it back in

the walletin place of the items.

8.16.1.1.6 Candidates who have non-smart watches are reminded that these
are classified as unauthorised items at the Trust and therefore are
not permitted in the exam room.

8.16.1.2 Invigilators
8.16.1.2.1 Areinformed of the arrangements through training

8.16.1.2.2 On entering the examination room, invigilators give candidates a
further opportunity to divest themselves of their unauthorised items.

8.16.2 Internal exams

8.16.2.1 Exams Manager/Officer

8.16.2.1.1  Briefs invigilators on conducting internal exams
8.16.2.1.2 Returns candidate scripts to teaching staff for marking
8.16.2.2 Invigilators

8.16.2.3 Conductinternal exams as briefed by the EM/O

8.17 Results and post-results: roles and responsibilities

8.17.1 Internal assessment

8.17.1.1 Seniorleaders

8.17.1.1.1 Ensures teaching staff keep candidates’ work, whether part of the
moderation sample or not, secure and for the required period stated

by JCQ and awarding bodies

8.17.1.1.2 Ensures work is returned to candidates or disposed of according to
the requirements

8.17.2 Managing results day(s)

8.17.2.1 Senior leaders

8.17.2.1.1 Identify centre staff who will be involved in the main summer results
day(s) and their role

8.17.2.1.2  Ensures senior members of staff are accessible to candidates after
the publication of results so that results may be discussed and
decisions made on the submission of any requests for post-results
services and ensures candidates are informed of the periods during
which centre staff will be available so that they may plan accordingly
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8.17.2.2 Exams Manager/Officer

8.17.2.2.1

Works with senior leaders to ensure procedures for managing the
main summer results day(s) (a results day programme) are in place

8.18 Results Day

8.18.1 Programme
8.18.1.1 Pre Results Day

8.18.1.1.1

8.18.1.1.2

8.18.1.1.3

8.18.1.1.4
8.18.1.1.5
8.18.1.1.6

8.18.1.1.7

8.18.1.1.8
8.18.1.1.9

8.18.1.1.10

Results analysis marksheets set up by Data Manager and populated
with information from Exams Manager/Officer using BTEC File 15
and Results export (Entries information)

MIS — Results Day Survival Kit downloaded and checks made for any
change in required routines for efficient Results Day processing

Download updated Basedata and refresh MIS Examinations
Organiser with latest version

QN Codes cloned and updated as appropriate
External results entered onto MIS via Edit Pl route
Equivalences checked and updated explanation sheet produced.

Labels produced from MIS and stuck on envelopes along short edge
for easier display. PRS postcard, Equivalence sheet and External
letters putinto envelopes.

Certificate collection information letter putinto envelope.

Plan of exam rooms and surrounding area layout provided to Site
team.

Prepare additional Results Authority forms for handing out on results
day.

8.18.1.2 Restricted-Results Day (KS4 & KS5)

8.18.1.2.1
8.18.1.2.2

8.18.1.2.3

8.18.1.2.4

8.18.1.2.5

Results downloaded by Exams team
Results successful import notified to Data Manager

Issues with results resolved by Exams Manager/Officer, Data
Manager, Deputy Headteacher/Vice Principal

Results data passed by Data Manager to SLT for production of
banner

Results analysed by Data Manager and Deputy Headteacher/Vice
Principal
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8.18.1.2.6 ALL SEASONS Statement of Results for all students printed by
Exams team and putinto labelled envelopes (see next two
processes)

8.18.1.2.7 Results Statements printed in candidate name order and laid onto
labelled envelopes

8.18.1.2.8 Final check made of statements against envelopes by Exams team
and inserted into envelopes

8.18.1.2.9 Results Day letter prepared and printed by Exams Manager/Officer
and Headteacher/Principal

8.18.1.2.10 Results Day letter putinto Year 11 addressed envelopes by Exams
team

8.18.1.2.11 Envelopes transferred to appropriate box for taking to tables in exam
room (see plans)

8.18.1.2.12 Setup exam room — set up tables for issue of results alphabetically —
see plan

8.18.1.2.13 Results documentation downloaded from AB sites

8.18.1.2.14 Results information splitinto piles for distribution:

e Statement of provisional results

e Centre broadsheet of results — copies x 2 (original to Exams
Manager/Officer)

e Centre results statistics subject specific — copies x 2 (original to
Headteacher)
Centre marks reports subject specific
Centre cumulative record of unit results subject specific

8.18.1.2.15 Candidates:
e Statement of provisional results

8.18.1.2.16 Head Teacher:
e Centre broadsheet of results
e Centre results statistics subject specific
¢ Moderator reports

8.18.1.2.17 Head of Year/KS4/KS5:
e Centre broadsheet of results

8.18.1.2.18 Head of Department:
e Centre results statistics subject specific
e Centre marks reports subject specific
e Centre cumulative record of unit results subject specific
e Moderator reports

8.18.1.2.19 Exams Manager/Officer:
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e Centre broadsheet of results
e Centre results statistics subject specific

8.18.1.2.20 Prepare additional Results Authority forms for handing out on
results day.

8.18.1.3 Results Day (KS4 & KS5)

8.18.1.3.1 Careers and college information services arrive to set up their table
(organised and managed by Careers team)

8.18.1.3.2  Brief staff regarding 3rd party collections, contents of envelopes,
layout of room, PRS’s

8.18.1.3.3 Results for Prospectus

8.18.1.3.4 Results page prepared for prospectus:- information is provided by
Data Manager, emailed to Admin Assistant (previously LST) (may
be done by PA to Headteacher/Principal)

8.18.1.3.5 AMtime to be agreed by Head of Centre - Year 13, 11 & 10
students able to start collecting their results

8.18.1.3.6 Email results to relevant receiving institutions (i.e. Scarborough
TEC, S6F) and NYCC using a secure system (i.e. 0365 Encryption)
giving full consideration to data protection and data integrity.

8.18.1.3.7  Any results not collected to be posted home, where payment has
been provided

8.18.1.4 Site staff

8.18.1.4.1 Ensure the centre is open and accessible to centre staff and
candidates, as required for the collection of results

8.18.2 Accessing results

8.18.2.1 Head of centre

8.18.2.1.1 Ensures results are kept entirely confidential and restricted to key
members of staff until the official dates and times of release of
results to candidates

8.18.2.1.2 Understands thatitis not permitted to withhold provisional results
from candidates under any circumstances

8.18.2.2 Exams Manager/Officer

8.18.2.2.1 Informs candidates in advance of when and how results will be
released to them for each exam series
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8.18.2.2.2

8.18.2.2.3
8.18.2.2.4

8.18.2.25

Accesses results from awarding bodies under restricted release of
results, where this is provided by the awarding body

Resolves any missing or incomplete results with awarding bodies
Issues statements of results to candidates on issue of results date

Provides summaries of results for relevant centre staff on issue of
results date

8.18.3 Post-results services

8.18.3.1 Head of centre

8.18.3.1.1

8.18.3.1.2

8.18.3.1.3

Ensures an internal appeals procedure is available where
candidates disagree with any centre decision notto support a
clerical re-check, a review of marking, a review of moderation or an
appeal

Ensures that senior members of centre staff are available
immediately after the publication of results

Understands that if the centre has concerns about one of its
component/subject cohorts, then requests for reviews of marking
should be submitted for all candidates believed to be affected
(candidate consentis required as marks and subject grades may be
lowered, confirmed or raised)

8.18.3.2 Exams Manager/Officer

8.18.3.2.1

8.18.3.2.2

8.18.3.2.3

8.18.3.2.4

8.18.3.2.5

8.18.3.2.6

Provides information to candidates (including private candidates)
and staff on the services provided by awarding bodies and the fees
charged (see also above Briefing candidates and Access to
Scripts, Reviews of Results and Appeals Procedures)

Publishes internal deadlines for requesting the services to ensure
the external deadlines can be effectively met

Provides a process to record requests for services and to collect
candidate informed consent (after the publication of results) and
fees where relevant

Submits requests to awarding bodies to meet the external deadline
for the particular service

Tracks requests to conclusion and informs candidates and relevant
centre staff of outcomes

Updates centre results information, where applicable
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8.18.3.3 Teaching staff

8.18.3.3.1 Meet internal deadlines to request the services and gain relevant
candidate informed consent

8.18.3.3.2 Identify the budget to which fees should be charged
8.18.3.4 Candidates

8.18.3.4.1 Meet internal deadlines to request the services

8.18.3.4.2 Provide informed consent and fees, where relevant

8.18.4 Analysis of results

8.18.4.1 Data Officer
8.18.4.1.1 Provides analysis of results to appropriate centre staff

8.18.4.1.2 Provides results information to external organisations where
required

8.18.4.1.3 Undertakes the secondary school and college (key stage 4/16-18)
performance tables June and September checking exercise (where
applicable)

8.18.5 Certificates

8.18.5.1 Certificates are provided to centres by awarding bodies after results have
been confirmed.

8.19 Certificate Issue & Retention Procedure
8.19.1 Head of Centre

8.19.1.1 The Head of Centre will ensure that Certificates are issued in line with
the procedure in Appendix 28

8.19.2 Candidates

8.19.2.1 May arrange for certificates to be collected on their behalf by providing
the EM/O with written or email permission/authorisation; authorised
persons must provide ID evidence on collection of certificates

8.20 Exams review: roles and responsibilities
8.20.1 Exams Manager/Officer

8.20.1.1 Provides SLT with an overview of the exam year, highlighting what went
well and what could be developed/improved in terms of exams
managementand administrative processes within the stages of the exam
cycle
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8.20.1.2 Collects and evaluates feedback from staff, candidates and invigilators to
inform an exams review

8.20.2 Trust Data and Assessment Manager

8.20.2.1 Provides the Director of Learning with the headline results for KS4 and
KS5 based on the Centre’s MIS. This is then updated when official
results are released from DfE’s School and College Tables Information.

8.20.3 Senior leaders

8.20.3.1 Work with the EM/O to produce a plan to action any required
improvements identified in the review

8.21 Retention of records: roles and responsibilities
8.21.1 Exams Manager/Officer

8.21.1.1 Keeps records as required by JCQ and awarding bodies for the required
period

8.21.1.2 Keeps records as required by the Trust's records management policy

8.21.1.3 Provides an Exams Archiving Policy that identifies information held,
retention period and method of disposal

8.22 Exams Archiving Procedure

8.22.1 Head of Centre

8.22.1.1 The Head of Centre will ensure that the Exams Archiving Procedure in
Appendix 29 will be followed.
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Appendix 1: Escalation Process

Purpose of the process
To confirm the main duties and responsibilities to be escalated should the head of

centre, or a member of the senior leadership team with oversight of examinaton
administration, be absent.

Before examinations (Planning)
In the event of the absence of the head of centre or the member of senior leadership

with oversight of examination administration, responsibility for implementing JCQ
regulations and requirements relating to activity prior to examinations will be
escalated to..

Filey School — Deputy Headteacher

Lady Lumley’s School — Deputy Headteacher
Scalby School — Deputy Headteacher
Scarborough UTC — Vice Principal

To support understanding of the regulations and requirements, the following JCQ
publications will be referenced:

e General Regulations for Approved Centres
e Instructions for conducting examinations
e Access Arrangements and Reasonable Adjustments
e Instructions for conducting coursework
e Instructions for conducting non-examination assessments
e Suspected Malpractice — Policies and Procedures
e A guide to the special consideration process
Main duties and responsibilities relate to:

e Centre status

e Confidentiality

e Communication

e Recruitment, selection and training of staff
e Internal governance arrangements

e Delivery of qualifications

e Public liability

e Conflicts of interest

e Controlled assessments, coursework and non-examination assessments
e Security of assessment materials

e National Centre Number Register
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e Centre inspections

Additional JCQ publication for reference:
o Centre Inspection Service Changes

e Policies

Specific JCQ publications for reference:
o General Regulations for Approved Centres (section 5)
o Instructions for conducting examinations (section 25)
o Access Arrangements and Reasonable Adjustments (section 5)

e Personal data, freedom of information and copyright

Additional JCQ publication for reference:
o Information for candidates — Privacy Notice

Before examinations (Entries and Pre-exams)
In the event of the absence of the head of centre or the member of senior leadership

with oversight of examination administration, responsibility for implementing JCQ
regulations and requirements relating to entries and exam preparation will be
escalated to

Filey School — Deputy Headteacher
Lady Lumley’s School — Deputy Headteacher
Scalby School — Deputy Headteacher

Scarborough UTC — Vice Principal To support understanding of the regulations and
requirements, sections of relevant JCQ publications will be specifically referenced
including:

e General Regulations for Approved Centres (section 5)

e Instructions for conducting examinations (sections 1-15)

e Access Arrangements and Reasonable Adjustments (sections 6-8)
Main duties and responsibilities relate to:

e Access arrangements and reasonable adjustments
e Entries

Additional JCQ publications for reference:
o Key dates in the examination cycle
o Guidance Notes for Transferred Candidates
o Alternative Site guidance notes
o Guidance notes for overnight supervision of candidates with a timetable
variation

e Centre assessed work

Additional JCQ publication for reference:
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o Guidance Notes — Centre Consortium Arrangements
e Candidate information

Additional JCQ publications for reference:
o Information for candidates documents
o Exam Room Posters

During examinations (Exam time)
In the event of the absence of the head of centre or the member of senior leadership

with oversight of examination administration, responsibility for implementing JCQ
regulations and requirements relating to during exam time will be escalated to

Filey School — Deputy Headteacher

Lady Lumley’s School — Deputy Headteacher
Scalby School — Deputy Headteacher
Scarborough UTC — Vice Principal

To support understanding of the regulations and requirements, sections of relevant
JCQ publications will be specifically referenced including:

e General Regulations for Approved Centres (sections 3, 5)

e Instructions for conducting examinations (sections 16-30)

e Access Arrangements and Reasonable Adjustments (section 8)

e A guide to the special consideration process (sections 2-7)
Main duties and responsibilities relate to:

e Conducting examinations and assessments

Additional JCQ publication for reference:
o Guidance Notes — Very Late Arrival

e Malpractice
e Retention of candidates’ work

After examinations (Results and Post-Results)
In the event of the absence of the head of centre or the member of senior leadership

with oversight of examination administration, responsibility for implementing JCQ
regulations and requirements relating to after examinations will be escalated to

Filey School — Deputy Headteacher

Lady Lumley’s School — Deputy Headteacher
Scalby School — Deputy Headteacher
Scarborough UTC — Vice Principal

To support understanding of the regulations and requirements, sections of relevant
JCQ publications will be specifically referenced including:
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e General Regulations for Approved Centres (section 5)

Main duties and responsibilities relate to:
e Results

Additional JCQ publication for reference:
o Release of Results notice

e Post-results services and appeals

Additional JCQ publications for reference:
o Post-Results Services

o JCQ Appeals Booklet (A guide to the awarding bodies’ appeals

processes)

e Certificates
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Appendix 2: Exam Contingency Plan
Purpose of the plan

This plan examines potential risks and issues that could cause disruption to the
exam process.

By outlining actions/procedures to be invoked in case of disruption itis intended to
mitigate the impact these disruptions have on our exam process at the Trust's
Secondary Schools.

Alongside internal processes this plan is informed by the Ofqual Exam system
contingency plan: England, Wales and Northern Ireland which provides guidance
in the publication, 'What schools and colleges and other centres should do if exams
or other assessments are seriously disrupted'.

This plan details how the Trust complies with the JCQ's General Regulations for
Approved Centres (section 5.3, Centre management) by having in place a written
examination contingency plan which covers all aspects of examination
administration. This will allow members of the senior leadership team to act
immediately in the event of an emergency or staff absence. The examination
contingency plan should reinforce procedures in the event of the centre being
unavailable for examinations, or on results day, owing to an unforeseen emergency.

Possible causes of disruption to the exam process
1. Exams Manager/Officer absence at key points in the exam process (exam cycle)
Criteria for implementation of the plan

Key tasks required in the management and administration of the exam cycle not
undertaken including:

Planning

e annual data collection exercise not undertaken to collate information on
qualifications and awarding body specifications being delivered

¢ annual exams plan not produced identifying essential key tasks, key dates
and deadlines

e sufficientinvigilators not recruited
Entries

e awarding bodies not being informed of early/estimated entries which prompts
release of early information required by teaching staff
e candidates not being entered with awarding bodies for external

exams/assessment
e awarding body entry deadlines missed or late or other penalty fees being
incurred
Pre-exams
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e invigilators not trained or updated on changes to instructions for conducting
exams

e exam timetabling, rooming allocation; and invigilation schedules not prepared

e candidates not briefed on exam timetables and awarding body information for
candidates

e confidential exam/assessment materials and candidates’ work not stored
under required secure conditions

¢ internal assessment marks and samples of candidates’ work not submitted to
awarding bodies/external moderators

Exam time

e exams/assessments not taken under the conditions prescribed by awarding
bodies

e required reports/requests not submitted to awarding bodies during
exam/assessment periods, for example very late arrival, suspected
malpractice, special consideration

e candidates’ scripts not dispatched as required for marking to awarding bodies

Results and post-results

e access to examination results affecting the distribution of results to candidates
e the facilitation of post-results services

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e use checklists available from ‘The Exams Office’ to ensure that all areas are
completed

e Ensure appropriate staff provision to continue exams with little or no
disruption

e Ensure Exams Manager/Officer has provision to work remotely

e Shared files ensure absence of EM/O can be covered by current personnel

2. SENCo extended absence at key points in the exam process (exam cycle)
Criteria for implementation of the plan

Key tasks required in the management and administration of the access
arrangements process within the exam cycle not undertaken including:

Planning

e candidates not tested/assessed to identify potential access arrangement
requirements

e centre fails to recognise its duties towards disabled candidates as defined
under the terms of the Equality Act 2010

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 [ Review Date: Sep 2024 | and Vale Learning Trust | 53 of 221




e evidence of need and evidence to support normal way of working not collated
Pre-exams

e approval for access arrangements not applied for to the awarding body

e centre-delegated arrangements not putin place

e modified paper requirements not identified in a timely manner to enable
ordering to meet external deadline

o staff (facilitators) providing support to access arrangement candidates not
allocated and trained

Exam time
e access arrangement candidate support not arranged for exam rooms
Other criteria:
No other criteria identified
Centre actions to mitigate the impact of the disruption listed above
The centre will:
e policies will identify responsibilities by role, so that all areas are allocated
3. Teaching staff extended absence at key points in the exam process (exam cycle)
Criteria for implementation of the plan
Key tasks not undertaken including:

e Early/estimated entry information not provided to the Exams Manager/Officer
on time; resulting in pre-release information not being received

¢ Final entry information not provided to the Exams Manager/Officer on time;
resulting in candidates not being entered for exams/assessments or being
entered late/late or other penalty fees being charged by awarding bodies

¢ Non-examination assessment tasks not set/issued/taken by candidates as
scheduled

e Candidates not being informed of centre assessed marks before marks are
submitted to the awarding body and therefore not being able to consider
appealing internal assessment decisions and requesting a review of the
centre’s marking

¢ Internal assessment marks and candidates’ work not provided to meet
awarding body submission deadlines

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e ensure task completion via line management
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o allocate responsibility via roles within policies
e make use of checklists

4. Invigilators - lack of appropriately trained invigilators or invigilator absence
Criteria for implementation of the plan

e Failure to recruit and train sufficient invigilators to conduct exams
e Invigilator shortage on peak exam days
e Invigilator absence on the day of an exam

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e make use of a recruitment calendar
e ensure invigilators complete training both in-house and via “The Exams Office’

5. Exam rooms - lack of appropriate rooms or main venue(s) unavailable at short
notice

Criteria for implementation of the plan

e Exams Manager/Officer unable to identify sufficient/appropriate rooms during
exams timetable planning

e Insufficient rooms available on peak exam days

e Main exam venues unavailable due to an unexpected incident at exam time

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e (where main exam venue(s) unavailable due to an unexpected incident at
exam time) where possible, make use of other available rooms within the
centre, prioritising candidates whose progression will be severely delayed if
they do not take their exam or timetabled assessment when planned

¢ identify whether the exam or timetabled assessment can be sat at an
alternative venue, in agreement with the relevant awarding body

¢ (where main exam venue(s) unavailable due to an unexpected incident at
exam time) where possible, move to alternative venue, prioritising candidates
whose progression will be severely delayed if they do not take their exam or
timetabled assessment when planned

Alternative venue details:

Venue details will be determined based on candidate numbers and venue availability
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e communicate with candidates (and where appropriate, parents/carers) any
changes to the exam or assessment timetable or venue

e communicate with candidates (and where appropriate, parents/carers) any
changes to the exam or assessment timetable or to the venue

Communication details:

e ensure the secure transportation of question papers or assessment materials
to the alternative venue

o (after the exam) consider whether any candidate's ability to take the
assessment or demonstrate their level of attainment has been materially
affected and, if so, apply for special consideration

Other centre actions:

No other actions identified

6. Failure of IT systems

Criteria for implementation of the plan

e MIS/IT system failure at final entry deadline
e MIS/IT system failure during exams preparation
e MIS/IT system failure at results release time

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e ensure entries are made well in advance of the deadline

ensure that exam preparations are made in advance of the examinations
prepare as much results documentation in advance of results day

e make provision to download results at an alternative site if required

7. Emergency evacuation of the exam room (or centre lockdown)
Criteria for implementation of the plan

e Whole centre evacuation (or lockdown) during exam time due to serious
incidentresulting in exam candidates being unable to start, proceed with or
complete their exams

Other criteria:
No other criteria identified
Centre actions to mitigate the impact of the disruption listed above

The centre will:

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 56 of 221




e referto andinvoke its (exams) emergency evacuation policy/procedure in line
with JCQ's 'Centre emergency evacuation procedure' (or its (exams)
lockdown policy)

e contactthe relevant awarding body as soon as possible and follow its
instructions

e where accommodation is limited, prioritise candidates whose progression will
be severely delayed if they do not take their exam or timetabled assessment
when planned

o (after the exam) consider whether any candidate's ability to take the
assessment or demonstrate their level of attainment has been materially
affected and, if so, apply for special consideration

Other centre actions:
No other actions identified

8. Disruption of teaching time in the weeks before an exam - centre closed for an
extended period

Criteria for implementation of the plan

e Centre closed or candidates are unable to attend for an extended period
during normal teaching or study supported time, interrupting the provision of
normal teaching and learning

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e recognise itremains the responsibility of the centre to prepare students, as
usual, for examinations

o facilitate alternative methods of learning

e communicate with candidates (and where appropriate, parents/carers)
information relating to alternative methods of learning

Communication details:

e remote learning will be provided

o take advice offered by the awarding body regarding alternative arrangements
for conducting examinations that may be available

e take advice offered by the awarding body on the options for candidates who
have not been able to take scheduled examinations

e advise candidates, where appropriate, of the opportunities to take their exam
or assessment at a later date

Other centre actions:

No other actions identified
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9. Candidates unable to take examinations because of a crisis - centre remains open

Criteria for implementation of the plan

e Candidates are unable to attend the examination centre to take examinations
as normal

Other criteria:
No other criteria identified
Centre actions to mitigate the impact of the disruption listed above

The centre will:

e take advice offered by the awarding body on the options for candidates who
have not been able to take scheduled examinations

e discuss alternative arrangements with the awarding body if a candidate
misses an exam or loses their assessment due to an emergency, or other
event,

e outside of the candidate’s control

e identify whether the exam or timetabled assessment can be sat at an
alternative venue, in agreement with the relevant awarding body, ensuring the
secure

e transportation of questions papers or assessment materials to the alternative
venue

e communicate with candidates (and where appropriate, parents/carers) any
changes to the exam or assessment timetable or to the venue

Communication details:

e Candidates will be updated of centre status via the school website, text
message and/or telephone

e consider whether any candidates’ ability to take the assessment or
demonstrate their level of attainment has been materially affected and, if so,
apply for special consideration

Other centre actions:
No other actions identified

10. Centre unable to open as normal during the examination period (including in the
event of the centre being unavailable for examinations owing to an unforeseen
emergency)

Criteria for implementation of the plan

e Centre unable to open as normal for scheduled examinations
Other criteria:
No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
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The centre will:

e take advice, or follow instructions, from relevant local or national agencies in
deciding whether the centre is able to open

e contactthe relevant awarding body as soon as possible and follow its
instructions

e discuss alternative arrangements with the awarding body if the exam or
assessment cannot take place

o follow guidance provided by the awarding body on the conduct of
examinations in such circumstances

e where accommodation is limited, prioritise candidates whose progression will
be severely delayed if they do not take their exam or timetabled assessment
when planned

e communicate with candidates (and where appropriate, parents/carers) any
changes to the exam or assessment timetable or to the venue

Communication details:

e the school website will be kept updated with information on the status of the
school for examination purposes

e consider whether any candidates’ ability to take the assessment or
demonstrate their level of attainment has been materially affected and, if so,
apply for special consideration

Other centre actions:

No other actions identified

11. Disruption in the distribution of examination papers
Criteria for implementation of the plan

e Disruption to the distribution of examination papersto the centre in advance of
examinations

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

¢ liaise with awarding bodies regarding the provision of electronic access to
examination papers via a secure external network and will ensure when
copies are received/made these are stored under secure conditions

e follow guidance provided by the awarding body on the conduct of
examinations in such circumstances

e understand that as a last resort, and in close collaboration with centres and
regulators, awarding organisations will consider scheduling of the examination
on an alternative date
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e communicate with candidates (and where appropriate, parents/carers) any
changes to the exam or assessment timetable or to the venue

Other centre actions:

No other actions identified

12. Disruption to the transportation of completed examination scripts
Criteria for implementation of the plan

e Delayin normal collection arrangements for completed examination
scripts/assessment evidence

Other criteria:

No other criteria identified

Centre actions to mitigate the impact of the disruption listed above
The centre will:

e where examinations are part of the national ‘yellow label’ service or where
awarding bodies arrange collections, seek advice from awarding bodies and
will not make its own arrangements for transportation unless told to do so by
the awarding body

e forany examinations where the centre makes its own arrangements for
transportation, investigate alternative dispatch options that comply with the
requirements detailed in the JCQ's Instructions for Conducting Examinations

e ensure the secure storage of completed examination scripts until collection

Other centre actions:

No other actions identified

13. Assessment evidence is not available to be marked
Criteria for implementation of the plan

e Large scale damage to or destruction of completed examination
scripts/assessment evidence before it can be marked

e Completed examination scripts/assessment evidence does not reach
awarding organisations

Other criteria:
No other criteria identified
Centre actions to mitigate the impact of the disruption listed above

The centre will:

¢ liaise with the awarding body to determine if candidate marks for affected
assessments may be able to be generated based on other appropriate
evidence of candidate achievement as defined by the awarding body
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e where marks cannot be generated by awarding body, inform candidates they
may need to retake the affected assessmentin a subsequent assessment
series

Other centre actions:
No other actions identified

14. Centre unable to distribute results as normal (including in the event of the centre
being unavailable on results day owing to an unforeseen emergency) or facilitate
post-results services

Criteria for implementation of the plan

e Centreis unableto access or manage the distribution of results to candidates,
or to facilitate post-results services

Other criteria:
No other criteria identified
Centre actions to mitigate the impact of the disruption listed above

The centre will:

e make arrangements to access its results at an alternative venue/share
facilities with another centre if this is possible, in agreement with the relevant
awarding body

e make arrangements to coordinate access to post results services from an
alternative venue

Alternative venue details:

¢ make arrangements to make post results requests at an alternative location

e contactthe relevant awarding body if electronic post results requests are not
possible

e inform candidates of any alternative arrangements in place for the distribution
of results and the facilitation of post-results services

Communication details:

e candidates will be kept updated via the school website, text messaging and/or
telephone

Other centre actions:

No other actions identified

15. Any other cause of disruption to the exam process
Cause of disruption

No further causes identified

Centre actions to mitigate the impact of the disruption listed above
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Not applicable

Further guidance to inform procedures and implement contingency planning
(updated 1 October 2020) Ofqual

Ofqual guidance extract taken directly from the Exam system contingency plan:
England, Wales and Northern Ireland - What schools and colleges and other
centres should do if exams or other assessments are seriously disrupted

1. Contingency planning

You should prepare for possible disruption to exams and other assessments and
make sure staff are aware of these plans.

When drafting contingency plans, you should consider the following guidance:

1.1 Covid specific guidance:

Guidance for schools Covid-19
(www.gov.uk/government/collections/quidance-for-schools-coronavirus-covid-
19#safe-working-and-protective-measures) from the Department for
Education in England (subject to frequent updates as the situation changes)
Responsibility for autumn GCSE, AS and A level exam series
(www.gov.uk/government/publications/responsibility-for-autumn-gcse-as-
anda-level-exam-series ) from the Department for Education in England
Action for FE Colleges (www.gov.uk/government/publications/coronavirus-
covid-19-maintaining-further-education-provision)from the Department for
Education in England

Public health guidance to support autumn exams
(www.gov.uk/government/publications/responsibility-for-autumn-gcse-as-and-
a-levelexam-series/public-health-arrangements-for-autumn-exams) from the
Department for Education

Education and childcare: coronavirus (https://gov.wales/education-
coronavirus) from Welsh Government

Covid-19 - guidance for school and educational settings (www.education-
ni.gov.uk/publications/coronavirus-covid-19-guidance-schooland-educational-
settings-northern-ireland) from Department of Education in Northern Ireland

1.2 General contingency guidance

Emergency planning and response (www.gov.uk/guidance/emergencies-
and-severe-weather-schools-and-early-years-settings) from the Department
for Education in England

Opening and closing local-authority-maintained schools
(www.gov.uk/government/publications/school-organisation-maintained-
schools) from the Department for Education in England
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e Exceptional closure days (www.education-ni.gov.uk/articles/exceptional-
closure-days) from the Department of Education in Northern Ireland

e Checklist - exceptional closure of schools (www.education-
ni.gov.uk/publications/checklist-exceptional-closure-schools) from the
Department of Education in Northern Ireland

e School closures (https:/gov.wales/opening-schools-extremely-bad-weather-
guidance-schools) from NI Direct

e Opening schools in extremely bad weather (https:/gov.wales/opening-
schools-extremely-bad-weather-guidance-schools) - guidance for schools
from the Welsh Government

e Procedures for handling bomb threats
(www.gov.uk/government/publications/bomb-threats-guidance) from the
National Counter Terrorism Security Office.

2. Disruption to assessments or exams

In the absence of any instruction from the relevant awarding organisation, you
should make sure that any exam or timetabled assessment takes place if itis
possible to hold it. This may mean relocating to alternative premises.

You should discuss alternative arrangements with your awarding organisation if:

e the exam or assessment cannot take place
e astudentmisses an exam or loses their assessment due to an emergency, or
other event, outside of the student’s control

3. Steps you should take
3.1 Exam planning

Review contingency plans well in advance of each exam or assessment series.
Consider how, if the contingency plan is invoked, you will comply with the awarding
organisation’s requirements.

3.2 In the event of disruption

1. Contactthe relevant awarding organisation and follow its instructions.

2. Take advice, or follow instructions, from relevant local or national agencies in
deciding whether your centre is able to open.

3. Identify whether the exam or timetabled assessment can be sat at an
alternative venue, in agreement with the relevant awarding organisation,
ensuring the secure transportation of questions papers or assessment
materials to the alternative venue.

4. Where accommodation is limited, prioritise students whose progression will be
severely delayed if they do not take their exam or timetabled assessment
when planned.

5. In the event of an evacuation during an examination please refer to JCQ's
'‘Centre emergency evacuation procedure' (www.jcg.org.uk/examsoffice/ice---
instructions-for-conducting-examinations/).
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6. Communicate with parents, carers and students any changes to the exam or
assessment timetable or to the venue.

7. Communicate with any external assessors or relevant third parties regarding
any changes to the exam or assessment timetable.

3.3 After the exam

1. Considerwhether any students’ ability to take the assessment or demonstrate
their level of attainment has been materially affected and, if so, apply for
special consideration.

2. Advise students, where appropriate, of the opportunities to take their exam or
assessment at a later date.

3. Ensure that scripts are stored under secure conditions.

4. Return scripts to awarding organisations in line with their instructions. Never
make alternative arrangements for the transportation of completed exam
scripts, unless told to do so by the awarding organisation.

4. Steps the awarding organisation should take
4.1 Exam planning

Establish and maintain, and at all times comply with, an up-to-date, written
contingency plan.

Ensure that the arrangements in place with centres and other third parties enable
them to deliver and award qualifications in accordance with their conditions of

recognition.
4.2 In the event of disruption

1. Take all reasonable steps to mitigate any adverse effect, in relation to their
qualifications, arising from any disruption.

2. Provide effective guidance to any of their centres delivering qualifications.

3. Ensure that where an assessment must be completed under specified
conditions, students complete the assessment under those conditions (other
than where any reasonable adjustments or special considerations require
alternative conditions).

4. Promptly notify the relevant regulators about any event which could have an
adverse effect on students, standards or public confidence.

5. Coordinate its communications with the relevant regulators where the
disruption has an impact on multiple centres or a wide range of learners

4.3 After the exam

Consider any requests for special consideration for affected students. For example,
those who may have lost their internally assessed work or whose performance in
assessments or exams could have been affected by the disruption.

5. If any students miss an exam or are disadvantaged by the disruption

If some of the students have been adversely affected by the disruption, you should
ask the awarding organisation about applying for special consideration.
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Decisions about special consideration, when itis or is not appropriate, is for each
awarding organisation to make. Their decisions might be different for different
qualifications and for different subjects.

See also:

e JCQ's guidance on special considerations (www.jcg.org.uk/exams-
office/access-arrangements-and-special-consideration/)

6. Wider communications

The regulators, Ofqual in England, Qualifications Wales in Wales and CCEA in
Northern Ireland, will share timely and accurate information, as required, with
awarding organisations, government departments and other stakeholders.

The Department for Education in England, the Department of Education in Northern
Ireland and the Welsh Government will inform the relevant government ministers as
soon as it becomes apparent that there will be significantlocal or national disruption;
and ensure that they are kept updated until the matter is resolved.

Awarding organisations will alert the Universities and Colleges Admissions Service
(UCAS) and the Central Applications Office (CAQO) about any impact of the disruption
on their deadlines and liaise regarding student progression to further and higher
education.

Awarding organisations will alert relevant professional bodies or employer groups if
the impact of disruption particularly affects them.

7. Widespread national disruption to the taking of examinations / assessments

The governments’ view across England, Wales and Northern Ireland is education
should continue in 2021/22 with schools remaining open and that examinations and
assessments will go ahead in summer 2022.

As education is devolved, in the event of any widespread sustained national
disruption to examinations or assessments, national government departments will
communicate with regulators, awarding organisations and centres prior to a public
announcement. Regulators will provide advice to government departments on
implications for exam timetables.

We will update this page as necessary should national disruption occur with any
further relevant links.

Contingency planning

15.1 The qualification regulators, JCQ and government departments responsible for
education have prepared and agreed information for schools and colleges in the
event of examinations being seriously disrupted. This jointly agreed information will
ensure consistency of response in the event of major disruption to the examinations
system affecting significant numbers of candidates.

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 65 of 221



http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/

15.2 In addition, awarding bodies have their own well-established contingency plans
in place to respond to disruptions. Itis important that Exams Officers/Managers who
are facing disruption liaise directly with the relevant awarding body/bodies.

15.3 Centres should prepare plans for any disruption to examinations as part of their
general emergency planning. Itis important to ensure that relevant centre staff are
familiar with the plan. Consideration should be given as to how these arrangements
will be communicated to candidates, parents and staff should disruption to
examinations occur.

15.4 In the event that the head of centre decides the centre cannot be opened for
scheduled examinations, the relevant awarding body must be informed as soon as
possible. Awarding bodies will be able to offer advice regarding the alternative
arrangements for conducting examinations that may be available and the options for
candidates who have not been able to take scheduled examinations.

15.5 The awarding bodies will designate a ‘contingency day’ for examinations,
summer 2021. This is consistent with the qualification regulators’ document Exam
system contingency plan: England, Wales and Northern Ireland

The designation of a ‘contingency day’ within the common examination timetable is
in the event of national or significant local disruption to examinations. It is part of the
awarding bodies’ standard contingency planning for examinations.

In the event that there is national disruption to a day of examinations in the summer,
the awarding bodies will liaise with the qualification regulators and government
departments to agree the most appropriate option for managing the impact. As a last
resort the affected examinations will be rescheduled. Although every effort would be
taken to keep the impactto a minimum, itis possible that there could be more than
one timetable date affected following the disruption, up to and including the
contingency day. Centres will be alerted if it was agreed to reschedule the
examinations and the affected candidates will be expected to make themselves
available in such circumstances. The decision regarding the re-scheduling of
examinations will always rest with the awarding body. The centre must conductthe
examination on the scheduled date unless instructed to do otherwise by the
awarding body.

Where candidates choose not to be available for the rescheduled examination(s) for
reasons other than those traditionally covered by special consideration, they will not
be eligible for enhanced grading arrangements. Centres must therefore ensure
candidates and parents are aware of this contingency arrangement so that they may
take itinto accountwhen making their plans for the summer. However, the awarding
bodies will notinsistupon candidates being available throughout the entire timetable
period as a matter of course.

Links to other JCQ documentation

JCQ Joint Contingency Plan - jcqg.org.uk/exams-office/other-documents
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General Regulations for Approved Centres - jcq.org.uk/exams-office/general-
regulations

Guidance notes on alternative site arrangements - jcq.org.uk/exams-office/online-
forms

Guidance notes for transferred candidates - jcg.org.uk/exams-office/online-forms

Instructions for Conducting Examinations - jcg.org.uk/exams-office/ice---instructions-
for-conducting-examinations

A guide to the special consideration process - jcg.org.uk/exams-office/access-
arrangements-and-special-consideration/regulations-and-guidance

GOV.UK

Emergency planning and response: Severe weather; Exam disruption -
gov.uk/guidance/emergencies-and-severe-weather-schools-and-early-years-settings

(updated 2020/21) Opening and closing local-authority-maintained schools -
gov.uk/government/publications/school-organisation-maintained-schools

Dispatch of exam scripts guide: Ensuring the service runs smoothly; Contingency
planning - gov.uk/government/publications/dispatch -of-exam-scripts-yellow-
labelservice

Alternative site arrangements identified below, should the Centre be unable to open
or carry out their examinations in the usual process.

Exam Site Alternative site Alternative Arrangements for the day
site address

Filey School | Scarborough UTC 1 Ashburn At the official JCQ examination start times, staff
Road, and Invigilators will gather exam candidates
Scarborough | together either in a room in school or, if the
YO11 2JW building was inaccessible, at the far end of the
car park where students gather for a fire
evacuation during examinations. All web
enabled devices to be removed from all
students. Students would be held under exam
conditions from that point on and transported
by bus over to Scarborough UTC. Students
from Filey School will then sit their examination
once students at Scarborough UTC have
finished their examinations.

Lady Pickering Pickering At the official JCQ examination start times, staff
Lumley’s Community Junior | Community and Invigilators will gather exam candidates
School School Junior together either in a room in school or, if the
School, building was inaccessible, at the far end of the
Middleton car park where students gather for a fire
Road, evacuation during examinations. All web
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Pickering, enabled devices to be removed from all
YO18 8AJ students. Students would be held under exam
conditions from that point on and students will
walk to Pickering Junior School, accompanied
by Invigilators and staff from Lady Lumley's
School. Exams to take place as soon as
possible after arrival.
Scarborough | Scarborough TEC Scarborough | Atthe official JCQ examination start times, staff
uTC TEC and Invigilators will gather exam candidates
Filey Road together either in a room in school or, if the
Scarborough | building was inaccessible, at the far end of the
North car park where students gather for a fire
Yorkshire evacuation during examinations. All web
YO11 3AZ enabled devices to be removed from all
students. Students would be held under exam
conditions from that point on and transported
by onsite min-buses over to Scarborough TEC.
Students from Scarborough UTC will then sit
their examination once students at
Scarborough TEC have finished their
examinations.
Scalby Graham School Graham At the official JCQ examination start times, staff
School School, and Invigilators will gather exam candidates
Woodlands together either in a room in school or, if the
Drive, building was inaccessible, at the far end of the
Scarborough, | car park where students gather for a fire
North evacuation during examinations. All web
Yorkshire, enabled devices to be removed from all
YO1l2 6QW students. Students would be held under exam

conditions from that point on and students will
walk to Graham School, accompanied by
Invigilators and staff from the Scalby School.
Exams to take place once Graham School have
finished their examinations.

Appendix 3: Distance / Blended learning Procedures

The Trust’s Remote Learning Guidance in the event of absence linked to Covid-

19

Online Learning can take the form of:

- Learning materials being provided on the school website;

- Tasks being set via Google Classrooms or Microsoft Teams;

- ‘Live learning support sessions’ — i.e.. remote, online face-to-face support via
Microsoft Teams.

Below is a reminder of the Home — School Online Learning Agreement:

The Trust’s teachers will:

e Turn their camera on only when there is more than one child in the session.
They may keep their camera off at all times if they choose.

e Register students that attend the session;

e Maintain professional standards at all times, following the school’s remote,

online-learning policy;
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Maintain usual expectations for students as if they were in school;

Ensure that students are aware of the expectations regarding conductin the
online learning environment;

Ensure that only relevant students are accessing the lesson;

Ensure thatthe ‘chat’ function is used by students only forcomments related to
the learning;

Ensure thatstudents use the ‘hands up’ and ‘chat’ functions to ask questions in
‘live’ lessons;

Challenge inappropriate behaviour as they would in the school setting;

Set tasks and provide feedback to students online via Google Classroom and/
or Microsoft Teams;

In the event that classes are required to be at home for longer than seven
working-days, provide ‘live learning support’ sessions via Microsoft Teams in
line with the student's timetable;

Direct your child to any further support they may need from the school,;

Contact home if necessary in the usual way (letter, phone call or school text
message);

Report any safeguarding concerns in the usual way and ensure thata member
of the school’s safeguarding team are aware of the use of any platforms that
have a ‘chat’ function.

Students will:

Prepare for online learning sessions as directed by their teachers;
Access remote learning sessions on time, as far as home circumstances allow;
Behave as well as we would expect if they were in school,

Ensure that anything they add in the ‘chat’ function is appropriate and only
about learning;

Be dressed appropriately for the session and not use their bedroom to
participate in the lesson;

Wait in the online meeting room with camera and microphone switched off untl
at least one other studentjoins the meeting and the teacher begins the support
session;

Blur their backgrounds using the tool on MS Teams;
Not record or take photos of classmates or teachers during a live session;

Followthe home-school agreementand the ICT usage agreementfor students.

POLYO055 - Exams Policy v1.2 Organisation: Coast Page

Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 69 of 221




Parents / Carers will:

e Understandthat thisis a new way of working for everyone and recognise that
things may not always go exactly to plan;

e Supporttheir child to access online learning, where possible, providing a quiet
space to work in;

e Contactthe school if their child cannot access the online learning;

e Support their child with online learning but will not contribute to the sessions
and will not post any comments in the ‘chat’ function;

e Continue to use the usual channels to contact pastoral or subject staff if
necessary (email, letter or telephone);

e Follow the home-school agreementand support their child in following the ICT
usage agreement for students.

Guidelines for delivering ‘Live Learning Support sessions’ via MS Teams:

When using MS Teams, students and parents should remember that this is an
extension ofthe classroom and students should behave appropriately, responsibly and
sensibly, in line with the school’s behaviour policy, as they would in a real classroom.
This includes:

e Workingin aplace thatis quiet, safe andfree from distractions (nota bedroom)
and being dressed appropriately for learning;

e Remaining attentive and alert during sessions.
e Interacting patiently and respectfully with teachers and peers.

e Providing feedback to teachers about their experiences and any relevant
suggestions.

e Making sure that they leave the session as soon as the teacher indicates that
they should do so

Guidance on different Remote Learning scenarios

When schools are open to all students:

Home study should be set using the Assignments section of Microsoft Teams or
Google Classroom. Where thisis not possible, please discuss with your line manager.

When students are isolating or there is a partial school closure:

When students are notin school, work will be set using Microsoft Teams or Google
Classroom.

If you are teaching students in a class, but have members of the class working from
home, students working from home should be set work via the Teams platform or
Google Classroom. You could also signpost students to resources created by Oak
National Academy or a similar, suitable platform related to your subject.
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Under no circumstances should any member of staff ‘livestream’ any lesson or part of
a lesson where some students are present and some are at home in any year group.

If an entire class is working from home, a ‘live online learning supportlesson’ should
be scheduled at the time you would normally teach that class or group.

Live online learning support lessons must adhere to the protocols as set out in the
Home-School Online Learning Agreement section of this document.

Following Government guidance, students/pupils working from home should be set
assignments with staff giving regular feedback. Where possible, ‘live’ feedback during
the onlinelearning supportsessionsis preferable. The frequency of feedback need be
no different to that of your normal departmental marking and feedback expectations.

In the event of a full school closure:

Work will be set on Microsoft Teams or Google Classroom.

Where staff can, live online learning support lessons should be used with students.
Reasons for not holding live lessons include childcare issues orillness.

Live online learning support lessons must adhere to the protocols as set out in the
Home-School Online Learning Agreement section of this document.

If live online learning support lessons are not possible, work set could include video
content such as Power Point Narration, Stream Video, resources from the Oak
National Academy or a similar, suitable platform related to your subject.

Following Government guidance, students/pupils working from home should be set
assignments with staff giving regular feedback. Where possible, ‘live’ feedback during
the onlinelearning supportsessionsis preferable. The frequency of feedback need be
no different to that of your normal departmental marking and feedback expectations.

Staff having to self-isolate:

If you are required to self-isolate, and are not ill, staff are asked to either teach a live
onlinelearning supportlesson from home or to set work for your classes using Google
Classroom, Oak National Academy or a similar, suitable platform related to your
subject.

Frequently Asked Questions:

Q) | have some students/pupils in my class that are absent and some who are
present. What should | do?

A) Please set homework on Microsoft Teams or Google Classroom for all students as
normal. For students who are self-isolating, please set work for your classes using
Google Classroom, Oak National Academy or a similar, suitable platform related to
your subject.

Q) My entire class is absent. What should | do?

A) Please teach a five online learning support lesson’ to your class via Microsoft
Teams.
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Q) How do I do this?

A) The suggested way of doing this is by sharing your screen with the students. This
allows you to give verbal explanations over your PowerPoint and model techniques
using a visualiser. You should be able to teach the live learning support lesson sitting
at your computer in your usual classroom.

Q) Do I have to appear on camera?

A) No. You can do if you want to but we recommend that students can only view the
PowerPoint during your explanations. We also recommend that, in general, you turn
your camera off so you cannot be seen.

Q) Will I be able to see or hear the students?

A) If you schedule the lesson, you are able to disable the video and microphone
function of the students. You should take feedback / questions from students in the
‘chat’ function.

Q) If | can’t hear my class how will they ask me a question?
A) Students/pupils can communicate with you through the chat function.
Q) What if students use inappropriate language in the chat?

A) Students will log in via their school email, so all chat comments have the student
name next to them. Any inappropriate language will be dealt with through the
behaviour policy when they return to school. If the student is not behaving as you wish,
you can remove them from the session and should notify your HoD/DoS that you did
So.

Q) Am | expected to deliver learning support for the full hour?

A) No. Students should have at least half an hourwithin the lesson time when they
can access youronline learning support. Remember thatthese sessionsare to support
the successful completion of work set on Google Classroom or Microsoft Teams.

Q) What about the period 2 lesson with the break in it?

A)Staff can use their professional judgement to decide when to give students time
away from the screen.

Q) What about the period 4, 90 minute lessons?

A) Staff can use their professional judgementto decide when to give students time
away from the screen. You also have the option of making the session shorter.

Q) Will I have to talk over my PowerPoint for the whole session?

A) No. There should be opportunities in live learning support lesson for students to
work independently, just as there would be in regular lessons. At this point you could
choose to mute your microphone and interact with students through the chat when
necessary until it becomes appropriate to address the whole class again.
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Q) What about students who don’t have the technology to access these lessons
from home?

A) We are providing the technology to students/pupils who need it so all can access
these lessons.

Q) How do | give feedback to work submitted via Microsoft Teams or Google
Classroom?

A) As per the regular departmental marking and feedback expectations.
Q) What should I do if a student is regularly not completing work set at home?

A) Teaching staff should be monitoring students to ensure that work is being
completed. When students are not completing work set, notify your Head of
Department who will decide how contact should be made with the parents / carers of
the student. This could be via a phone call or email (or school text message via the
SLT link). If this continues, HoDs should notify the HoY. If there is a pattern across
subjects then pastoral teams will also become involved.

Q) Will recording be used for quality assurance?

A) No. Lessons should not be recorded.Q) Should | be concerned that a
parent/carer might ‘sit in’ my lesson?

A) For younger children this might be necessary and helpful. However, if you feel a
parent/carer is posting things on the chat function or you have other concerns, please
leta member of the senior team know to support you.

Q) Should | respond to pupils’/students’ questions and queries outside lesson
times?

A) As pupils/students become more familiar with online learning they may ask more
guestions outside the lesson time on chat functions. While staff are free to respond
whenever they wish, there is no expectation this will happen outside normal school
hours.

Q) Have issues around workload been considered?

A) As we have throughout lockdown, we remain committed to being reasonable and
sensitive to concerns about workload. In developing this guidance, we have
considered staff workload and have worked with union representatives. However, this
is new territory for all of us so we will be reviewing these procedures regularly and part
of that review will be an opportunity for staff to give feedback.

Appendix 4: Blended Learning Guidance
Rationale and Aim
What is blended learning?

Blendedlearningisa formal approach to education that creates an integrated learning
environment where face-to-face and online teaching and learning become
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complementary, with the purpose of giving learners a more diverse and engaging
learning experience Aims:

1. To ensure that blended learning delivery meets the guidelines set by the awarding
organisation.

2. To ensure that assessment methodology is valid, reliable and does not
disadvantage any group or individual learners.

In order to do this the Trust will; ¢

e Ensure that teaching/delivery/assessment staff are timetabled to support
blended learning when learners are working remotely.

e Ensurethereis a process to manage feedback on assignments, questions are
constructively answered, and feedback is provided in atimely manner. This will
be done via Google Classroom or MS Teams

e Ensurethe setting of assignments is undertaken in the face-to-face sessions
and that deadlines are clear.

e Ensurethatwhen learners submitwork measures are taken to ensure the work
is authentic and has been completed by the learner.

e Maintain and store securely all assessment and internal verification records in
accordance with Exam Board Centre Agreements. This will be done using the
Schools OneDrive system.

has policies, processes and structures that reflect the blended learning models of
assessment. It is anticipated that staff and students will adopt a blended learning
approach for a period of self isolation, which typically will be no longer than 14 days.
At which pointthey will return to their normal timetabled lessons.

During a period of blended learning will undertake the following:

e Teaching/delivery staff are timetabled to support blended learning when
learnersare workingremotely. This will be via the medium of google classroom,
emails and MS Teams videos. All of which will supportthe continuous leaming.

e Scalby School has a process to manage feedback on assignments, and
questions are constructively supported, and feedback is provided in a timely
manner, if not in the classroom environment. Students submit their work
electronically, therefore students can be supported appropriately.

e The setting of assignments is undertaken in the face-to-face sessions and that
deadlines are clear where possible. Timetabled lessons for BTEC students
remain unchanged allowing for face to face sessions to continue to run.

e has provided staff training and implemented measures to prevent and detect
any instances of malpractice which may arise due to the different
delivery/assessment methods chosen. When learners submit work, we can
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provide evidence to ensure that the work is authentic and has been completed
by the learner.

e Learners are fully aware of the need to ensure they avoid any forms of
malpractice (for example plagiarism) and the consequences should they
commit it. The school has invested in plagiarism software to check candidate
work.

Appendix 5: Internal Appeals Procedures
Introduction

Certain qualifications contain components of non-examination assessment(or units of
coursework) which are internally assessed (marked) by the Trust and internally
reviewed/standardised. The marks awarded (the internal assessment decisions)
which contribute to the final grade of the qualification are then submitted by the
deadline set by the awarding body for external moderation.

The moderation process carried out by the awarding body may result in a mark
change, either upwards or downwards, even after an internal review. The intemal
review process is in place to ensure consistency of markingwithin the centre, whereas
moderation by the awarding body ensures that centre marking is in line with national
standards. The mark submitted to the awarding body is subject to change and should
therefore be considered provisional.

The qualifications delivered at the Trust containing components of non-examination
assessment/units of coursework are:
e GCSE

e OCR Cambridge National and Technical
e Pearson BTEC

e GCE
e i[Media
e EAL

Purpose of the procedure

The purpose of this procedure is to confirm the arrangements at the Trust for dealing
with candidate appeals relating to internal assessment decisions.

This procedure ensures compliance with JCQ regulations which state that centres
must:

e have in place and be available for inspection purposes, a written intemal
appeals procedure relating to internal assessmentdecisions and to ensure that
details of this procedure are communicated, made widely available and
accessible to all candidates

e 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
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Principles relating to centre assessed marks

The head of centres/senior leader(s) at the Trust will ensure that the following
principles are in place in relation to marking the work of candidates:

A commitment to ensuring that whenever teaching staff mark candidates’ work,
that this is done fairly, consistently and in accordance with the awarding body’s
specification and subject-specific associated documents

All centre staff follow a robust Non-examination Assessment Policy (for the
management of non-examination assessments). This policy details all
procedures relating to non-examination assessments for relevant qualifications
delivered in the centre, including the marking and quality assurance processes
which relevant teaching staff are required to follow

Candidates’ work will be marked by staff who have appropriate knowledge,
understanding and skill, and who have been trained in this activity

A commitment to ensuring that work produced by candidates is authenticated
in line with the requirements of the awarding body. Where a number of subject
teachers are involved in marking candidates’ work, internal moderation and
standardisation will ensure consistency of marking

On being informed of their centre assessed mark(s), if candidates believes that
the above procedures were notfollowed in relation to the marking of their work,
or that the assessor has not properly appliedthe mark scheme to their marking,
then they may make use of the internal appeals procedure below to consider
whether to request a review of the centre’s marking

Additional centre-specific principles:

Not Applicable

Procedure for appealing internal assessment decisions (centre assessed marks)

The head of centres/senior leader(s) at the Trust will:

Ensure that candidates are informed of their centre assessed marks so that
they may request a review of the centre’s marking before marks are submitted
to the awarding body

Inform candidates that they will need to explain on what grounds they wish to
request a review of an internally assessed mark as a review will only focus on
the quality of their work in meeting the published assessment criteria

Inform candidates thatthey may request copies of materials (for example, as a
minimum, a copy their marked assessment material (work) and the mark
scheme or assessment criteria plus additional materials which may vary from
subject to subject) to assist them in considering whether to request a review of
the centre’s marking of the assessment

Having received a request for copies of materials, promptly make them
available to the candidate (for some marked assessment materials, such as art
work and recordings, inform the candidate that these will be shared under
supervised conditions) within the period of time as specified
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Provide candidates with sufficienttime in order to allow them to review copies
of materials and reach a decision, informing candidates thatif their decision is
to request a review they will need to explain what they believe the issue to be
Provide a clear deadline for candidates to submit a request for a review of the
centre’s marking and confirm understanding that requests must be made in
writing and will not be accepted after this deadline

Require candidatesto make requests for a review of centre marking by Completing an
internal appeals form

Allow sufficienttime for the review to be carried out, to make any necessary
changesto marks and to inform the candidate of the outcome, all before the
awarding body’s deadline

Ensure that the review of marking is carried out by an assessor who has
appropriate competence, has had no previous involvementin the assessment
of that candidate and has no personal interestin the review

Instruct the reviewer to ensure that the candidate’s mark is consistent with the
standard set by the centre

Inform the candidate in writing of the outcome of the review of the centre’s
marking

Ensure the outcome of the review of the centre’s marking is made known to the
head of centre who will have the final decision if there is any disagreement on
the mark to be submitted to the awarding body

Ensure awritten record of thereview is keptand made available to the awarding
body upon request

Ensuretheawardingbodyis informedifthe centre does notaccept the outcome
of a review

Additional centre-specific procedure:

Not Applicable

Deadlines and timescales

Upon request, copies of materials will be made available to the candidate within
10 calendar days

The deadline to request a review of marking must be made within 10 calendar
days of the candidate receiving copies of the requested materials

The process for completing the review, making any changes to marks, and
informing the candidate of the outcome will be completed within 10 calendar
days, all before the awarding body's deadline for the submission of marks

Appendix 6: Equalities Guidance

Purpose of the policy
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This document is provided as an exams-specific supplement to the centre-wide
equalities/disability/accessibility policy/plan which details how the centre will:

e recogniseits duties towards disabled candidates, including private candidates,
as defined underthe terms of the Equality Act 20107. 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; tor any legislation in a relevantjurisdiction otherthan England and
Wales which has an equivalent purpose and effect

JCQ’s General Regulations for Approved Centres 2021-2022 (section 5.4)

This publication is further referred to in this policy as GR.

This policy details how the centre facilitates access to exams and assessments for
disabled candidates, as defined under the terms of the Equality Act 2010, by outlining
staff roles and responsibilities in relation to:

e identifying the need for appropriate arrangements, reasonable adjustments
and/or adaptations (referred to in this policy as ‘access arrangements’)

e requesting access arrangements
e implementing access arrangements and the conduct of exams
e good practice in relation to the Equality Act 2010

The Equality Act 2010 definition of disability

A definition is provided on page 4 of the JCQ publication Adjustments for candidates
with disabilities and learning difficulties Access Arrangements and Reasonable
Adjustments 2021-2022 (Definitions section).

This publication is further referred to in this policy as AA.
Identifying the need for access arrangements

Roles and responsibilities

Head of centre

e Is familiar with the entire contents, refers to and directs relevant centre staff to
the annually updated JCQ publications including GR and AA

e Ensures the quality of the access arrangements process within the centre

e Ensuresstaffroles, responsibilitiesand processesin identifying, requesting and
implementing access arrangements for candidates (including private
candidates) are clearly defined and documented
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Ensures an appropriately qualified assessor(s) is appointed, evidence of the
assessor’s qualification(s) is obtained before he/she assesses candidates and
that evidence of the qualification(s) of the person(s) appointed is held on file

Ensures the assessment process is administered in accordance with the
regulations and that the correct procedures are followed as per Chapter 7 of
AA

Ensures a policy demonstrating the centre’s compliance with relevant
legislation is in place

Support the SENCo in determining the need for and implementing access
arrangements

Ensures a statement is provided which details the criteria the centre uses to
award and allocate word processors for exams

Leads on the access arrangements process to facilitate access for candidates

Defines and documents roles, responsibilities and processes in identifying,
requesting and implementing access arrangements (Access arrangements

policy)
Provides a policy on the use of word processors in exams and assessments

If not the appropriately qualified assessor, works with the person/persons
appointed, on all matters relating to assessing candidates and the
administration of the assessment process

Ensures the qualified assessor(s) has access to the assessment objectives for
the relevant specification(s) a candidate is undertaking

Ensuresthatall assessments carried outand arrangements putin place comply
with JCQ and awarding body regulations and guidance

Ensures arrangements put in place for exams/assessments reflect a
candidate’s normal way of working within the centre

Ensuresthe need for access arrangements for a candidate is considered on a
subject by subject basis

Presents when requested by a JCQ Centre Inspector, evidence of the
assessor’s qualification

Works with teaching staff, relevant support staff and the Exams
Manager/Officer to ensure centre-delegated and awarding body approved
access arrangements are put in place for candidates taking internal and
external exams/assessments

Provide information to evidence the normal way of working of a candidate
Conducts appropriate assessments to identify the need(s) of a candidate

Provides appropriate evidence to confirm the need(s) of a candidate
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e Completes appropriate documentation as required by the regulations of JCQ
and the awarding body

Senior leader(s)

e Are familiar with the entire contents of the annually updated JCQ publications
including GR and AA

Special educational needs coordinator (SENCo)

e Has full knowledge and understanding of the contents, refers to and directs
relevant centre staff to the annually updated JCQ publication AA

Teaching staff
e Inform the SENCo of any support that might be needed by a candidate

Support staff (for example, Learning Support Assistants, Teaching Assistants and
Communication Support Workers)

e (where appropriate) Provide comments/observations to supportthe SENCo to
‘paint a holistic picture of need’, confirming normal way of working for a
candidate

Assessor of candidates with learning difficulties

(An assessor of candidates with learning difficulties will be an appropriately qualified
access arrangements assessor/psychologist/specialist assessor)

e Has detailed understanding of the JCQ publication AA
Requesting access arrangements
Roles and responsibilities
SENCo

o Determinesif the arrangementsidentifiedfor a candidate require prior approval
from the awarding body before the arrangements are putin place or if approval
is centre-delegated

e Followsguidancein AA (chapter 8) to process approval applications for access
arrangements for those qualifications included

e Applies for approval where this is required, through Access arrangements
online (AAO), or through the awarding body where qualifications sit outside the
scope of AAO

e Ensures appropriate and required evidence is held on file to confirm validation
responses in AAO including (where required) the completion of JCQ Form 8
(Application for access arrangements — Profile of learning difficulties), and/or
centre based evidence including concise file note(s) on centre headed paper,
signed and dated, and a body of evidence to substantiate the candidate’s
normal way of working within the centre (Form 8 must only be used for
candidates with learning difficulties who are not subject to a current EHCP or
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Statement of Special Educational Needs or those requiring a Language
Modifier.)

Ensures where form 8 is required to be completed, the form is signed (a
handwritten, electronic or typed signature is acceptable) and dated as required
prior to approval being soughtand thatthe formis provided for processing and
inspection purposes (This may be a hard copy paper version or an electronic
version)

Ensures the names of all other assessors, who are assessing candidates
studying qualifications covered by AAO are entered into AAO to confirm their
status including any professionals working outside the centre

Confirms by ticking the ‘Confirmation’ box prior to submitting the application for
approval that the ‘malpractice consequence statement’ has been read and
accepted

Makes an awarding body referral through AAO where the initial application for
approval may not be approved by AAO, where it is deemed by the centre that
the candidate does meet the criteria for the arrangement(s)

Ensures that arrangements, and approval where required, are in place before
a candidate takes his/her first exam or assessment (which is externally
assessed or internally assessed/externally moderated)

Ensuresthatwhere approval is required thatthis is processed at the start of the
course and at the latest by the awarding body deadline

Maintains a file/e-folder for each candidate (the required documentation for a
candidate will either be all in hard copy within the candidate’s file or all in electronic
format within the candidate’s e-folder) that will include:

completed JCQ/awarding body application forms and evidence forms

O

o appropriate evidence to support the need for the arrangement where
required

o appropriate evidence to support normal way of working within the centre

o in addition, for those qualifications covered by AAO (where approval is
required), a print out/PDF of the AAO approval and a signed candidate
personal data consent form (which provides candidate consentto their
personal details being shared)

Presents the files/e-folders when requested by a JCQ Centre Inspector and
addresses any queries/questionsraised (In the eventof an IT failure at the time
of an inspection is able to access the required documentation in an alternative
format, e.g. a memory stick or hard copy)

If the SENCo is unavailable, presents the files/e-folders of access
arrangements candidates when requested by a JCQ Centre Inspector and
addresses any queries/questions raised
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e Liaises with teaching staff regarding any appropriate modified paper
requirements for candidates

e Liaises with the SENCoto ensure arrangements are in place to either order a
non-interactive electronic (PDF) question paper or to open question paper
packets in the secure room within 60 minutes of the published starting time for
the exam where the centre is permitted to modify a timetabled written
component exam paper (copy on coloured paper, enlarge to A3 or copy to
single sided print)

e Followingthe appropriate process (using AAO for those qualifications included
in the tool; using Form VQ/EA), orders published modified papers, by the
awardingbody’s deadline forthe exam series, where these may be required for
a candidate

Exams Manager/Officer (EM/O)

e |s familiar with the entire contents of the annually updated JCQ publication GR
and is aware of information contained in AA where this may be relevant to the
EM/O role

Implementing access arrangements and the conduct of exams
Roles and responsibilities

External assessments

These are assessments which are normally set and marked/examined by an awarding
body which must be conducted according to awarding body instructions and/or the
JCQ publication Instructions for conducting examinations (ICE).

Head of centre

e Supports the SENCo, the Exams Manager/Officer and other relevant centre
staff in ensuring appropriate arrangements, adjustments and adaptations are in
place to facilitate access for disabled candidates to exams

e Is familiar with the instructions for Invigilation arrangements for candidates with
access arrangements and Access arrangements in ICE 2023-2024

e Ensuresthat any arrangements put in place do not unfairly disadvantage or
advantage disabled candidates

e Appoints appropriate centre staff as facilitators to support candidates (practical
assistant, prompter, Language Modifier, reader, scribe or Communicaton
Professional)

e Ensures facilitators supporting candidates are appropriately trained and
understand the rules of the particular access arrangement(s)

e Ensureswherethe candidate’sown subjectteacher willbe used (in exceptional
circumstances) as a facilitator, an invigilator will be present at all times
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Ensures where a facilitator is allocated to support a candidate under exam
conditions that they will not be a relative, friend, peer or private tutor of the
candidate

Ensures a facilitator acting as a prompter will not normally be the candidate’s
own subject teacher and must not be a relative, friend or peer of the candidate
(understanding that a private tutor cannot act as a prompter for the candidate)

Liaises with the EM/O to ensurethat invigilators are made aware of the Equality
Act 2010 and are trained in disability issues

Has a process in place to deal with emergency (temporary) access
arrangements as they arise at the time of exams in terms of rooming and
invigilation

SENCo

Ensures appropriate arrangements, adjustments and adaptations are in place
to facilitate access for candidates where they are disabled within the meaning
of the Equality Act (unless a temporary emergency arrangementis required at
the time of an exam)

Is familiar with the instructions for Invigilation arrangements for candidates with
access arrangements and Access arrangements in ICE 2023-2024

Ensures a candidate is involved in any decisions about arrangements,
adjustments and/or adaptations that may be put in place for him/her and
ensures the candidate understands what will happen at exam time

Ensures that prior to any arrangements being put in place checks are made
that arrangements do not impact on any assessment criteria/competence
standards being tested

Ensures that any arrangements put in place do not unfairly disadvantage or
advantage disabled candidates

Monitors, in internal tests/mock exams, the use of arrangements granted to a
candidateandwhere a candidate hasnever made use of the arrangement, may
consider withdrawing the arrangement, provided the candidate will not be
placed at a substantial disadvantage

Liaises with the Exams Manager/Officer (EM/O) regarding facilitation and
invigilation of access arrangement candidates in exams

Ensures arecord of the content of training given to those facilitating an access
arrangementfor a candidate under examination conditions is keptand retained
on file until the deadline for reviews of marking has passed or until any appeal,
malpractice or other results enquiry has been completed, whichever is later

Ensuresthefacilitator is known by or introduced to the candidate prior to exams
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e Ensures a facilitator acting as a prompter is aware of the appropriate way to
prompt depending on the needs of the candidate

o Liaiseswiththe EM/O to ensurethatinvigilators are made aware of the Equality
Act 2010 and are trained in disability issues

e Ensures cover sheets, where these are required by the arrangement are
completed as required by facilitators

e Liaiseswith the EM/O where a facilitator may be requiredto supporta candidate
requiring an emergency (temporary) access arrangement at the time of exams

e Ensures candidates with access arrangements are identified on exam room
seating plans and invigilators are made aware of the arrangements awarded
and invigilators informed of those candidates with access arrangements and
made aware of the access arrangement(s) awarded

e Checks in advance of dated exams/assessments that modified paper orders
have arrived (and if not will contact the awarding body to ensure that papers
are available when required)

e Makes modifications thatare permitted by the centre (a question paper copied
onto coloured paper, an A4 to A3 enlarged paper or a paper printed on single
sheets or where a question paper may need to be scanned into PDF format
where a candidate is approved the use of a computer reader) that may be
requiredand eitheraccesses a non-interactive electronic (PDF)question paper
or opensthe exam question paper packet in the secure room no earlierthan 60
minutes prior to the awarding body’s published start time of the exam

e Provides cover sheets prior to the start of an exam whererequired for particular
access arrangementsand ensuresthatthese have been fullycompleted before
candidates’ scripts are dispatched to examiners/markers

e prints pre-populated cover sheets from AAO where this is required for
particular arrangements

e Has a process in place to deal with emergency (temporary) access
arrangements as they arise at the time of exams in terms of rooming and
invigilation

Exams Manager/Officer

e Understands and follows instructions for Invigilation arrangements for
candidates with access arrangements and Access arrangements in ICE 2023-
2024

e Is familiar with the instructions for Invigilation arrangements for candidates with
access arrangements and Access arrangements in ICE 2023-2024

e Ensures exam information (JCQ information for candidate’s documents,
individual exam timetable etc.) is adapted where this may be required for a
disabled candidate to access it
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Ensures that any arrangements put in place do not unfairly disadvantage or
advantage disabled candidates

Liaises with other relevant centre staff regarding the provision of appropriate
rooming and equipmentthat may be required to facilitate access for disabled
candidates to exams

Ensureswherethe candidate’s own subjectteacher will be used (in exceptional
circumstances) as a facilitator, an invigilator will be present at all times

Ensures where a facilitator is allocated to support a candidate under exam
conditions that they will not be a relative, friend, peer or private tutor of the
candidate

Ensures a facilitator acting as a prompter will not normally be the candidate’s
own subject teacher and must not be a relative, friend or peer of the candidate
(understanding that a private tutor cannot act as a prompter for the candidate)

Ensures a facilitator acting as a prompter is aware of the appropriate way to
prompt depending on the needs of the candidate

Ensuresinvigilators supervising access arrangement candidates are trained in
their role and understand the invigilation arrangements required for access
arrangement candidates and the role of any facilitator

Liaises with the SENCo and other relevant centre staff to ensure appropriate
arrangements, adjustments and adaptations are in place to facilitate access for
disabled candidates to exams

Liaises with the SENCo to ensure exam information (JCQ information for
candidates documents, individual exam timetable etc.) is adapted where this
may be required for a disabled candidate to access it

Liaises with the SENCo regarding the facilitation and invigilation of access
arrangement candidates

Liaises with the SENCo regarding rooming of access arrangement candidates

Liaises with the SENCo to ensure that invigilators are made aware of the
Equality Act 2010 and are trained in disability issues

Ensures appropriate seating arrangements are in place where different
arrangements may need to be made for a candidate to facilitate access to
his/her exams

Ensures candidates with access arrangements are identified on exam room
seating plans and invigilators are made aware of the arrangements awarded
and invigilators informed of those candidates with access arrangements and
made aware of the access arrangement(s) awarded

Ensuresinvigilators are briefed prior to each exam session of the arrangements
in place for a disabled candidate in their exam room
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Checks in advance of dated exams/assessments that modified paper orders
have arrived (and if not will contact the awarding body to ensure that papers
are available when required)

Makes modifications thatare permitted by the centre (a question paper copied
onto coloured paper, an A4 to A3 enlarged paper or a paper printed on single
sheets or where a question paper may need to be scanned into PDF format
where a candidate is approved the use of a computer reader) that may be
requiredand either accesses a non-interactive electronic (PDF)question paper
or opensthe exam question paper packet in the secure room no earlierthan 60
minutes prior to the awarding body’s published start time of the exam

Understands that where permitted/approved, secure exam question paper
packets may needto be openedearly so the facilitator (Language Modifier, Live
Speaker, Communication Professional only) may have access to the question
paper 60 minutes prior to the awarding body’s published starting time for the
exam in order to prepare

Provides cover sheets prior to the start of an exam where required for particular
access arrangementsand ensuresthatthese have been fullycompleted before
candidates’ scripts are dispatched to examiners/markers

e prints pre-populated cover sheets from AAO where this is required for
particular arrangements

Liaises with the SENCo where a facilitator may be required to support a
candidate requiring an emergency (temporary) access arrangementat the time
of exams

Where required for emergency (temporary) access arrangements, applies for
approval through AAO or through the awarding body where qualifications sit
outside the scope of AAO

Other relevant centre staff

Support the SENCo and the Exams Manager/Officer to ensure appropriate
arrangements, adjustments and adaptations are in place to facilitate access for
disabled candidates to exams

Staff responsible for IT or other specialist equipment that may need to be
provided or adapted for a candidate

Estates/site staff responsible for rooms and non-specialist equipment
(chairs, tables, clocks etc.) used for exams that may need to be adapted for a
candidate

Senior staff responsible for the centre’s emergency evacuation procedures
and the arrangements that may need to be in place for a candidate with a
disability who may need assistance when an exam room is evacuated

Internal assessments
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These are non-examination assessments (NEA) which are normally set by a
centre/awarding body, marked and internally moderated by the centre and externally
moderated by the awarding body.

Externally marked and/or externally set practical examinations taken atdifferenttimes
across centres are classified as ‘NEA’. (JCQ publication Instructions for conducting
non-examination assessments, Foreword)

SENCo

e Liaises with teaching staff to implement appropriate access arrangements for
candidates

Teaching staff

e Support the SENCo in implementing appropriate access arrangements for
candidates

e Ensures centre-delegated and awarding body approved arrangements are in
place prior to a candidate taking his/her first formal supervised assessment

e Ensurescandidates are aware of the access arrangements that are in place for
their assessments

e Ensures a candidate has had appropriate opportunities to practise using the
access arrangement(s) before his/her first examination

e Ensures facilitators supporting candidates are appropriately trained and
understand the rules of the particular access arrangement(s)

e Ensures cover sheets are completed as required by facilitators

e Liaises with the teacher where a facilitator may be required to support a
candidate requiring an emergency (temporary) access arrangementat the time
of his/her formal supervised assessment

e Provide the SENCo with assessment schedules to ensure arrangements are
putin place when required

e Liaise with the SENCo regarding assessment materials that may need to be
modified for a candidate

Internal exams

These are exams or tests which are set and marked within the centre; normally a pre-
cursor to external assessments.

SENCo

e Liaises with teaching staff to implement appropriate access arrangements for
candidates

Teaching staff
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e Support the SENCo in implementing appropriate access arrangements for
candidates

e Provide exam materials that may need to be modified for a candidate

e Provide the SENCo with internal exam timetable to ensure arrangements are
putin place when required
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Facilitating access - examples

The followinginformation confirms the centre’s good practice in relation to the Equality
Act 2010 and the conduct of examinations.

On a candidate by candidate basis, consideration is given to

e adapting assessment arrangements

e adapting assessment materials

e the provision of specialist equipment or adaptation of standard equipment

e adaptation of the physical environment for access purposes

The table provides example arrangements, adjustments and adaptations that are
considered to meet the need(s) of a candidate and the actions considered/taken by
the centre for the purposes of facilitating access.

Example of | Arrangements .
. Centre actions
candidate need(s) | explored
A medical condition | Alternative  site | SENCo gathers evidence to support the need

which prevents the
candidate from
taking exams in the
centre

for the conduct of
examinations

Supervised rest

breaks

for the candidate to take exams at home

Pastoral head provides written statement for
file to confirm the need

Approval confirmed by SENCo; AAO approval
for both arrangements not required

Pastoral head discussion with candidate to
confirm the arrangements should be put in
place

EM/O submits ‘Alternative site form’ for
timetabled written exams to awarding
body/bodies online through CAP

An on-line submission must only be made for
timetabled written examinations in the
following qualifications...

EM/O provides candidate with exam timetable
and JCQ information for candidates

Pastoral head confirms with candidate the
information is understood

Pastoral head agrees with candidate that prior
to each exam will call to confirm fitness to take
exam
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EM/O allocates invigilator(s) to candidate’s
timetable; confirms time of collection of exam
papers and materials

Invigilator monitors candidate’s condition for
each exam and records any issues on incident

log

Invigilator records rest breaks (time and
duration) on incidentlog and confirms set time
given for exam

Invigilator briefs EM/O after each exam on
how candidate’s performance in exam may
have been affected by his/her condition

EM/O discusses with pastoral head if
candidate is eligible for special consideration
(candidate present but disadvantaged)

EM/O processes request(s) for special
consideration where applicable;incidentlog(s)
provides supporting evidence

Pastoral head informs candidate that special
consideration has been requested

Persistent
significant
difficulties

accessing written

text

and | Reader/computer
reader

N | 2596 Extra time
Separate
invigilation within
the centre

Confirms candidate is disabled within the
meaning of the Equality Act 2010

Papers checked for those testing reading

Computer reader/examination reading pen
sourced for use in papers (or sections of
papers) testing reading OR up to 50% extra
time awarded

A short concise file note produced on centre
headed paper, signed and dated kept on file,
confirming the nature of the candidate’s
impairment and that the use of a computer
reader and/or a reader reflects his/her normal
and current way of working within the centre

(25% Extra time - Form 8 completed as
appropriate)

Supporting evidence, AAO approval and
signed candidate personal data consent form
kept on file
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Significant difficulty | Prompter Gathers evidence to support substantial and
in concentrating long term adverse impairment

Separate
invigilation within | Confirms with candidate how and when they
the centre will be prompted
Briefs invigilator to monitor candidate and the
method of prompting (call out his name to
bring his attention back to the paper - confirms
requirement for separate room)
A wheelchairuser | Desk Applies for practical assistant to help
ROOMS can@date .set up. wheelchair and other
N equipmentin a practical assessment; approval
Facilities automatically fails so awarding body referral
Seating lists the tasks that will be performed
arrangements Provides height adjustable desk in exam room
PraF:ticaI Allocates exam room on ground floor near
assistant adapted bathroom facilities

Spaces desks to allow wheelchair access
Seats candidate near exam room door

Confirms arrangements in place to assist the
candidate in case of emergency evacuation of
the exam room

Practical assistant cover sheet printed from
AAQO; to be completed by facilitator and
inserted inside the candidate’s work where this
may be applicable to the assessment

Appendix 7: Complaints and Appeals Procedure
Purpose of the procedure

The purpose of this procedure is to confirm the arrangements for complaints and
appeals in relation to examinations at the Trust's Secondary Schools and confirms
compliance with JCQ's General Regulations for Approved Centres (section 5.8) in
drawingto the attention of candidates and their parents/carers their written complaints
and appeals procedure which covers general complaints regarding the centre’s
delivery or administration of a qualification.

Grounds for complaint

A candidate (or his/her/parent/carer) at the Trust may make a complaint on the
grounds below.
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Teaching and Learning

Quality of teaching and learning, for example

o Non-subject specialist teacher without adequate training/subject matter

expertise utilised on a long-term basis
o Teacher lacking knowledge of new specification/incorrect core content
studied/taught

o Core content not adequately covered

o Inadequate feedback for a candidate following assessment(s)
Pre-release/advance material/set task issued by the awarding body not
provided on time to an examination candidate
The taking of an assessment, which contributes to the final grade of the
qualification, not conducted according to the JCQ/awarding body instructions
The marking of an internal assessment, which contributes to the final grade of
the qualification, notundertaken according to the requirements of the awarding
body (complainant should refer to the centre’s internal appeals procedure)
Centre fails to adhere to its internal appeals procedure
Candidate not informed of their centre assessed mark prior to marks being
submitted to the awarding body
Candidate not informed of their centre assessed mark in sufficient time to
request/appeal a review of marking prior to marks being submitted to the
awarding body
Candidate not given sufficient time to review materials to make a decision
whether to request a review of the centre assessed mark

Additional grounds for complaint relating to teaching and learning:

Not applicable

Access arrangements

Candidate not assessed by the centre’s appointed assessor

Candidate notinvolvedin decisions made regarding their access arrangements
Candidate did not consentto personal data being shared electronically (by the
non-acquisition of a signed data protection notice/candidate data personal
consent form)

Candidate not informed/adequately informed of the arrangement(s) in place
and the subjects or components of subjects where the arrangement(s) would
not apply

Examination information not appropriately adapted for a disabled candidate to
access it

Adapted equipment putin place failed during examination/assessment
Approved access arrangement(s) not put in place at the time of an
examination/assessment

Appropriate arrangement(s) not put in place at the time of an
examination/assessmentasa consequence of atemporary injury or impairment
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Additional grounds for complaint relating to access arrangements:

Not applicable

Entries

Failureto clearly explain a decision of early entry for a qualificationto candidate
(or parent/carer)

Candidate not entered/entered late (incurring a late entry fee) for a required
examination/assessment

Candidate entered for a wrong examination/assessment

Candidate entered for a wrong tier of entry

Additional grounds for complaint relating to examination entries:

Not applicable

Conducting examinations

Failureto adequately brief candidate on examination timetable/regulations prior
to examination/assessment taking place

Room in which assessment held did not provide candidate with appropriate
conditions for taking the examination

Inadequate invigilation in examination room

Failure to conduct the examination according to the regulations

Online system failed during (on-screen) examination/assessment

Disruption during the examination/assessment

Alleged, suspected or actual malpractice incident not investigated/reported
Failure to inform/update candidate on the outcome of a special consideration
application

Additional grounds for complaint relating to the conducting of examinations:

Not applicable

Results and Post-Results

Before examinations, candidate not made aware of the arrangements for post-
results services and the availability of senior members of centre staff after the
publication of results

Candidate not having access to a member of senior staff after the publication
of results to discuss/make a decision on the submission of a results
review/enquiry

Candidate request for return of work after moderation and work not
available/disposed of earlier than allowed in the regulations

Candidate (or parent/carer) unhappy with a result (complainant to refer via
Exams Manager/Officer to awarding body post-results services)

Candidate (or parent/carer) unhappy with a centre decision not to support a
clerical re-check, a review of marking, a review of moderation or an appeal
(complainant to refer to the centre’s internal appeals procedure)
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e Centre applied for the wrong post-results service/for the wrong examination
paper for a candidate
e Centre missed awarding body deadline to apply for a post-results service

e Centre applied for a post-results service for a candidate without gaining
required candidate consent/permission

Additional grounds for complaint relating to results and post-results:
Not applicable
Complaints and Appeals Procedure

If a candidate (or parent/carer) has a general concern or complaintaboutthe centre’s
delivery or administration of a qualification, the Trust encourages an informal
resolution in the first instance. This can be undertaken by Raising the concern or
complaintin person, by telephone or by writing to the head of centre.

If a concern or complaintfailsto be resolved informally,the candidate (or parent/carer)
is then at liberty to make a formal complaint.

How to make a formal complaint

All documentation relating to the submission of a formal complaintis available from,
and should be returned to Head of Centre

Formal complaints will be logged and acknowledged within 10 calendar days.

To make a formal complaint, candidates (or parents/carers) must Complete andretum
a complaints and appeals form.

How a formal complaint is investigated

The head of centre will furtherinvestigate or appointa member of the seniorleadership
team (whois notinvolved in the grounds for complaintand has no personal interestin
the outcome) to investigate the complaintand report on the findings and conclusions

The findings and conclusion of any investigation will be provided to the complainant
within 6 working weeks.

Appeals

Following the outcome, if the complainantremains dissatisfied and believes there are
clear grounds, an appeal can be submitted.

To submit an appeal, candidates (or parents/carers) must Again complete and retum
a complaints and appeals form.

Appeals will be logged and acknowledged within 10 calendar days.

The appeal will be referred to Chair of Governors (or a special Committee of the
Governing Committee) for consideration.

It will be the responsibility of The Chair of Governors (or Committee) will inform the
appellant of the final conclusion in due course to inform the appellant of the final
conclusion.
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Additional details on the appeals process:

Not applicable

Appendix 8: Access Arrangements Guidance
Introduction

(AA Definitions)

Access arrangements are agreed before an assessment. They allow candidates with
specific needs, such as special educational needs, disabilities or temporary injuries to
access the assessment and show what they know and can do withoutchanging the
demands of the assessment. The intention behind an access arrangement is to meet
the particular needs of an individual candidate without affecting the integrity of the
assessment. Access arrangements are the principal way in which awarding bodies
comply with the duty under the Equality Act 2010 to make ‘reasonable adjustments’.

The Equality Act 2010* requires an awarding body to make reasonable adjustments
where a candidate, whois disabled within the meaning ofthe Equality Act 2010, would
be at a substantial disadvantage in comparison to someone who is not disabled. The
awarding body is required to take reasonable steps to overcome that disadvantage.
An example would be a Braille paper which would be a reasonable adjustment for a
vision impaired candidate who could read Braille. A reasonable adjustment may be
unique to that individual and may not be included in the list of available access
arrangements. Whether an adjustment will be considered reasonable will depend on
several factors which will include, but are not limited to:

e the needs of the disabled candidate;

e the effectiveness of the adjustment;

e the cost of the adjustment; and

¢ the likely impact of the adjustment upon the candidate and other candidates.

An adjustment will not be approved if it:

e involves unreasonable costs to the awarding body;
e involves unreasonable timeframes; or
e affects the security and integrity of the assessment.

This is because the adjustmentis not ‘reasonable’.
Purpose of the policy

The purpose of this policyis to confirmthat the Trust hasa written record which cleary
shows the centre is leading on the access arrangements process and:

e is complying with its obligation to identify the need for, request and implement
access arrangements (GR 5.5)

e has a written process in place to not only check the qualification(s) of its
assessor(s) but that the correct procedures are followed as per Chapter 7 of
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the JCQ publication Access Arrangements and Reasonable Adjustments (GR
5.4)

1. General principles

The general principles of access arrangements for the Trust to consider include:

e The purpose of an access arrangement is to ensure, where possible, that
barriers to assessment are removed for a disabled candidate preventing
him/herfrom being placed at a substantial disadvantage due to persistent and
significantdifficulties. The integrity of the assessment is maintained, whilst at
the same time providing access to assessments for a disabled candidate. (AA
4.2.1)

e The person wholeads on special educational needsand disability, mustensure
that the proposed access arrangement does not disadvantage or advantage
the candidate (AA 4.2.1)

e Although access arrangements are intended to allow access to assessments,
they cannotbe granted where they will compromise the assessment objectives
of the specification in question (AA 4.2.2)

e Candidates may not require the same access arrangements in each
specification. Subjects and their methods of assessments may vary, leading to
differentdemands of the candidate. The need for access arrangements must
be considered on a subject-by- subject basis. (AA 4.2.3)

e Access arrangements should be processed at the start of the course (AA 4.2.4)

e Arrangements mustalways be approved before an examination or assessment
(AA4.2.4)

e Thearrangement(s) putin place must reflect the supportgiven to the candidate
in the centre (AA 4.2.5)

e The candidate must have had appropriate opportunities to practise usingthe
access arrangement(s) before their first examination (AA 4.2.7)

The main elements of the access arrangements process detailing staff roles and
responsibilities in identifying the need for, requesting and implementing access

arrangements and the conduct of examinations are covered in the Equalities Policy
(Exams).

2. The assessment process
At the Trust, assessments are carried out by:

e an appropriately qualified assessor(s) appointed by the head of centre in
accordance with the JCQ requirements (AA 7.3)

Appointment of assessors of candidates with learning difficulties

At the point an assessor is engaged/employed at the Trust:

e Evidence of the assessor’s qualification is obtained and checked against the
current requirements (AA 7.3.4)
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This process is carried out prior to the assessor undertaking any assessment
of a candidate (AA 7.3.4)

A scanned copy of the assessor's certificate(s) (or a printout of screenshot of
HCPC or SASC registration) is kept on file (AA 7.3.1)

Additional information:

Not applicable

Reporting the appointment of the assessor(s)

Evidence that the assessor(s) is/are suitably qualified is held on file for
inspection purposes (AA 7.4.1)

When requested, the evidence will be presented to the JCQ Centre Inspector by Office
Manager (or other person with access to HR records).

In the case of appropriately qualified psychologists (registered with the Health
& Care Professions Council), or specialist assessors holding a current SpLD
Assessment Practising Certificate, who are directly employed within the centre,
there is no need to record the names of these individuals within Access
arrangements online. (AA 4.4.2)

The names of all other assessors, who are assessing candidates studying
gualifications as covered by AA must be entered into Access arrangements
online to confirm their status. This will include all other professionals working
outside the centre. (AA 7.4.3)

Process for the assessment of acandidate's learning difficulties by an assessor

The Trust confirms:

Guidelines for the assessment of the candidate’s learning difficulties by an
assessor will be followed and Form 8 (JCQ/AA/LD - Profile of Learning
Difficulties) will be completed (AA 7.5, 7.6)

Arrangements must be made for the candidate to be assessed by an assessor
(AA75.1)

Assessors must personally conduct the assessments. They must not sign off
assessments carried out by another professional. (AA 7.5.5)

The assessor must carry outtests which are relevantto supportthe application.
(AA 7.5.6)

A privately commissioned assessment carried out without prior consultation
with the centre cannotbe used to award access arrangements and cannotbe
used to process an application using Access arrangements online. (AA 7.3.6)
Any privately commissioned assessment to see whether the process of
gathering a picture of need, demonstrating normal way of working within the
centre and ultimately assessing the candidate themselves should be instigated.
(AA 7.3.6)

Additional information:
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Distance Learners
Home educated students
Painting a 'holistic picture of need' confirming normal way of working

the Trust confirms

o Before the candidate’s assessment, the person appointed in the centre must
provide the assessor with background information, i.e. a picture of need has
been painted as per Part 1 of Form 8. The centre and the assessor must work
together to ensure a joined-up and consistent process. (AA 7.5.2)

e An independent assessor must contact the centre and ask for evidence of the
candidate’s normal way of working and relevant background information. This
must take place before the candidate is assessed.

e All candidates must be assessed in light of the picture of need and the
background information as detailed within Part 1 of Form 8.

¢ An independentassessor must discuss access arrangements with the person
appointed in the centre. The responsibility to request access arrangements
specifically lies with the centre. (AA 7.5.3)

Additional information:

Not applicable

3. Processing access arrangements

Arrangements requiring awarding body approval

Access arrangements online (AAO) is used to apply for approval of arrangements for
the qualifications listed within the JCQ publication Access Arrangements and
Reasonable Adjustments.

AAOQ is accessed through the JCQ Centre Admin Portal (CAP) by logging in to one of
the awarding body secure extranet sites. A single application for approval is required
for each candidate regardless of the awarding body used.

Deadlines apply for each examination series for submitting applications for approval
using AAO.

BTEC access arrangements are applied for via the Pearson Edexcel Online portal.
NCFE access arrangements are applied for via the NCFE portal.
Centre delegated arrangements

Decisions relating to the approval of centre delegated arrangements are made by
SENCo. Appropriate evidence, where required by the arrangement, is held on file by
SENCo.

e Theuseofaword processor

The Word Processor Policy (Exams) details the criteria the Trust uses to award and
allocate word processors in examinations/assessments.
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e Separate invigilation within the centre

The Separate Invigilation Policy details the criteria the Trust uses to award separate
invigilation within the centre.

Additional information:

Not applicable

Modified papers

Modified papers are ordered through AAO.

e Modified papers must be ordered in advance of a specific examination series,
no later than the published deadline for the series concerned (AA 6.1)

e Modified papers are individually prepared for candidates for whomother access
arrangements are unsuitable. The modification of papers involves additional
resources. Therefore centres are required to provide the awarding bodies with
early notification that a candidate will require a modified paper. (AA 6.1)

¢ Modified papers mustnot be ordered for candidates unless they intend to enter
them for the relevant examination series (AA 6.1)

e For the adjustment to be effective, the candidate must have had appropriate
opportunities to practise using an awarding body’s past modified papers before
his/her first examination (AA 6.1)

Roles and responsibilities

When an access arrangement has been processed on-line and approved, the
evidence of need (where required) mustbe made available to a JCQ Centre Inspector
upon request. An awarding body may also request evidence of need when considered
necessary. This can either be in hard copy paper format or electronically. (AA 4.2.13)

Where access arrangements documentation is stored electronically an e-folder for
each individual candidate must be created. The candidate’s e-folder must hold each
of the required documents for inspection. (AA 4.2.13)

It is the responsibility of:

e SENCoto collect a candidate's consent (a completed candidate personal data
consent form) to record their personal data on-line through AAO

e SENCo to submit applications for approval through AAO

e SENCoto holdthe file/e-folder for each individual candidate containing a copy
of the candidate's approved application, appropriate evidence of need (where
required) and a signed candidate personal data consent form (AA 8.6)

e SENCoto submitapplications for approval directly to an awarding body for any
qualification that does not fall within the scope of AAO

e SENCo to order modified papers

Additional responsibilities:

Not applicable
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Appendix 9: Conflict of Interest

All staff are emailed with a link to respond to the questions relevant to conflicts of
interest. Responses are held in the compliance system, any positive responses are
forwarded to the Exams Office for follow up by completion of a Conflicts of Interest
Declaration form.

It is the responsibility of the head of centre to ensure that their centre manages
Conflicts of Interest by informing the awarding bodies, before the published deadline
for entries, of:

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

e anymembers of centre staff who are teachingand 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 clear records of all instances where:

e 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;

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

e centre staff are taking qualifications at other centres.

The head of centre must ensure that the records include 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 materialsand does notreceive any
preferential treatment. (GR 5.3)

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 | Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 100 of 221



http://www.jcq.org.uk/exams-office/general-regulations

Appendix 10: Word Processor Guidance
Introduction

The use of a word processor in exams and assessments is an available access
arrangement.

The purpose of an access arrangementis to ensure, where possible, that barriers to
assessment are removed for a disabled candidate preventing them

from being placed at a substantial disadvantage as a consequence of persistent and
significant difficulties.

The following principles are applied to access arrangements at the Trust :

The purpose of an access arrangementis to ensure, where possible, that barriers to
assessment are removed for a disabled candidate preventing them from being placed
at a substantial disadvantage as a consequence of persistent and significant
difficulties. The integrity of the assessment is maintained, whilst at the same time
providing access to assessments for a disabled candidate. (AA 4.2.1)

Although access arrangements are intended to allow access to assessments, they are
notgranted wherethey will compromise the assessment objectives of the specification
in question. (AA 4.2.2)

Candidates may not require the same access arrangements in each specification.
Subjects and their methods of assessments may vary, leading to different demands of
the candidate. SENCos must considerthe needfor access arrangementson a subject-
by-subject basis. (AA 4.2.3)

The SENCo must ensure that the proposed access arrangement does not
disadvantage or advantage a candidate. (AA 4.2.1)

The candidate must have had appropriate opportunities to practise usingthe access
arrangement(s) before their first

examination. (AA 4.2.7)
Purpose of the policy

This policy details how the Trust complies with AA (chapter 4) Adjustments for
candidates with disabilities and learning difficulties, (section

5.8) Word processor and ICE (sections 14.20-25) Word processors (computers,
laptops and tablets) when awarding and allocating a candidate the use

of word processor in examinations.

The term ‘word processor is used to describe for example, the use of a computer,
laptop or tablet.

The use of a word processor

the Trust will:
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allocate the use of a word processor to a candidate with the spelling and grammar
check/predictive text disabled (switched off) where itis their

normal way of working within the centre (AA 5.8.1)

award the use of a word processor to a candidate if it is appropriate to their needs (AA
5.8.4)

Needs may include:

- a learning difficulty which has a substantial and long term adverse effect on his/her
ability to write legibly

- a medical condition

- a physical disability

- a sensory impairment

- planning and organisational problems when writing by hand
- poor handwriting

only permit the use of a word processor where the integrity of the assessment can be
maintained (AA 4.2.1)

not grant the use of a word processor where it will compromise the assessment
objectives of the specification in question (AA 4.2.2)

consider on a subject-by-subject basis if the candidate will need to use a word
processor in each specification (AA 4.2.3)

considerthe needs of the candidate at the start of the candidate’s course leading to a
gualification based on evidence gathered that firmly

establishes the candidate's needs and 'normal way of working’ in the classroom,
internal tests/exams, mock exams etc. and confirm arrangements

in place before the candidate takes an exam or assessment (AA 4.2.4)

provide access to word processors to candidates in non-examination assessment
components as standard practice unless prohibited by

the specification (AA 5.8.2)
the Trust will not:

simply grant the use of a word processor to a candidate because they prefer to type
rather than write or can work faster on a keyboard, or

because they use a laptop at home (AA 5.8.4)
Exceptions

The only exceptions to the above where the use of a word processor would be
considered for a candidate, would be:
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in the event of a temporary injury or impairment, or a diagnosis of a disability or
manifestation of an impairment relating to an existing disability

arising after the start of the course (AA 4.2.4)

where a subject within the curriculum is delivered electronically and the centre
provides word processors to all candidates (AA 5.8.4)

Other centre specific information relating to the use of aword processor:
Not applicable

Arrangements at the time of the assessment for the use of a word processor

A candidate using a word processor is accommodated as follows:

in the main venue with the main cohort; or in a separate room to the main cohort
In compliance with the regulations, the Trust :

provides a word processor with the spelling and grammar check facility/predictive text
disabled (switched off) unless an awarding body’s specification says otherwise (ICE
14.20)

(where a candidate is to be seated with the main cohort without the use of a power
point) checks the battery capacity of the word processor before the candidate’s exam
to ensure that the battery is sufficiently charged for the entire duration of the exam
(ICE 14.21)

ensures the candidate is reminded to ensure that their centre number, candidate
number and the unit/‘component code appear on each page as a header or footer e.g.
12345/8001 — 6391/01 (ICE 14.22)

if a candidate is using a software application that does not allow for the insertion of a
header or footer, once the candidate has completed the examination and printed off
their typed script, they are instructed to handwrite their details as a header or footer;
the candidate is supervised

throughoutthis process to ensure thatthey are solely performing this task and not re-
reading their answers or amending their work in any way (ICE 14.22)

ensures the candidate understands that each page of the typed script must be
numbered, e.g. page 1 of 6 (ICE 14.23)

ensures the candidate is reminded to save their work at regular intervals (or where
possible, an IT technician will set up ‘autosave’ on each laptop/tablet) (ICE 14.25)

instructs the candidate to use a minimum of 12pt font and double spacing to make
marking easier for examiners (ICE 14.24)

The Trust will ensure the word processor (ICE 14.25): is only used in a way that
ensures a candidate’s script is produced under secure conditions ensure the word
processor is not used to perform skills which are being assessed ensure the word
processor is not connected to an intranetor any other means of communication is in
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good working order at the time of the exam is accommodated in such away that other
candidates are not disturbed and cannotread the screen is used as a typewriter, not
as a database, although standard formatting software is acceptable and is not
connected to an intranet or any other means of communication is cleared of any
previously stored data does not give the candidate access to other applications such
as a calculator (where prohibited in the examination), spreadsheets etc.

does not include graphic packages or computer aided design software unless
permission has been given to use these

does not have any predictive text software or an automatic spelling and grammar
check enabled unless the candidate has been permitted a scribe

or is using speech recognition technology (a scribe cover sheet must be completed),
or the awarding body’s specification permits the use of

automatic spell checking

does notinclude speech recognition technology unless the candidate has permission
to use a scribe or relevant software

is not used on the candidate’s behalf by a third party unless the candidate has
permission to use a scribe

Portable storage medium

The Trust will ensure that any portable storage medium (e.g. a memory stick) used:
(ICE 14.25)

is provided by the centre

is cleared of any previously stored data

Printing the script after the exam has ended

The Trust will ensure that:

(ICE 14.25)

the word processor is either connected to a printer so that a script can be printed off,
or have the facility to print from a portable storage medium

the candidate is present to verify that the work printed is their own

a word processed script is attached to any answer bookletwhich contains some of the
answers

an awarding body requires a cover sheet to be completed this is included with the
candidate’s typed script (according to the

relevant awarding body’s instructions)

if a candidate omits to insert the required header or footer, he/she is instructed to
handwrite their details as a header or footer; the candidate is
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supervisedthroughoutthis process to ensurethathe/sheis solely performing this task
and not re-reading their answers or amending their work in

any way (ICE 14.22)

Other centre specific information relating to arrangements at the time of the
assessment:

Not applicable
Statement

JCQ regulations (Access Arrangements and Reasonable Adjustments, section
5.8) state: A member of the centre’s senior leadership team must

produce a statement for inspection purposes which details the criteria the centre uses
to award and allocate word processors for examinations.

The criteria used to award and allocate word processors for examinations
The Trust confirms the normal way of working in examinations is:

candidates handwrite responses on their examination scripts (an exception to this is
where a candidate may have an approved access arrangement

in place, for example the use of a scribe/speech recognition technology)
Awarding the use of word processors

There are exceptions when the Trust may award a candidate the use of a word
processor in examinations where:

the candidate has a firmly established need
it reflects the candidate’s normal way of working

by not being awarded a word processor the candidate would be at a substantial
disadvantage to other candidates

This may include where a candidate has for example:

- a learning difficulty which has a substantial and long-term adverse effect on their
ability to write legibly

- a medical condition

- a physical disability

- a sensory impairment

- planning and organisational problems when writing by hand
- poor handwriting

The only exceptions to the above where the use of a word processor may also be
considered for a candidate would be:

on a temporary basis as a consequence of a temporary injury at the time of the
assessment
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where a subject within the curriculum is delivered electronically and the centre
provides word processors to all candidates

Other centre specific information relating to awarding the use of a word
processor:

Not applicable

Allocating the use of word processors at the time of the assessment
Appropriate exam-compliant word processors will be allocated by:

the IT department in liaison with the SENCo and the Exams Manager/Officer

In exceptional circumstances where the number of compliantword processors may be
insufficient for the cohort of candidates approved to use themin an

exam session:
the cohort will be splitinto two groups

one group will sit the exam earlier than or later than the awarding body’s published
start time

the security of the exam will be maintained at all times and candidates will be
supervised in line with section 7.2 of ICE

Other centre specific information relating to allocating the use of a word
processor:

Not applicable
Appendix 11: Alternative Rooming Arrangements
Introduction

Separate invigilation within the centre is an available access arrangement as defined
in the JCQ regulations. This is an arrangement where a candidate with

an established difficulty may be eligible to take an examination accommodated in
another room separate to the main cohort.

Purpose of the policy

The purpose of this policy is to confirm the criteria when this arrangement may be
considered and granted for a candidate at the Trustin compliance

with the regulations.

1. Decisions on the awarding of the arrangement

At the Trust, decisions on the awarding of the arrangement are made by:
SENCo - SENDCo

Decisions are based on:

Whether the candidate has a substantial and long term impairment which has an
adverse effect (AA 5.16)
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The candidate’s normal way of working within the centre (AA 5.16)

Ensuring the proposed arrangement does not disadvantage or advantage the
candidate (AA 4.2.1)

Additional information:
Not applicable
2. Criteria for the awarding of the arrangement

Separate invigilation will be considered where the arrangement would prevent a
candidate from being placed at a substantial disadvantage and where the

following conditions are met:

The candidate has an established difficulty as defined in section 5.16 of the JCQ's
Access Arrangements and Reasonable Adjustments

publication (ICE 14.18)

The candidate has a long-term medical condition or long term social, mental or
emotional need (AA 5.16)

The candidate’s difficulties are established within the centre and known to relevant
staff or a senior member of staff with pastoral responsibilities

(AA 5.16)

Separate invigilation reflects the candidate’s normal way of working in internal tests
and mock examinations because of a long term medical

condition or long term social, mental or emotional needs (AA 5.16)

Where a candidate is subject to separate invigilation within the centre, the regulations
and guidance within the JCQ publication Instructions for

conducting examinations will be adhered to, particularly in relation to
accommodation and invigilation arrangements (ICE 14.18)

Additional information:
Not applicable
3. Separate room arrangements

At the Trust arrangements for seating candidatesin rooms separate to the main cohort
may be putin place in other circumstances. As and when

applicable, these circumstances include:

seating candidatesin a ‘smaller room, ‘access arrangements’ room, candidates with
readers are seated with the main cohortif using reader pensorin a

‘computer' room if using software, candidates with scribes are seated in a 'smaller’
room, candidates using word processors are seated/roomed in a ‘computer' room

Why have a policy on this?
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In certain circumstances, a candidate with ‘an established difficulty’ may be
eligible to take exams under separate invigilation. Centres may also receive
requests from candidates (and/or parents/carers) to take their exams under
separate invigilation (in a separate room with 1:1 invigilation). Having a
documented policy ensures:
e the criteriafor candidates granted separate invigilationwithinthe centre
is clear and complies with JCQ regulations
e the centre can demonstrate the policy if asked/challenged by a
candidate (and/or parent/carer)
It may also be useful to include within this, the centre’s policy for candidates seated in
a ‘small’ room, ‘access arrangements’ room etc. (i.e. taking exams separate to the
main cohort)

Appendix 12: Non-examination Assessment Guidance
Introduction

Non-examination assessments measure subject-specific knowledge and skills that
cannot be tested by timed written papers.

There are three assessment stages and rules which apply to each stage. These rules
often vary across subjects. The stages are:

e task setting
e task taking
e task marking (NEA, section 1)

The regulator's definition of an examination is very narrow. In effect, any type of
assessmentthatis not‘externally set and taken by candidates at the same time under
controlled conditions’ is classified as non-examination assessment (NEA). ‘NEA’
therefore includes, butis notlimited to, internal assessment. Externally marked and/or
externally set practical examinations taken at different times across centres are
classified as 'NEA’. (NEA, Foreword).

Purpose of the policy

The purpose of this policy is to confirm that the Trust adheres to JCQ regulations
relating to non-examination assessments by:

e coveringprocedures for planningand managing non-examination assessments

e defining staff roles and responsibilities with respect to non-examination
assessments

e managing risks associated with non-examination assessments

This policy covers all types of non-examination assessment. (NEA, section 1)

Procedures for planningand managing non-examination assessments identifying staff
roles and responsibilities

1. The basic principles

Head of centre role and responsibilities:
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Returns a declaration (managed as part of. the National Centre Number
Register annual update) to confirm awareness of, and that relevant centre staff
are adhering to, the latest version of Instructions for conducting non-
examination assessments, confirming:

o all reasonable steps have been or will be taken to ensure that all
candidates at the centre have had, or will have, the opportunity to
undertake the (GCSE English Language) Spoken Language
endorsement

o all reasonable steps have been or will be taken to ensure that all
candidates at the centre have had, or will have, the opportunity to
undertake the (GCSE Sciences) prescribed practical activities

Ensures the centre’s Non-examination Assessment Policy is fit for purpose
Ensuresthe centre’s Internal Appeals Procedures clearly details the process
to be followed by candidates (or their parents/carers) appealingagainstintemal
assessment decisions (centre assessed marks) and requesting a review of the
centre’s marking

Additional responsibilities:

Not applicable

Senior leader role and responsibilities:

Ensure the correct conduct of non-examination assessments (including
endorsements) which comply with the JCQ publication Instructions for
conducting non-examination assessments and awarding body subiject-
specific instructions

Ensure the centre-wide calendar records assessmentschedules by the start of
the academic year

Additional responsibilities:

Not applicable

QA lead/Lead internal verifier role and responsibilities:

Confirm with subject heads that appropriate awarding body forms and
templates for non-examination assessments (including endorsements) are
used by teachers and candidates

Ensure appropriate procedures are in place to internally standardise/verify the
marks awarded by subject teachers in line with awarding body criteria
Ensure appropriate centre-devised templates are provided to capture/record
relevant information given to candidates by subject teachers

Ensure appropriate centre-devised templates are provided to capture/record
relevant information is received and understood by candidates

Where not provided by the awarding body, ensure a centre-devised template is
provided for candidates to keep a detailed record of their own research,
planning, resources etc.
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Additional responsibilities:

Not applicable

Subject lead role and responsibilities:

Ensure subject teachers understand their role and responsibilities within the
non-examination assessment process

Ensure the JCQ publication Instructions for conducting non-examination
assessments and relevant awarding body subject specific instructions are
followed in relation to the conductof non-examination assessments (including
endorsements)

Work with the QA lead/Lead internal verifierto ensure appropriate procedures
are followed to internally standardise/verify the marks awarded by subject
teachers

Additional responsibilities:

Not applicable

Subject teacher role and responsibilities:

Understand and comply with the general instructions as detailed in the JCQ
publication Instructions for conducting non-examination assessments
Where these may also be provided by the awarding body, understand and
comply with the awarding body’s specification for conducting nonexamination
assessments, including any subject-specific instructions, teachers’ notes or
additional information on the awarding body’s website

Mark internally assessed work to the criteria provided by the awarding body
Ensure the Exams Manager/Officer is provided with relevant entry codes for
subjects (whether the entry for the internally assessed component forms part
of the overall entry code for the qualification oris made as a separate unitenty
code) to the internal deadline for entries

Additional responsibilities:

Not applicable

Exams office/officer role and responsibilities:

Signpost the annually updated JCQ publication Instructions for conducting
non-examination assessments to relevant centre staff

Carry out tasks where these may be applicable to the role in supporting the
administration/management of non-examination assessment

Additional responsibilities:

Not applicable

2. Task setting

Subject teacher role and responsibilities:
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Select tasks to be undertaken where a number of comparable tasks are
provided by the awarding body OR designs tasks where this is permitted by
criteria set out within the subject specification

Make candidates aware of the criteria used to assess their work

Additional responsibilities:

Not applicable

Issuing of tasks

Subject teacher role and responsibilities:

Determine when set tasks are issued by the awarding body
Identify date(s) when tasks should be taken by candidates

Access set tasks in sufficienttime to allow planning, resourcing and teaching
and ensures that materials are stored securely at all times

Additional responsibilities:

Not applicable

3. Task taking

Supervision
Subject teacher role and responsibilities:

Check the awarding body’s subject-specific requirements ensuring candidates
take tasks under the required conditions and supervision arrangements
Ensure there is sufficientsupervision to enable the work of a candidate to be
authenticated

Ensure there is sufficientsupervision to ensure the work a candidate submits
Is their own

To ensure that where work may be completed outside of the centre without
direct supervision, that the work produced is the candidate’s own

Where candidates may work in groups, keep a record of each candidate’s
contribution

Ensure candidates are aware of the current JCQ documents Information for
candidates - non-examination assessments and Information for
candidates - Social media

Ensure candidatesunderstand and comply with the regulationsin relevantJCQ
documents Information for candidates

Additional responsibilities:

Not applicable

Advice and feedback

Subject teacher role and responsibilities:
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As relevant to the subject/component, advise candidates on relevant aspects
before candidates begin working on a task

Not to provide candidates with model answers or outlines/headings specific to
the task

When reviewing candidates’ work, unless prohibited by the specification,
provide oral and written advice at a general level to candidates

Allow candidates to revise and re-draft work after advice has been given at a
general level

Record any assistance given beyond general advice and takes it into account
in the marking or submits it to the external examiner

Ensure when work has been assessed, candidates are not allowed to revise it

Additional responsibilities:

Not applicable

Resources

Subject teacher role and responsibilities:

Refer to the awarding body’s specification and/or associated documentation to
determine if candidates have restricted/unrestricted access to resources when
planning and researching their tasks

Ensure conditions for any formally supervised sessions are known and putin
place

Ensure appropriate arrangementsare in placeto keep thework to be assessed,
and any preparatory work, secure between any formally supervised sessions,
including work that is stored electronically

Ensure conditions for any formally supervised sessions are understood and
followed by candidates

Ensure candidates understand thatthey are notallowed to introduce improved
notes or new resources between formally supervised sessions

Ensure that where appropriate to include references, candidates keep a
detailed record of their own research, planning, resources etc.

Additional responsibilities:

Not applicable

Word and time limits

Subject teacher role and responsibilities:

Refer to the awarding body’s specification to determine where word and time
limits apply/are mandatory

Additional responsibilities:

Not applicable

Collaboration and group work
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Subject teacher role and responsibilities:

Unless stated otherwise in the awarding body’s specification, and where
appropriate, allow candidates to collaborate when carrying out research and
preparatory work

Ensure that it is possible to attribute assessable outcomes to individual
candidates

Ensure that where an assignmentrequires written work to be produced, each
candidate writes up their own account of the assignment

Assess the work of each candidate individually

Additional responsibilities:

Not applicable

Authentication procedures

Subject teacher role and responsibilities:

Where required by the awarding body’s specification:
o ensurecandidatessign a declaration confirmingthe work they submit for
final assessmentis their own unaided work
o sign the teacher declaration of authentication confirming the
requirements have been met
Keep signed candidate declarations on file until the deadline for requesting
reviews of results has passed or until any appeal, malpractice or other results
enquiry has been completed, whichever is later
Provide signed candidate declarationswherethese may be requested by a JCQ
Centre Inspector
Where there may be doubtabout the authenticity of the work of a candidate or
if malpractice is suspected, follow the authentication procedures and
malpractice information in the JCQ publications Instructions for conducting
non-examination assessments and informs a member of the senior
leadership team
Understand that if, during the external moderation process, it is found that the
work has not been properly authenticated, the awarding body will set the
mark(s) awarded by the centre to zero

Additional responsibilities:

Not applicable

Presentation of work

Subject teacher role and responsibilities:

Obtain informed consentat the beginning of the course from parents/carers if
videos or photographs/images of candidates will be included as evidence of
participation or contribution
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Instruct candidates to present work as detailed in the JCQ publication
Instructions for conducting non-examination assessments unless the
awarding body’s specification gives different subject-specific instructions
Instruct candidates to add their candidate number, centre number and the
component code of the assessment as a header/footer on each page of their
work

Additional responsibilities:

Not applicable

Keeping materials secure

Subject teacher role and responsibilities:

When workis beingundertaken by candidates underformal supervision, ensure
work is securely stored between sessions (if more than one session)

When work is submitted by candidates for final assessment, ensure work is
securely stored

Follow secure storage instructions as defined in the JCQ publication
Instructions for conducting non-examination assessments

Take sensible precautions when work is taken home for marking

Store internally assessed work, including the sample returned after awarding
body moderation, securely until all possible post-results services have been
exhausted

If post-results services have not been requested, return internally assessed
work to candidates (if requested by a candidate) after the deadline for
requesting a review of results for the relevant series

If post-results services have been requested, return internally assessed work
to candidates (if requested by a candidate) once the review of results and any
subsequent appeal has been completed

Remind candidates of the need to keep their own work secure at all times and
not share completed or partially completed work on-line, on social media or
through any other means (Remind candidates of the contents of the JCQ
document Information for candidates - Social Media)

Where work is stored electronically, liaise with IT to ensure the protection and
back-up of candidates’ work and that appropriate arrangements are in place to
restrict access to it between sessions

Understands that during the period from the submission of work for formal
assessment until the deadline for requesting a review of results, copies of work
may be used for other purposes, provided that the originals are stored securely
as required

Additional responsibilities:

Not applicable

IT role and responsibilities:
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e Ensure appropriate arrangements are in place to restrict access between
sessions to candidates’ work where work is stored electronically

e Restrict access to this material and utilises appropriate security safeguards
such as firewall protection and virus scanning software

e Employ an effective back-up strategy so that an up to date archive of
candidates’ evidence is maintained

e Consider encrypting any sensitive digital media to ensure the security of the
data stored within it and refers to awarding body guidance to ensure that the
method of encryption is suitable

Additional responsibilities:
Not applicable
4. Task marking - externally assessed components

Conduct of externally assessed work

Subject teacher role and responsibilities:

e Liaise with the Exams Manager/Officer regarding the arrangements for any
externally assessed components of a specification which must be conducted
within a window of dates specified by the awarding body and accordingto the
JCQ publication Instructions for conducting examinations

e Liaise with the Visiting Examinerwherethis may be applicableto anyexternally
assessed component

Additional responsibilities:
Not applicable
Exams office/officer role and responsibilities:

e Arrange timetabling, rooming and invigilation where and if this is applicable to
any externally assessed non-examination component of a specification

e Conducttheexternally assessed componentwithin the window specified by the
awarding body and according to JCQ publication Instructions for conducting
examinations

Additional responsibilities:
Not applicable

Submission of work

Subject teacher role and responsibilities:

e Provide the attendance register to a Visiting Examiner
Additional responsibilities:
Not applicable

Exams office/officer role and responsibilities:
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e Provide the attendance register to the subject teacher where the component
may be assessed by a Visiting Examiner

e Ensure the awarding body’s attendance register for any externally assessed
componentis completed correctly to show candidateswho are present and any
who may be absent

e Where candidates’ work must be despatched to an awarding body’s examiner,
ensure the completed attendance register accompanies the work

e Keep a copy of the attendance register until after the deadline for reviews of
results for the exam series

e Package the work as required by the awarding body and attaches the examiner
address label

e Ensurethatthe package in whichtheworkis despatched is robustandsecurely
fastened

e Despatch the work to the awarding body’s instructions by the required deadline

Additional responsibilities:
Not applicable
5. Task marking - internally assessed components

Marking and annotation

Head of centre role and responsibilities:

e Ensurewhereateacheristeaching/preparingacandidate with whom theyhave
a close relationship e.g. 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), a conflict of interest is declared to the
awarding body and the marked work of the child submitted for moderation,
whether itis part of the moderation sample or not

Additional responsibilities:
Not applicable
Subject lead role and responsibilities:

e Settimescales forteachersto informcandidates of their centre-assessed marks
that will allow sufficienttime for a candidate to appeal an internal assessment
decision/request a review of the centre’s marking prior to the marks being
submitted to the awarding body external deadline

Additional responsibilities:
Not applicable
Subject teacher role and responsibilities:

e Attend/access awarding body training/updates as required to ensure familiarity
with the mark scheme/marking process
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e Mark candidates’ work in accordance with the marking criteria provided by the
awarding body

¢ Annotate candidates’ work as required to facilitate internal standardisation of
marking and enable external moderation to check that marking is in line with
the assessment criteria

e Inform candidates of their marks which could be subject to change by the
awarding body moderation process

e Ensure candidates are informed to the timescale set by the subject lead or as
indicated in the centre’s internal appeals procedure to enable an intemal
appeal/requestfor a review of marking to be submitted by a candidate and the
outcome known before final marks are submitted to the awarding body

Additional responsibilities:
Not applicable

Internal standardisation

QA lead/Lead internal verifier role and responsibilities:

e Ensure that internal standardisation of marks across assessors and teaching
groups takes place as required and to sequence
e Support staff not familiar with the mark scheme (e.g. NQTSs, supply staff etc.)
e Ensure accurate internal standardisation - for example by
o obtaining reference materials at an early stage in the course
o holding a preliminary trial marking session prior to marking
o carrying outfurthertrial marking at appropriate points duringthe marking
period
o after most marking has been completed, holdsa furthermeeting to make
final adjustments
o makingfinaladjustmentsto marks prior to submission retainingwork and
evidence of standardisation
e Retain evidence that internal standardisation has been carried out

Additional responsibilities:
Not applicable

Subject teacher role and responsibilities:

¢ Indicate on work (or cover sheet) the date of marking

e Mark to common standards

o Keep candidates work secure until after the closing date for review of results
forthe series concerned or untilany appeal, malpractice or other results enquiry
has been completed, whichever is later

Additional responsibilities:
Not applicable

Consortium arrangements
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Subject lead role and responsibilities:
Not applicable

Subject teacher role and responsibilities:
Not applicable

Exams office/officer role and responsibilities (where the centre is the
consortium lead):

Not applicable

Submission of marks and work for moderation

Subject teacher role and responsibilities:

¢ Input and submit marks online, via the awarding body secure extranet site,
keeping a record of the marks awarded, to the external deadline/Provides
marks to the Exams Manager/Officer to the internal deadline

e Where responsiblefor marks input,ensure checks are made that marks for any
additional candidates are submitted and ensures mark inputis checked before
submission to avoid transcription errors

e Submit the requested samples of candidates’ work to the awarding body
moderator by the external deadline, keeping a record of the work
submitted/Provides the moderation sample to the Exams Manager/Officer to
the internal deadline

e Ensure that where a candidate’s work has been facilitated by a scribe or
practical assistant, the relevant completed cover sheetis securely attached to
the front of the work and sent to the moderator in addition to the sample
requested

e Ensure the moderator is provided with authentication of candidates’ work,
confirmation that internal standardisation has been undertaken and any

other subject-specific information where this may be required

e Submitany supporting documentation required by the awarding body/Provide
the Exams Manager/Officer with any supporting documentation required by the
awarding body

Additional responsibilities:
Not applicable
Exams office/officer role and responsibilities:

e Input and submit marks online, via the awarding body secure extranet site,
keeping a record of the marks submitted, to the external deadline/Confirm with
subject teachers that marks have been submitted to the awarding body
deadline
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Where responsible for marks input,ensure checks are made that marks forany
additional candidates are submitted and ensure mark inputis checked before
submission to avoid transcription errors
Submits the requested samples of candidates’ work to the moderator by the
awarding body deadline, keeping arecord of the work submitted/Confirms with
subjectteacherthatthe moderation sample has been submitted to the awarding
body deadline
Ensure that for postal moderation
o work is dispatched in packaging provided by the awarding body
o moderator label(s) provided by the awarding body are affixed to the
packaging
o proof of dispatch is obtained and kept on file until the successful issue
of final results
Through the subject teacher, ensures the moderator is provided with
authentication of candidates’ work, confirmation that internal standardisation
hasbeen undertaken and any other subject-specificinformation where thismay
be required
Through the subjectteacher, submitany supportingdocumentation required by
the awarding body

Additional responsibilities:

Not applicable

Storage and retention of work after submission of marks

Subject teacher role and responsibilities:

Keep a record of names and candidate numbers for candidates whose work
was included in the moderation sample

Retain all marked candidates’ work (including any sample returned after
moderation) under secure conditions for the required retention period

In liaison with IT, take steps to protect any work stored electronically from
corruption and has a back-up procedure in place

If retention is a problem because of the nature of the work, retain some form of
evidence such as photos, audio or media recordings

Additional responsibilities:

Not applicable

Exams office/officer role and responsibilities:

Ensure any sample returned after moderation is logged and returned to the
subject teacher for secure storage and required retention

Additional role and responsibilities:

Not applicable

External moderation - the process
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Subject teacher role and responsibilities:

e Ensure that awarding body or its moderator receive the correct samples of
candidates’ work

e Where relevant, liaise with the awarding body/moderator where the moderator
visits the centre to mark the sample of work

e Comply with any request from the moderator for remaining work or further
evidence of the centre’s marking

Additional responsibilities:
Not applicable

External moderation - feedback

Subject lead role and responsibilities:

e Check the final moderated marks when issuedto the centre when the results
are published

e Checkmoderator reports and ensure that any remedial action, if necessary, is
undertaken before the next exam series

Additional responsibilities:
Not applicable
Exams office/officer role and responsibilities:

e Access or signpost moderator reports to relevant staff
e Takes remedial action, if necessary, where feedback may relate to centre
administration

Additional responsibilities:

Not applicable

6. Access arrangements

Subject teacher role and responsibilities:

e Work with the SENCo to ensure any access arrangements for eligible
candidates are applied to assessments

Additional responsibilities:
Not applicable
SENCo role and responsibilities:

e Follow the regulations and guidance in the JCQ publication Access
Arrangements and Reasonable Adjustments in relation to non-examination
assessments

e Where arrangements do not undermine the integrity of the qualification and is
the candidate’s normal way of working, ensure access arrangements are in
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place and awarding body approval, where required, has been obtained prior to
assessments taking place

e Make subject teachers aware of any access arrangements for eligible
candidates which need to be applied to assessments

e Work with subject teachers to ensure requirements for access arrangement
candidates requiring the support of a facilitator in assessments are met

e Ensurethatstaff acting as an access arrangementfacilitator are fully trained in
their role

Additional responsibilities:

Not applicable

7. Special consideration and loss of work
Subject teacher role and responsibilities:

e Understand that a candidate may be eligible for special consideration in
assessments in certain situations where a candidate is absentand/or produces
a reduced quantity of work

e Liaise with the Exams Manager/Officer when special consideration may need
to be applied for a candidate taking assessments

e Liaise with the Exams Manager/Officer to report loss of work to the awarding
body

Additional responsibilities:
Not applicable
Exams office/officer role and responsibilities:

o Refer to/directs relevant staff to the JCQ publication A guide to the special
consideration process:

o Where a candidate is eligible, submits an application for special
consideration via the awarding body’s secure extranet site to the
prescribed timescale

o Where application for special consideration via the awarding body’s
secure extranet site is not applicable, submits the required form to the
awarding body to the prescribed timescale

o Keeps required evidence on file to support the application

e Refer to/directs relevant staff where applicable to Form 15 - JCQ/LCW (lost
work) and where applicable submits to the relevant awarding body

Additional responsibilities:
Not applicable
8. Malpractice

Head of centre role and responsibilities:
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Understand the responsibility to immediately report to the relevant awarding
body any alleged, suspected or actual incidents of malpractice involving
candidates, teachers, invigilators or other administrative staff

Is familiar with the JCQ publication Suspected Malpractice: Policies and
Procedures

Ensure that those members of teaching staff involved in the direct supervision
of candidates producing non-examination assessment are aware of the
potential for malpractice and ensure thatteaching staff are remindedthat failure
to report allegations of malpractice or suspected malpractice constitutes
malpractice in itself

Additional responsibilities:

Not applicable

Subject teacher role and responsibilities:

Is aware of the JCQ Notice to Centre - Sharing NEA material and
candidates' work to mitigate against candidate and centre malpractice
Ensure candidates understand what constitutes malpractice in non-
examination assessments

Ensure candidatesunderstandthe JCQ document Information for candidates
- non-examination assessments

Ensure candidatesunderstandthe JCQ document Information for candidates
- Social Media

Escalate and report any alleged, suspected or actual incidents of malpractice
involving candidates to the head of centre

Additional responsibilities:

Not applicable

Exams office/officer role and responsibilities:

Signpost the JCQ publication Suspected Malpractice: Policies and
Procedures to the head of centre

Signpostthe JCQ Notice to Centres - Sharing NEA material and candidates’
work to subject heads

Signpost candidates to the relevant JCQ information for candidates
documents

Where required, support the head of centre in investigating and reporting
incidents of alleged, suspected or actual malpractice

Additional responsibilities:

Not applicable

9. Post-results services

Head of centre role and responsibilities:
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e |s familiar with the JCQ publication Post-Results Services

e Ensurethecentre’s Internal Appeals Procedures clearly detail the process to
be followed by candidates (or their parents/carers) appealing against a centre
decision not to support a review of results or an appeal

Additional responsibilities:
Not applicable
Subject lead role and responsibilities:

e Provide relevant support to subject teachers making decisions about reviews
of results

Additional responsibilities:
Not applicable
Subject teacher role and responsibilities:

e Provide advice and guidanceto candidates on their results and the post-results
services available

e Provide the Exams Manager/Officerwith the original sample or relevantsample
of candidates’ work that may be required for a review of moderation to the
internal deadline

Additional responsibilities:
Not applicable

Exams office/officer role and responsibilities:

e Is aware of the individual post-results services available for externally assessed
and internally assessed components of non-examination assessments as
detailed in the JCQ publication Post-Results Services (Information and
guidance to centres...)

e Provide/signpost relevant centre staff and candidates to post-results services
information

e Ensure any requests for post-results services that are available to non-
examination assessments are submitted online via the awarding body secure
extranet site to deadline

Additional responsibilities:
Not applicable
10. Endorsements

Spoken Language Endorsement for GCSE English Language specifications
(designed for use in England)

Head of centre role and responsibilities:

Not applicable
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QA lead/Lead internal verifier role and responsibilities:

e Ensurethe appropriate arrangements are in place for internal standardisation
of assessments

Additional responsibilities:
Not applicable
Subject lead role and responsibilities:

e Confirm understanding of the Spoken Language Endorsement for GCSE
English Language specifications and ensures any relevant JCQ/awarding
body instructions are followed

e Ensure the required task setting and task taking instructions are followed by
subject teachers

e Ensure subject teachers assess candidates, either live or from recordings,
using the common assessment criteria

e Ensureformonitoring purposes, audio-visual recordings of the presentations of
a sample of candidates are provided

Additional responsibilities:
Not applicable
Subject teacher role and responsibilities:

e Ensure all the requirements in relation to the endorsement are known and
understood

e Follow the required task setting and task taking instructions

e Assess candidates, either live or from recordings, using the common
assessment criteria

e Provide audio-visual recordings of the presentations of a sample of candidates
for monitoring purposes

e Follow the awarding body’s instructions for the submission of grades (Pass,
Merit, Distinction or Not Classified) and the storage and submission of
recordings

Additional responsibilities:
Not applicable
Exams office/officer role and responsibilities:

e Follow the awarding body’s instructions for the submission of grades and
recordings

Additional responsibilities:
Not applicable

Practical Skills Endorsement for the A Level Sciences (designed for use in
England)
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Head of centre role and responsibilities:

Not applicable

QA lead/Lead internal verifier role and responsibilities:
Not applicable

Subject lead role and responsibilities:

Not applicable

Subject teacher role and responsibilities:

Not applicable

Exams office/officer role and responsibilities:

Not applicable

11. Private candidates

Subject lead role and responsibilities:

Not applicable

12. Qualification/Subject specific additional information

This section provides additional information/procedures for planning and managing
non-examination assessments in specific subjects of qualifications.

Not applicable

Management of issues and potential risks associated with non-examination
assessments

Appendix 13: BTEC Specific Assessment Guidance

The Assessment and feedback process — is a formalised process that ensures
pupils develop the lifelong skills such as self-evaluation, self-assessment and goal
setting.

The submission process — Only one submission is allowed for each assignment
You need to be confident pupils are sufficiently prepared before they undertake an
assessment

There is the opportunity for resubmission or retakes - although there are
conditions attached.

Pupils should be submitted for examinations when it is determined they are able to
achieve. Pupils are sufficiently prepared before they undertake an intemal
assessment.

Definition of Roles for BTEC Assessments:
Teacher/Assessor

e Guides pupils to produce evidence to meet assessment criteria
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Monitors pupils’ progress, provide opportunity for pupils to amend/upgrade
work

Gives constructive feedback to pupils

Check authenticity and sufficiency of evidence produced against criteria
Uses standard observation/witness statements for practical assessments
Awards partial/full unit grades as pupils complete the assessment criteria
Records assessment decisions on mark sheet

Course Leader/Course Co-ordinator /Head of Department

Reads and understands the Assignment Brief and course specification
Assign staff to units and brief them on course structure and assessments
Provides a sample of assessed pupil work for IV and identify actions taken
Ensures pupils are registered via the Exams Manager/Officer

Complete the Assessment Plan and IV Timetable ensuring thatall units and all
assessors are verified

A record must be kept of all course meetings and IV/SV must be standingitems
on the Agenda.

There needs to be a Course Reviews throughoutthe year — at least once per
term.

Work with Lead IV to ensure Assessment Plan and IV timescales are met
Collate IV recording documentation

Co-ordinates time for feedback from IV and Lead IV to Assessors

Gather and dispatch samples for Standards Verification if required

Feedback to staff on Standards Verification report and ensure any remedial
actions are taken Liaises with Exams office

Internal Verifier (V)

Check assessment decisions as per IV

Liaise with Lead IV and/or Standards Verifier if appropriate

Provide advice and support to assessor

Ensure appropriate actions are taken and recorded

Ensure own assessments and decisions are sampled if teaching on the course
Complete IV documentation and return itto Course Leader

Standards Verifier (SV - external person employed by Pearson)

Negotiates arrangements for units for SV sampling — dates, units, postal or
electronic samples

Samples units and produces a report for Edexcel Pearson and the centre if
applicable

Deputy Headteacher/Vice Principal

Arrange appointment and accreditation of a Lead IV
Arrange sufficient time allocation to IV and Lead IV roles
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Undertake Quality Health Check audits including Success Rate reporting for
BTEC provision

Implement and oversee any disciplinary procedures, including appeals and
malpractice for staff and pupils

Lead IV

Once appointed complete the induction training and on-line accreditation with
Edexcel

Check that both the Assessment Plan and IV Timetable is in place and sign
them as being approved.

Periodically sample assignments and pupil work that has been IV’d and
maintain a record electronically where possible

Provide annual training / standardisation for course/programme area staff
Check that Standards Verification arrangements have been made where
applicable and that SV reports are fed back to staff

Report any identified Malpractice to the Deputy Headteacher/Vice Principal
Authorises all re-submission and re- takes

Liaise with Exams officeto send ALL SAMPLE WORK to the Standards Verifier.
The Exams office will keep proof of postage on your behalf.

Assessment Plan

The assessment plan must include:

your assessment and internal verification staffing for your programme,;
coverage of all the criteria against which you will be assessing your pupils;
assignment hand-out and hand-in dates.

It isrecommended thatthe BTEC template assessmentplanis usedto produce
this document

My BTEC can also be used to produce and store this.

and include dates for:

submission;
internal verification;
opportunities for resubmission.

Assessment Plansmay change andwillneedto be flexibleto meet the evolving needs
of the teachers and pupils.

The SV will want to see the assessment plan for any units checked by them. The SV
will expect to see annotations to your plans, for any changes.

Assessment Evidence

You can use differentassessment methods with different pupils —they do notall have
to provide evidence in the same way. You could set them a task and give them a
choice for example, of either presenting a written report or delivering a presentation or
just have a one-to-one discussion.
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It is important that every pupil is aware of the assessment process.
Submission Process
Only one submission is allowed for each assignment.

The assessor must formally record the assessment result and confirm the
achievement of specific assessment criteria. Assessment criteria in each unit are
assessed once only.

The assessor must:

o formally record and confirm the achievement of specific assessment criteria
complete a confirmation thatthe evidence they have assessed is authentic and
is the pupil’s own work.

The assessor must not:

e provide feedbackor guidance on howtoimprove the evidenceto achieve higher
grades.

What this means in practice — there is both a formative and summative feedback
opportunity. During teaching and learning you can provide formative feedback —
although this should be detailed within the Assessmentplan. Once pupils commence
work for Summative assessment — they must work independently.

Extensions and Extenuating Circumstances
Extensions

Extensions for individual items for coursework may be requested before the
submission date on the grounds that illness or an accident or a personal crisis or
factors outside the pupil’s control have adversely affected or will adversely affect the
time available for completion of the assignment.

e Extension requests can only be agreed by the Assessor and Lead IV

e Extensionsare granted for a time that does not exceed the time lost through
illness or other factors.

¢ When submitting an assignmentfor which an extension has been agreed it is
essential that evidence of authorisation for the extension is attached the
Assessment Record associated with the work.

Extenuating Circumstances
Acceptable evidence of extenuating circumstances would include originals of:

e Medical Certificate (Medical certificates are not always accepted.

o To be accepted, the medical certificate must be specificaboutthe nature
of theillness and the dates affected, and confirm thatthis is the doctor’s
own diagnosis. It is not sufficientfor the doctor to write a letter stating
thatthe pupilsaw him/herand “said” thatthey were orhad been suffering
from stress etc.

o Self-certificates are not acceptable).
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e Letter from Pupil Services Counselling Service or Pupils’ Services Advice
service.

e Letter from solicitor, summons to attend court, eviction notice.

e Death certificate (i.e. of close relative).

e Letter from a transport official confirming serious unforeseen disruption to
transport.

Authentication of Assessed Work

The pupil must complete the declaration on the Assessment Record sheetcompleted
for the work submitted for assessment.

Feedback
Teaching and Learning

During teaching sessions teacher use their professional judgementabout the quality
and nature of feedback. Formative feedback is allowed and can include:

e identifying areas for progression, including Stretch and Challenge
e explain what pupils need to do to achieve a pass, merit or distinction
e set ‘Mock’ exams to help pupils prepare for assessments

e give feedback on how to improve their knowledge and skills

e predicted grades can be given to pupils

Before starting an assessment, the tutor must ensure each pupil understands the:

e assessmentrequirements;
e nature of the evidence they need to produce;
e importance of time management and meeting deadlines.

During Assessment

The teacher or tutor must decide when the pupil is fully prepared to undertake the
assessment. Once pupils are working on assignments which they will submit for
assessment, they must work independently to produce and prepare evidence for
assessment.

Once the pupil begins work for the assessment, the tutor can:

e (Qive guidance on how to approach the requirements;
e give confirmation of what the assignment brief requires;
e (give guidance on appropriate behaviour.

Once the pupil begins work for the assessment, the tutor must not:

e provide specific assessment feedback on the evidence produced by the pupil
before it is submitted for assessment;

e confirm achievement of specific assessment criteria until the assessment
stage.
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e Following assessment, the assessor formally records their assessment
decisions againstindividual assessment criteria on the mark sheet. This is the
formal opportunity for the assessor to give feedback to support pupil
progression:

e the assessor should give feedback on which criteria the pupil has achieved,
andnotachieved,giving clear reasons whyso the pupilcan learn and progress;

e avoid giving direct, specific instructions on how the pupil can improve the
evidence to achieve a higher grade (should the Lead Internal Verifier authorise
a resubmission).

Resubmission

Because every assignment contributes to the final qualification grade, it may be
appropriate for the Lead Internal Verifier to authorise one opportunity for a pupil to
resubmit evidence to meet assessment criteria targeted by an assignment.

The Lead Internal Verifier can only authorise a resubmission if all of the following
conditions are met:

e the pupil has met initial deadlines set in the assignment, or has met an agreed
deadline extension;

e thetutorjudges thatthe pupil will be able to provide improved evidence without
further guidance;

e theassessor hasauthenticatedthe evidence submitted for assessmentand the
evidence is accompanied by a signed-and-dated declaration of authenticity by
the pupil.

If the Lead Internal Verifier does authorise a resubmission, it must be:

e recorded using the assessment record sheet;

e givena deadlineforresubmission within 10 working days* of the pupil receiving
the results of the assessment undertaken by the pupil with no further guidance.

e Final assessment for targeted assessment criteria to be recorded on the
Resubmission Assessment Record

*10 working days must be within term time, in the same academic year as the original
submission.

Note: Standards Verifiers will require you to include evidence of resubmitted work in
sampling.

The time limit for resubmission is to:

e ensure all pupils given an opportunity to resubmit their evidence do not gain an
unfair advantage over other pupils;

e minimise the risk of plagiarism;

e allow pupilsto revisit their evidence while the assignmentbrief is still fresh in
their minds
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e helpteachers and assessors plan for delivery and assessment to ensure units
are completed by a specified date.

Retakes

If a pupil has met all of the conditions listed above in resubmission, but still not
achievedthe targeted pass criteria following resubmission of an assignment,the Lead
Internal Verifier may authorise one retake opportunity to meet the required pass
criteria.

The Lead Internal Verifier must only authorise a retake in exceptional circumstances
where they believe itis necessary, appropriate and fair to do so.

The retake must be a new task or assignmenttargeted only to the pass criteria which
were not achieved in the original assignment.

e The assessor must agree and record a clear deadline before the pupil starts a
retake.

e The pupil and the assessor must sign declarations of authentication as they
both did for the previous submissions.

e Standards Verifiers will require you to include evidence of any retakes in
sampling.

e The assessor cannot award a merit or distinction grade for a retake.

e The pupil will not be allowed any further resubmissions or retakes for that
assessment. A re-take is allowed for each assignmente.g.: P1, P2, P3 or P4.

Observation records and Witness Statements
Observation record

An observation record is used to provide a formal record of an assessor’s observation
of pupil performance (e.g. during presentations, practical activities) against the
targeted assessment criteria.

Please note: observation record is a source of evidence and does not confer an
assessment decision.

The record will:

e relate directly to the evidence requirements in the unit specification;

e provide primary evidence of performance to support subsequent assessment
decisions;

e is sufficiently detailed to enable others to make a judgement about the quality
and sufficiency of the performance.

Observation records should:

e be accompanied by supporting/additional evidence. This may take the form of
visual aids, video/audio tapes, CD’s, photographs, handouts, preparation
notes, cue cards, diary record or log book and/or peer assessments records,
etc.
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e be completed by the assessor who must have direct knowledge of the
specification

e record the assessor's comments

e alsoinclude the pupil’s comments

e be signed and dated by the assessor and the pupil

e be included in the pupil’s portfolio, along with relevant supporting evidence,
when submitted for assessment.

Witness statement

A witness statement is used to provide a written record of pupil performance against
targeted assessment criteria. Someone other than the assessor of the
qualification/unit may complete it. This may be an assessor of a different qualification
or unit, a work placement supervisor, a technician, learning resources manager or
anyone else who has witnessed the performance of the pupil against given
assessment criteria. It can be someone who does not have direct knowledge of the
qualification, unit or evidence requirements as a whole, but who is able to make a
professional judgement about the performance of the pupil in the given situation.

The quality of withess statement is greatly improved, and enables the assessor to
judge the standard and validity of performance against the assessment criteria, if:

e the witness is provided with clear guidance on the desirable characteristics
required for successful performance;

e theevidencerequirementsare presenton the witnesstestimony (this may need
further clarification for a non-assessor);

e the pupil or witness also provides a statement of the context within which the
evidence is set.

Please note: A witness statement is a source of evidence and does not confer an
assessment decision. The assessor must:

e consider all the information in the withess statement;

¢ note the relevant professional skills of the witness to make a judgement of
performance;

e review supporting evidence when making an assessment decision;

e review the statement with the pupil to enable a greater degree of confidence in
the evidence;

e be convinced that the evidence presented by the witness statement is valid,
sufficient and authentic.

When a number of withesses are providing testimonies:

e itmay be helpful to collect specimen signatures;
¢ all witness testimonies should be signed and dated by the witness;
¢ Information of their job role/relationship with the pupil should also be recorded.
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These details add to the validity and authenticity of the testimony and the statements
made in it. Centres should note that witness testimonies can form a vital part of the
evidence for a unitbut they should not form the main or majority assessment of the
unit.

Appendix 14: BTEC Specific Internal Verification Guidance
Aim:
1. To ensure there is an accredited Lead Internal Verifier in each subject area
2. To ensure that Internal Verification is valid, reliable and covers all Assessors
and programme activity.

3. To ensure thatthe Internal Verification procedure is open, fair and free from
bias

To ensure that there is accurate and detailed recording of Internal Verification
decisions.
In order to do this, the Trust will ensure:

¢ Where required by the qualification, appoint a Lead Internal Verifier who is

appropriate for each subject area, is registered with Pearson and has
undergone the necessary standardisation processes

e Each Lead Internal Verifier oversees effective Internal Verification systems in
their subject area Staff are briefed and trained in the requirements for current
Internal Verification procedures

e Effective Internal Verification roles are defined, maintained and supported
Internal Verification is promoted as a developmental process between staff

e Standardised Internal Verification documentation is provided and used

¢ All centre assessmentinstruments are verified as fit for purpose

e An annual Internal Verification schedule, linked to assessment plans, is in
place

e An appropriately structured sample of assessment from all programmes,
units, sites and Assessors is Internally Verified, to ensure centre programmes
conform to national standards

e Secure records of all Internal Verification activity are maintained

e The outcome of Internal Verification is used to enhance future assessment
practice.

IV schedules
IV of Assignments
Internal Verification of assignments to be completed for the qualification should be
IV’d at the start of the academic year. The IV should check that
e The appropriate qualification is noted on the Assignment

e The timescales for hand out and hand in are appropriate

e the appropriate Unit title, learning aim (s) and assessment criteria for the
assignment are listed on the assignment

e The scenario and evidence to be submitted will allow the learner to achieve
the assessment criteria listed in the assignment
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e All the of the assessment criteria are met across all of the assignments that
are designated for the unit

IV of assessment decisions

Internal verification of assessment decisions should be referenced on the
Qualifications Assessment Plan. The date given should provide sufficient time after
the hand in date for the assessment to take place. Itis suggested the IV date should
to be no more than two weeks after the Hand In date for the Assignment. IV should
take in good time to enable feedback to be given to the learners. It is suggested that
Internal verifiers should complete the internal verification of the assignment within
one week of the IV date given on the assessment plan.

The LIV should ensure that Internal Verification of assessment decisions should
takes place for work at all grades e.g one Pass, one Merit and one Distinction.
Additional work for learners should be sampled when the determination of risk is
raised for example with:

e New qualifications or specifications
e less experience assessors
e Increased cohort

It would be expected that all assessors will have their assessment decisions verified
by the Lead IV when an assignment/unitis being delivered simultaneously by
another assessor, with a different cohort of learners.

It would be expected that during the duration of a course a range of assessment
decisions for different learners will have the assessors assessment decisions
Internally verified.

LIV registration

Lead Internal Verifiers should complete their registration for the qualifications that
they are responsible for by the end of September. This process must take place
every academic year.

OSCA accreditation / standardisation activities

All Lead IV’s should compete the OSCA/Standardisation programme for each
qualification they are responsible for. They should download and digest the
standardisation material before passing on this material to the assessors for the
qualifications.

The assessors should have the time to complete an assessmentof the material. After
this assessment they should complete an IV of the assessment decision records that
accompany the standardisation materials.

A formal meeting should then be held between the Lead IV and the assessors to
discussthe judgements made by the assessors in order to establish their standard is
in line with the standard set by the exam board, communicated in the standardisation
materials.

Maintenance of IV records
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All records of Internal Verification of assignments for a Unit should be passed to the
QN on completion of the Unit along with the IV or Assessment Decisions documents
to be stored securely for reference.

Lead IV’s should also keep copies of these records for ease of access when
providing an SV sample. Care should be taken that these copies are backed up and
protected from any changes that may be made in error.

The Lead IV
A Lead Internal Verifier (Lead IV) is the person designated by a centre to act as the
point of sign-off for the assessment and internal verification of programmes
The Lead IV should be:
e Someone with the authority to oversee assessment outcomes.

e Directly involved in the assessment and delivery of a programme, so that they
understand the units.
e Able to coordinate across assessors and other internal verifiers.

Responsibilities:

o Register with Edexcel through OSCA2 and confirm registration every year,

e Undertake induction training through booking on to an event (you'll only need
to do this once);

e Complete the accreditation process: practice exercise and assessment
exercise each year

e Ensure thatthere is an assessment and verification plan for the programmes
which is fit for purpose and meets Pearson- Edexcel’s requirements;

e Sign off the plan and check thatitis being followed at suitable points;

e Undertake some internal verification and/or assessment for individual units —
use the IV Assessment Decisions Record to record this. As part of this
process the LIV should determine the level of risk associated with a particular
qualification or Assessor. The higher the risk the greater the number of
learners work should be sampled. As a minimum the sample should at least
include leaners work for each of the grades awarded by each assessor.

e Ensure that records of assessment and samples of pupil work are being
retained for use with Standards Verification if necessary. Plan to set aside
examples of work that has been verified to different levels and grades;

o Liaise with the Standards Verifier to ensure that appropriate sampling
takes place, if and when sampling is required. LIV to ensure that they
describe the level of risk to the IV and ensure that an appropriate size
of sample is selected.

e Share good practice with assessors and IV’s using the practice materials from

Pearson/Edexcel and any samples you have collected yourself.
Record/minute standardisation sessions in course file.

Tips for Lead Internal Verifiers

You don’t have to do all internal verification — in fact, your assessment decisions
must still be internally verified. The term Lead IV to emphasise the importance of
proper coordination of internal verification through a single point of contact.
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Standards Verification (SV)
An SV will be assigned and postal sampling will take place where internal
assessment will be verified by a person appointed by the exam board.
e Sample size will depend on number of pupils on a course.
e Samples will involve complete units of work being IV’d and then sent off to the
SV who can block or release for certification
Whatis the SV looking for:
e Your ability to set a successful assessment activity;
e Your ability to assess to the national standard;
e Your ability to successfully internally verify assessment activities and
assessment decisions.

There is one key decision which effects whether you are blocked or released; this
is whether your sample has demonstrated you are assessing accurately and to
national standards i.e. you are awarding the appropriate grades that the pupils have
provided sufficient evidence for.

Pupil records — Archives & Storage
What to keep and for how long?
There is no requirement to hold onto pupil work post certification — just the grades
awarded for each assignment, unit and final grades (SRF), IV records and SV
evidence/reports for 3 years.
After completion of each Unitthe assessment records for the Assignment must be
placed with the QN for secure storage. The records to be placed in this secure
storage are:

e the Tracking Sheet/Record for the Assignment

e Assessment Decision Records, for each assignment of the Unit, for each

Pupil
e Assessment |V Record, for each assignment

These records will be backed up securely and protected from changes.

When to return work to pupils?
Post course certification return work to pupils or destroy.

Where?
Safe and secure environment (locked office, filing cabinet, store room — to guard
against theft, fire, flood and other hazards).

Why?

To provide an audit trail as a requirement of Edexcel from registration to certification
covering records of pupil achievements, assessors and internal verification
processes.
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Issue/Risk

Centre actions to manage issue/mitigate
risk

Action by

Centre staff
malpractice

Records confim that relevant centre staff are
familiar with and follow:

the cument JCQ publication Instructions for
conducting non-examination assessments

the JCQ document Notice to Centres -
Sharing NEAmaterial and candidates’work

Head of Department

Candidate
malpractice

Records confimm that candidates are informed
and understand they must not:

submit work which is not their own

make available their work to other candidates
through any medium

allow other candidates to have access
to their own independently sourced
material

assist other candidates to produce work

use books, the intemet or other sources
without acknowledgement or attribution

submit work that has been word processed
by a third party without acknowledgement

include inappropriate, offensive or
obscene material

Records confim that candidates have been
made aware of the JCQdocuments Information
for candidates - non-examination assessments
and Information for candidates—Social Media
- and understand they must not post theirwork on
social media

Subject teacher

Task setting

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by
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Awarding body set
task: IT
failure/corruption of
task details where set
task details accessed
from the awarding
body online

Awarding body key date for
accessing/downloading set task noted prior to
start of course

IT systems checked prior to key date
Altemative IT system used to gain

access

Awarding body contacted to request direct email
of task details

Subject Teacher

Centre set task:
Subject teacher fails tg
meet the assessment
criteria as detailed in
the specification

Ensures that subject teachers access awarding
body training information, practice materials etc.

Records confimation that subject teachers
understand the task setting arangements as
defined in the awarding body’s specification

Samples assessment criteria in the centre

set task

Quality Nominee

Candidates do not
understand the
marking criteria and
what they need to do
to gain credit

A simplified version of the awarding body’s
marking criteria described in the specification
that is not specific to the work of an individual
candidate or group of candidates is produced
for candidates

Records confim all candidates understand the
marking criteria

Candidates confim/record they understand the
marking criteria

Subject Teacher

Subject teacher long
term absence during
the task setting stage

See centre’s Exam Contingency Plan
(Teaching staff extended absence at key points
in the exam cycle)

Not Applicable

Issuing of tasks

Awarding body set
task not issued to
candidates on time

Awarding body key date foraccessing set
task as detailed in the specification noted
prior to start of course

Course information issued to candidates
contains details when set task will be issued
and needs to be completed by

Subject Teacher
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Set task accessed wellin advance to
allow time forplanning, resourcing and
teaching

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by

The wrong task is
given to candidates

Ensures course planning and information
taken from the awarding body’s specification
confirms the correct task will be issued to
candidates

Awarding body guidance sought where this
issue remains unresolved

Subject Teacher

Subject teacher long
term absence during
the issuing of tasks
stage

See centre’s Exam Contingency Plan
(Teaching staff extended absence at key points
in the exam cycle)

Not Applicable

A candidate (or
parent/carer)
expresses concern
about safeguarding,
confidentiality or faith
in undertaking a task
such as a

presentation that may

Ensures the candidate’s presentation does not
form part of the sample which will be recorded

Contacts the awarding body at the earliest
opportunity where unable to record the
required number of candidates for the
monitoring sample

Deputy Headteacher/
Vice Principal

be recorded
Task taking
Supervision
Planned Assessment plan identified for the start of

assessments clash
with other centre or
candidate activities

the course

Assessment dates/periods included in centre
wide calendar

Deputy Headteacher/
Vice Principal

Rooms or facilities
inadequate for
candidates to take
tasks under
appropriate
supervision

Timetabling organised to allocate appropriate
rooms and IT facilities forthe start of the
course

Staggered sessions aranged where IT
facilities insufficient for number of candidates

Whole cohort to undertake written task in
large exam venue at the same time (exam

conditions do notapply)

Subject Teacher and
Cover Administrator
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Issue/Risk Centre actions to manage issue/mitigate risk Action by
Confirm subject teachers are aware of and
follow the current JCQ publication Instructions
. for conducting non-examination assessments
Insufficient

supervision of
candidates to enable
work to be
authenticated

and any other specific instructions detailed in the
awarding body’s specification in relation to the
supervision of candidates

Confirm subject teachers understand their role ang
responsibilities as detailed in the centre’s Non
examination Assessment Policy

Subject Teacher

A candidate is
suspected of
malpractice prior to

Instructions and processes in the current JCQ
publication Instructions for conducting non-
examination assessments (Malpractice
section) are followed

Subject Teacher and

Deputy Headteacher/

submitting their work Vice Principal
for assessment An internal investigation and where appropriate
internal disciplinary procedures are followed
Access arangements
vve:e tin pl f Relevant staff i ted to the JCQ Subject
not put in place for evant staff aresignposted to the
an publication A Teacher Head of
assessment where a guide to the special consideration process (section | Department
2 SENDCo

candidate is
approved for
arrangements

to determine the process to be followed to
apply for
special consideration for the candidate

Advice and feedback

Candidate claims
appropriate advice and
feedback not given by
subject teacher prior
to starting on their
work

Ensures a centre-wide process is in place for
subject teachers to record all information
provided to candidates before work begins as
part of the centre’s quality assurance
procedures

Regular  monitoring  of subject teacher
completed records and signoff to confirm
monitoring activity

Full records kept detailing all information and
advice given to candidates prior to starting on
their work as appropriate to the subject and
component

Head of Department?
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Candidate confims/records advice and
feedback given prior to starting on their work

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by

Candidate claims no
advice and feedback
given by subject
teacher during the
task-taking stage

Ensures a centre-wide process is in place
for subject teachers to record all advice and
feedback provided to candidates during the
task-taking stage as pat of the centre’s
quality assurance procedure

Regular monitoring of subject teacher completed
records and sign-off to confirm monitoring
activity

Full records kept detailing all advice and
feedback given to candidates during the task-
taking stage as appropriate to the subject and
component

Candidate confims/records advice and
feedback given duing the task-taking stage

Head of Department?

A thid-party claims
that assistance was
given to candidates by
the subject teacher
over and above that
alloned in the
regulations and
specification

An investigation is conducted; candidates and
subject teacher are interviewed and statements
recorded where relevant

Records as detailed above are provided to
confim all assistance given

Where appropriate, a suspected malpractice
report is
submitted to the awarding body

Deputy Headteacher/
Vice Principal

Candidate does not
reference information
from published source

Candidate is advised at a general level to
reference information before work is submitted
for formal assessment

Candidate is again refemed to the JCQ
document Information for candidates: non-
examination assessments

Candidate’s detailed record of his/her own
research, planning, resources etc. is regulaly
checked to ensure continued completion

Subject Teacher
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Candidate does not sef|
out references as
required

Candidate is advised at a general level to
review and re- draft the set out of references
before work is submitted forfomal
assessment

Candidate is again refemed to the JCQ
document Information for candidates: non-
examination assessments

Candidate’s detailed record of his/her own
research, planning, resources etc. is regulaly
checked to ensure continued completion

Subject Teacher

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by

Candidate joins the
course

late after formally
supervised task taking
has

started

A separate supervised session(s) is aranged
for the candidate to catch up

Subject Teacher

Candidate moves to
another centre
during the course

Awarding body guidance is sought to determine
what can be done depending on the stage at
which the move takes place

Head of Department

An excluded pupil
wants to complete

The awarding body specification is checked to
detemine if the specification is availableto a
candidate outside mainstream education

Deputy Headteacher/

his/her non- Vice Principal

examination

assessment(s)
If so, arangements for supervision,
authentication and marking are made separately
for the candidate

Resources
Preparatory notes and the work to be assessed
are collected in and kept secure between
formally supervised sessions

A candidate

augments notes and
resources between
formally supervised
sessions

Where memory sticks are used by candidates,
these are collected in and keptsecure between
formally supervised sessions

Subject Teacher
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Where woik is stored on the centre’s network,
access forcandidates is restricted between
formally supervised sessions

A candidate fails to
acknowedge sources
on work that is
submitted for
assessment

Candidate’s detailed record of his/her own
research, planning, resources etc. is checked tg
confim  all the sources used, including books,
websites and audio/visual resources

Awarding body guidance is sought on whether
the work of the candidate should be marked
where candidate’s detailed records
acknowledges sources appropriately

Where confimation is unavailable from
candidate’s records, awarding body guidance
is sought and/or a mark of zero is submitted
to the awarding body for the candidate

Subject Teacher

Word and time limits

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by

A candidate is
pendised by the
awarding body for
exceeding word or
time limits

Records confim the awarding body
specification has been checked to detemine if
word or time limits are mandatory

Where limits are for guidance only, candidates
are discouraged from exceeding them

Candidates confir/record any information
provided to them on word or time limits is
known and understood

Subject Teacher

Collaboration and group work

Candidates have Records confirm the awarding body \?iir;u;);irit?aglteacher/
worked in groups specification has been checked to detemine if P
where the awarding group work is permitted
body specification
states this is not Awarding body guidance sought where this
permitted issue remains unresolved
Authentication procedures
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A teacher has doubts
about the authenticity
of the work submitted
by a candidate for
internal assessment

Candidate plagiarises
other material

Records confim subject staff have been made
aware of the JCQ document Notice to Centres -
Sharing NEAmaterial and candidates'work

Records confirm that candidates have been
issued with the cument JCQ document
Information for candidates: non-examination
assessments

Candidates confirm/record that they understand
what they need to do to comply with the
regulations fornon- examination assessments as
outlined in the JCQ document Information for
candidates: non- examination assessments

The candidate’s work is not accepted for
assessment

A mak of zero is recorded and submitted to
the awarding body

Deputy Headteacher/
Vice Principal

Candidate does not
sign their
authentication
statement/declaration

Records confirm that candidates have been
issued with the curment JCQ document
Information for candidates: non-examination
assessments

Candidates confirm/record they understand
what they need to do to comply with the
regulations as outlined in the JCQdocument
Information for candidates: non-examination
assessments

Declaration is checked forsignature before
accepting the work of a candidate for formal
assessment

Subject Teacher

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by

Subject teacher not
available to sign
authentication forms

Ensures a centre-wide process is in place for
subject teachers to sign authentication foms
at the point of marking candidates work as part
of the centre’s quality assurance procedures

Head of Department

Presentation of work
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Candidate does not
fully complete the
awarding body’s cover
sheet that is attached
to their worked
submitted forfomal
assessment

Cover sheet is checked to ensure it is fully
completed before accepting the work of a
candidate for formal assessment

Subject Teacher

Keeping materials secure

Candidates work
between formal
supervised sessions is
not securely stored

Records confirm subject teachers are aware of and
follow curent JCQ publication Instructions for
conducting non-examination assessments

Regular monitoring/internal audit ensures
subject teacher use of appropriate secure
storage

Head of Department

Adequate secure
storage not available
to subject teacher

Records confimm adequate/sufficient secure
storage is available to subject teacher prior to
the start of the course

Alternative secure storage sourced where
required

Head of Department

Issue/Risk

Centre actions to manage issue/mitigate risk

Action by

Candidates work
produced
electronically is not
securely stored

Records confirm subject teachers are aware of and
follow curent JCQ publication Instructions for
conducting non-examination assessments

Internal processes and regular
monitoring/internal audit by IT Manager
ensures:

access to this material is restricted
appropriate security safeguards are in
place

an effective back-up strategy is employed so
that an up to date archive of candidates’
evidence is maintained

any sensitive digital mediais encrypted
(according to awarding body guidance to
ensure that the method of encryption is
suitable) to ensure the security of the data
stored within it

Subject Teacher
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Task marking — externally assessed components

A candidate is
absent on the day of
the examiner visit for
an acceptable
reason

Awarding body guidance is sought to determine
if atemative assessment arangements can be
made for the candidate

If not, eligibility forspecial consideration is
explored and a request submitted to the
awarding body where appropriate

Head of Department

A candidate is
absent on the day of
the examiner visit for
an unacceptable
reason

The candidate is marked absent on the
attendance register

Head of Department

Task marking — internally assessed components
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A candidate submits
little or no work

Where a candidate submits no work, the
candidate is recorded as absent when marks
are submitted to the awarding body

Where a candidate submits little work, the
work produced is assessed against the
assessment criteria and a mark allocated
appropriately; where the work does not meet
any of the assessment criteria a mark of zero
is submitted to the awarding body

Head of Department

Issue/Risk

Centre actions to manage issue/mitigate risK

Action by

A candidate is
unable to
finish their work for

unforeseen reason

Relevant staff are signposted to the JCQ
publication A

guide to the special consideration process (section
5

to determine eligibility and the process to be
followed for

shortfall in work

Head of Department

The work of a
candidate is lost or
damaged

Relevant staff are signposted to the JCQ
publication Instructions for conducting non-
examination assessments (section 8), to
determine eligibility and the

process to be followed for lost or damaged
work

Not Applicable

Instructions and processes in the current JCQ
publication Instructions for conducting non-
examination assessments (section 9
Malpractice) are followed

|date_ . Investigation and reporting procedures in the Deputy Headteacher/
malpractice is L . . .
) curent JCQ publication Suspected Malpractice:|| Vice Principal

discovered -

Policies and Procedures are followed

Appropriate intemal disciplinary procedures are

also followed
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A teacher marks the
work of a candidate
with whom they have
a close relationship
e.g. members of their
family (which includes
step-family, foster
family and similar
close relationships) or
close friends and their
immediate family (e.g.
son/daug hter)

A conflict of interestis declared by informing the
awarding body that a  teacher is
teaching/preparing said child at the start of the
course

Marked work of said child is submitted for
moderation whether part of the sample
requested or not

Head of
Department

Deputy
Headteacher/

Vice Principal

An extension to the
deadline for
submission of marks
is required fora
legitimate reason

Awarding body is contacted to determine if an
extension can be granted

Relevant staff are signposted to the JCQ
publication A guideto the special consideration
process (section5), to determine eligibility and the
process to be followed for non-examination
assessment extension

Head of Department

After submission of
marks, it is
discovered that the
wrong task was given

Awarding body is contacted for guidance

Relevant staff are signposted to the JCQ
publication A guideto the special consideration
process (section?2), to detemine eligibility and the

Head of Department

to candidates process to be followed to apply for special
consideration for candidates
Issue/Risk Centre actions to manage issue/mitigate risk Action by

A candidate wishes to
appealrequest a

Candidates are informed of the marks they
have been awarded for their work prior to the
marks being submitted to the awarding body

Records confim candidates have been informed
of their marks

Candidates are informed that these marks are
subject to change through the awarding body’s

Ensure conditions

) moderation process for any formally
review of the marks supenvised
E“““E"de(_j for their work Candidates are informed of their marks to the sessions are
by their teacher timescale identified in the centre’s internal known and put in

appeals procedure and prior to the internal place
deadline set by the Exams Manager/Officer
for the submission of marks
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Through the candidate exam handbook,
candidates are made aware of the centre’s
internal appeals procedures and timescale for
submitting an appeal/request for a review of
the centre’s marking prior to the submission
of marks to the awarding body

Deadline for
submitting work for
formal assessment
not met by candidate

Records confim deadlines given and understood
by candidates at the start of the course

Candidates confim/record deadlines known
and understood

Depending on the circumstances, awarding
body guidance sought to determine if the work
can be accepted late formarking providing the
awarding body’s deadline for submitting marks
can be met

Decision made  (depending on the
circumstances) if the work will be accepted
late for marking or a mark of zero submitted
to the awarding body for the candidate

Ensure
appropriate
arangements are
in place to keep
the work to be
assessed, and
any preparatory
work, secure
between any
formally
supervised
sessions,
including work that
is stored
electronically

Deadline for submitting
marks and samples of
candidates work
ignored by subject
teacher

Internal/external deadlines are published at the
start of each academic year

Reminders are issued through senior
leaders/subject heads as deadlines approach

Records confim deadlines known and
understood by subject teachers

Where appropriate, intemal disciplinary
procedures are followed

Ensure conditions
for any formally
supervised
sessions are
understood and
followed by
candidates

Subject teacher long
term absence during
the marking period

See centre’s Exam Contingency Plan
(Teaching staff extended absence at key points
in the exam cycle)

Not Applicable

Appendix 15: Accredited Prior Learning for in-year starters:

Information collation:

The Head of Year/KS4/KS5 interviews the student and parents on a pre-school visit.

The Head of Year/KS4/KS5 contacts the previous school and speaks to the

appropriate Head of Year/KS4/KS5 to obtain the following information:
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1. Subjects
2. Attendance
3. Behaviour

Information sharing:

The information is shared with Heads of Department to provide information on prior
performance and achievement. Where previous BTEC or GCSE assessment has
taken place, the Head of Department determines whether this is suitable to apply to
a course being run at the Trust. In such circumstances, the Exams Manager/Officer
is asked to liaise with the previous school to arrange a transfer of BTEC registration
to the Trust; or to arrange onward forwarding of General Qualification (GQ)
assessment materials relevant to GQ’s being run at the Trust, as appropriate. The
Exams Manager/Officer also requests Notification of Performance certificates be
provided for any BTEC units completed, to ensure creditis given for the student and
to avoid duplication in any further work at the Trust.

Timetabling:

The information is processed by the Administrator, relevant Head of Year/KS4/KS5
and Deputy Headteacher/Vice Principal for the following:

1. Putting the starter into sets and levels

2. Creation of a timetable

Appendix 16: Private Candidates

What is a private candidate?

A private candidate (may also be referred to as an external candidate) is normally a
student studying for a qualification who is not enrolled at an approved exam centre
for that qualification. The candidate may be home educated, being privately tutored,
following a distance learning course or for some other reason is not enrolled at an
approved exam centre for that qualification.

Private candidates are responsible for finding a centre willing to make exam entries
on their behalf and to accommodate their exams.

Centres are not obliged to accept private candidates —itis a centre decision whether
to offerthis service. Head of Centres will have the final decision on whether a private
candidate will be accepted.

Gather information from awarding bodies

Head of Centres and Exams Officers/Managers should familiarise themselves with
awarding body information and guidance about private candidates.

Refer to, for example:

AQA www.aga.org.uk/student-and-parent-support/private-candidates

OCR www.ocr.org.uk/students/private-candidates/

Pearson https://qualifications.pearson.com/en/support/support-
topics/registrations-and-entries/academic-registrations-and-
entries/private-candidates.html

WJEC www.wjec.co.uk/home/student-support/private-candidates/
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Identifying candidates

A Head of Centre may accept a private candidate due to a prior relationship the
private candidate may have had with the centre.

If the private candidate has no previous relationship with the centre, then the Head of
Centre and Exams Manager/Officer must meet with the private candidate and a
parent/career either online or in person at the centre. During the meeting, proof of
identity will have to be provided by the private candidate as well as an explanation of
their current educational status. Photo ID will also have to be shown by the
candidate for each examination at the centre on the day of the examination.

Access arrangements and reasonable adjustments will need to be identified on
the initial meeting with the private candidate. This may need to be followed up with a
further meeting with the SENCO, should an access arrangements or reasonable
adjustment be identified.

If the private candidate is entered for an examination that has centre assessed
work, the Exams Manager/Officer will need to upload this work to the exam boards.
This work needs to be provided to the Exams Manager/Officer from the private
candidate in line with exam board deadlines.

Information for candidates (the below information must also be communicated to
private candidates on the initial meeting):

e Private candidate(s) will be charged for all examinations that they sit at the
centre.

e Pricing guidance for individual examinations will need to be communicated to
private candidates before entries are made to avoid any payment confusion.

e Payment must be received to the school at least one week before the private
candidate is due to sit their exam.

¢ An administration fee of £25 per exam must be paid by the private candidate
at least one week before their exam.

o Exams Officers/Managers will provide private candidate(s) with a statement of
entry fees once all entries have been submitted to the exam boards.

e Private candidate(s) will also be charged for their invigilation time. (Charge to
be taken from the invigilators hourly rate).

Exams Manager/Officer will provide the private candidate(s) with:

Candidate statement of entry and exam timetable information.

Exam rules and regulations including relevant JCQ information for candidates.
Documents and centre specific exam information.

What authorised materials they need to bring to each exam.

What time to report to the centre and what they need to do on arrival.

What candidates need to do if they are late or if they are ill on the day of an
exam.
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Information about when and how results will be issued and the post-results
services that will be available.

Confirmation of when and how certificates will be issued.
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Please see example below of a Candidate Entry Form to be completed on initial meeting with Private Candidate.

Section 1 PERSONAL DETAILS

Surname

First name

Middle name(s)

Title

Gender

Date of Birth

Email address

Address (including postcode)

Contact telephone
number(s)

Enter any previous known exam numbers below

UCl:

ULN:

Section 2 EXAMINATION(S) DETAILS

Qualification type e.g. GCSE

Awarding body

Exam series (month & year)

Specification (Subject) title

Specification (Entry) code
(include option code if applicable)

Unit entry code(s)
(if applicable for a unitised specification)

Section 3 ACCESS ARRANGEMENTS or other information relevant to your entry

Are you eligible for access arrangements in examination(s)? Appropriate evidence must be provided to support this

YES / NO Circle your response If Yes, provide details here:

This does not guarantee access arrangements approval. Further communication on this will follow in due course. Consideration will be given to any access
arrangements or reasonable adjustments that may need to be put in place. Where appropriate, the centre will lead on the required processes in identifying the need
for, requesting and implementing access arrangements.

Section 4 POINTS TO NOTE

You are responsible for ensuring the exams office receives all your entry/entries information on time.

2. Should yourexam entry/entries and use of the centre’s exam accommodation incur additional or other fees, including
extra invigilation costs, these will be charged at a later date once the examination timetable is finalised . These
additional fees, where incurred, must be paid at least one week before the examination is sat.

This centre reserves the right to withdraw your entry/entries if money is still outstanding after deadlines.

4. The centre cannotacceptresponsibility forany amendmentfees that arise should you failto give sufficient notice to make
any necessary changes to your entry/entries information

5. Should you decide to withdraw your entry/entries you will only be entitled to any refund amount that is issued by the
awarding body concerned. Refunds will only be made by awarding bodies for a limited time after the entry deadline has
passed and this varies dependent on the awarding body.

Section 4 IDENTIFICATION - photographic ID is required to verify your identity

POLYO055 - Exams Policy v1.2

Organisation: Coast Page

Date: 12/03/2024 I

Version:vl.2 | Review Date: Sep 2024 | and Vale Learning Trust | 153 of 221




Driving Licence Number OR
Passport Number

Confirmation statement
By signing here, | am confirming | understand all

document:

FOR EXAMS OFFICE USE ONLY

. . . . Initial payment received £ YES/NO
information and points to note on pages 1 and 2 of this
Evidence to support AA received YES/NO
.......................................................... Copy photo-ID attached YES/NO
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Appendix 17: Access to Scripts, Reviews of Results and Appeals Procedures

Details of the procedures for post-results services are encapsulated in the Exam
Guidance for Parents and Students (EGPS) booklet made available at the start of
every year on the Examinations page of the school website.

Introduction

Following the issue of results, awarding bodies make post-results services available
(see below for details of how these are managed at the Trust)

If teaching staff at the Trust or a candidate (or his/her parent/carer) have a concern
that a result may not be accurate, post-results services may be considered.

The JCQ post-results services currently available are detailed below.

Reviews of Results (RoRs):

e Service 1 (Clerical re-check) - This is the only service that can be requested
for objective tests (multiple choice tests)

e Service 2 (Review of marking)

e Priority Service 2 (Review of marking) - This service is only available for
externally assessed components of GCE A-level specifications (an individual
awarding body may also offer this priority service for other qualifications)

e Service 3 (Review of moderation) - This service is not available to an
individual candidate

Access to Scripts (ATS):

e Copies of scripts to support reviews of marking

e Copies of scripts to support teaching and learning
Purpose of the procedure
The purpose of this procedure is to confirm the arrangements at the Trust for dealing
with candidate appeals againstany centre decision notto support a clerical re-check,
a review of marking, a review of moderation, or an appeal.
This procedure ensures compliance with JCQ regulations (GR 5.13) which state that
centres must 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 a clerical
re-check, a review of marking, a review of moderation or an appeal.
Post-results services
Atthe Trust:

e Candidates are informed of the arrangements for post-results services and
the availability of senior members of centre staff immediately after the
publication of results, before they sit any examinations

Candidates are informed by the issue of a Candidate Exam Handbook in the
autumn/spring term/signposts on the school website, etc

Full details of the post-results services, internal deadline(s) for requesting a service
and the fees charged (where applicable) are provided by the Exams Manager/Officer
on results day/following the issue of results

Centre actions in response to a concern about a result

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 | Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 155 of 221




Where a concern is expressed that a particular result may not be accurate, the Trust

will:

Look at the marks awarded for each component part of the qualification
alongside any mark schemes, relevant result reports, grade boundary
information etc., when made available by the awarding body, to determine if
the concern may be justified

For written components that contributed to the final grade, the Trust will:

Where a place a university or college is at risk, consider supporting a request
for a Priority Service 2 review of marking

In all other instances:

Consider accessing the script by:
o (where the service is made available by the awarding body) requesting
a priority copy of the candidate’s script to support a review of marking
by the awarding body deadline OR
o (where the option is made available by the awarding body) viewing the
candidate’s marked script online to consider if requesting a review of
marking is appropriate
Collect written consent/permission from the candidate to access the script
On access to the script, consider if itis felt that the agreed mark scheme has
been applied correctly in the original marking and if the centre considers there
are any errors in the marking
Support a request for the appropriate Review of Results service (clerical re-
check or review of marking) if any error is identified
Collect written consent from the candidate to request the Review of Results
service before the requestis submitted
Where relevant, advise an affected candidate to inform any third party (such
as a university or college) that a review of marking has been submitted to an
awarding body

Additional centre-specific actions:
Not Applicable
For moderated components that contributed to the final grade the Trust will:

Confirm that a review of moderation cannot be undertaken on the work of an
individual candidate or the work of candidates notin the original sample
submitted for moderation

Consult the moderator’s report/feedback to identify any issues raised
Determine if the centre’s internally assessed marks have been accepted
withoutchange by the awarding body — if this is the case, a Review of Results
service 3 (Review of moderation) will not be available

Determine if there are any grounds to submit a request for a review of
moderation for all candidates in the original sample

Additional centre-specific actions:
Not Applicable
Candidate consent
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The Trust will:

e Acquire written candidate consent (accepting informed consent via candidate
email) in all cases before a request for a Review of Results service 1 or 2
(including priority service 2) is submitted to the awarding body

e Acquire informed candidate consent to confirm the candidate understands
that the final subject grade and/or mark awarded following a clerical recheck
or a review of marking, and any subsequent appeal, may be lower than,
higher than, or the same as the result which was originally awarded

e Only collect candidate consent after the publication of results

Additional centre-specific actions:

Not Applicable

Centre actions in the event of a disagreement (dispute)

Where a candidate disagrees with a centre decision not to support a clerical re-
check, a review of marking or a review of moderation, the Trust will:

e Fora review of marking (Review of Results priority service 2), advise the
candidate a review may be requested by providing informed written consent
(and the required fee) for this service to the centre by the deadline set by the
centre

e Fora review of marking (Review of Results service 1 or 2), first advise the
candidate to access a copy of their script to support a review of marking by
providing written permission (and any required fee) for the centre to access
the script from the awarding body

e After accessing the script to consider the marking, inform the candidate that if
a request for a review of marking (Review of Results service 1 or 2) is
required, this must be submitted by the deadline set by the centre by
providing informed written consent (and the required fee) for the centre to
request the service from the awarding body

e Inform the candidate that a review of moderation (Review of Results service
3) cannotbe requested for the work of an individual candidate or the work of a
candidate notin the original sample

Additional centre-specific actions:

Not Applicable

If the candidate (or his/her parent/carer) believes there are grounds to appeal
against the centre’s decision not to support a review of results, an internal appeal
can be submitted to the centre by completing an internal appeals form at least 10
calendar days prior to the internal deadline for submitting a request for a review of
results.

The appellant will be informed of the outcome of the appeal before the internal
deadline for submitting a Review of Results.

Appeals

Following a Review of Results outcome, an external appeals process is available if
the head of centre at the Trust remains dissatisfied with the outcome and believes
there are grounds for appeal.
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The JCQ publications Post-Results Services and JCQ Appeals Booklet (A guide
to the awarding bodies’ appeals processes) will be consulted to determine the
acceptable grounds for a preliminary appeal.

Where the head of centre is satisfied after receiving the Review of Results outcome,
but the candidate (or parent/carer) believes there are grounds for a preliminary
appeal to the awarding body, an internal appeal may be made directly to the centre.
Candidates or parents/carers are not permitted to make direct representations to an
awarding body. Following this, the head of centre’s decision as to whether to
proceed with a preliminary appeal will be based upon the acceptable grounds as
detailed in the JCQ Appeals Booklet.

To submit an internal appeal:

e An internal appeals form should be completed and submitted to the centre
within the time specified by the centre from the notification of the outcome of
the review of the result

e Subjectto the head of centre’s decision, the preliminary appeal will be
processed and submitted to the awarding body within the required 30
calendar days of receiving the outcome of the Review of Results process

¢ Awarding body fees which may be charged for the preliminary appeal must be
paid to the centre by the appellant before the preliminary appeal is submitted
to the awarding body (fees are available from the Exams Manager/Officer)

e |If the appeal is upheld by the awarding body, this fee will be refunded by the
awarding body and repaid to the appellant by the centre

Additional centre-specific information:

Not Applicable

Appendix 18: Candidate Identification Procedure

All candidates are registered and then identified in a central location (outside of the
examination room) prior to taking their exams. This procedure is undertaken by SLT,
HOY or middle leaders. Under normal exam conditions only the EM/O and Invigilators
enter the examination room. In exceptional circumstances, the Head of Centre may
needto go into the examination room. In emergency situations, other staff may need
to enter the room, under the supervision of the Exams Manager/Officer and
Invigilators. Under no circumstances should a teacher enter the examination
room.

Purpose of the procedure
The purpose of this procedure is to confirm that the Trust :

o verifies the identity of all candidates that it enters for examinations or
assessments (GR 5.6)
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e has processes in place to be satisfied that that all candidate identities have
been checked (GR 5.6)

e haswritten proceduresin place to verify the identity of all candidates at the time
of the examination or assessment (GR 5.9)

1. Process to check candidate identity
Internal candidates

The identity of students on roll at the Trust is checked as part of the initial registration
process. (GR 5.6)

The process is:
Students are known to staff as they are on roll
Private candidates

The identity of candidates, not on roll at a centre but who may be accepted to take
examinations, mustbe checkedby a verification processwhich involves photo-ID.(GR
5.6)

At the Trust:
Our policy is not to accept private candidates
2. Procedures to verify candidate identity at the time of the examination/assessment

Invigilators are able to establish the identity of all candidates sitting examinations by
following the arrangements in place to carry out adequate checks. (ICE 16.1)

The arrangements at the Trust are:

the use of desk cards, a seniormember of centre staff (approved by the head of centre,
who has not taught the subject being examined) will be present at the start of the
examination to assist with the identification of candidates

The following measures are also in place:

e A private/external candidate or a transferred candidate who is notknown to the
centre will be asked to show photographic documentary evidence to prove that
they are the same person who entered/registered for the
examination/assessment, e.g. passport or photographic driving licence (ICE
16.2)

e Where it is impossible to identify a candidate due to the wearing of religious
clothing, such as a veil, the candidate will be approached by a member of staff
of the same genderandtaken to a private room where theywill be politely asked
to remove the religious clothing for identification purposes (ICE 16.3)

¢ Invigilators will be informed of those candidates with access arrangements and
made aware of the particular access arrangement(s) awarded (ICE 16.4)

3. Roles and Responsibilities

The role of the exams office/officer
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e Through training, ensure invigilators are aware of the procedures for verifying
the identity of all candidates at the time of the examination or assessment (ICE
16.1)

e Prior to the examination, inform a private/external candidate or a transferred
candidate who is not known to the centre that they must show photographic
documentary evidence to prove that they are the same person who
entered/registered for the examination/assessment, e.g. passport or
photographic driving licence. (ICE 16.2)

e Inform candidates prior to their first examination that where it is impossible to
identify a candidate due to the wearing of religious clothing, such as a veil, the
candidate will be approached by a member of staff of the same gender and
taken to a private room wherethey will be politely asked to remove the religious
clothing for identification purposes and that once identification has been
established, the candidate should replace, for example, their veil and proceed
as normal to sitthe examination (ICE 16.3)

e Priorto the beginning of the examination, brief invigilators on those candidates
with access arrangements and make them aware of the particular access
arrangement(s) awarded (ICE 16.4)

Additional responsibilities:

Not applicable

Appendix 19: Overnight Supervision Arrangements Guidance
Purpose of the guidance

This purpose of this guidance is to confirm that the Trust :

o follows the correct procedures when considering the arrangements for a
candidate entered for multiple examinations timetabled for the same day

e reserves therightto exercise discretion when considering allowing a candidate
to take an examination the following morning

e hasappropriate arrangements in place to maintain the security and integrity of
the examination(s)

1. Overnight supervision arrangements

e When candidates are entered for multiple examinations (three or more
examinations) timetabled for the same day and the total duration for those
papers is:

o more than six hours for GCE examinations (AS, A2, A-level), including
approved extra time allowances and/or supervised rest breaks, or

o more than five and a half hours for GCSE examinations, including
approved extra time allowances and/or supervised rest breaks

candidates may, at the centre’s discretion, be allowed to take an examination the
following morning, including Saturdays (8.1)
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Overnightsupervision arrangements should only be applied as a lastresort and
once all other options have been exhausted (ICE 8)

The head of centre must be satisfied with any arrangement for overnight
supervision of a candidate where necessary and must accept full responsibility
for the security of the examination throughout (ICE 8)

Candidates are not allowed to take examinations on an earlier day than that
scheduled on the timetable (ICE 8.1)

The overnight supervision arrangements must ensure that the candidate does
not have advance warning of the content of the examination deferred until the
following morning. This means the candidate must not meet or communicate
with anyone who may have knowledge of the content. This includes any form
of electronic communication/storage device, e.g. telephone (both landline and
mobile), e-mail, internet and social media. It also extends to television and
radio, which could report key details of the day’s examinations (ICE 8.3)

2. Roles and Responsibilities

The role of the head of centre

Ensure where a candidate takes an examination the following morning, a
member of centre staff or an invigilatoris appointed to supervise the candidate
at all times while the candidate is on the premises sitting examinations (ICE
8.2)

Be satisfied that the arrangements maintain the integrity and security of the
examination (ICE 8.4)

Inform the relevant awarding body immediately of any known or suspected
contravention ofthe arrangementsfor overnightsupervision of acandidate (ICE
8.4)

Additional responsibilities:

Not applicable

The role of the exams office/officer

Discuss with an affected candidate all possible options to resolve, within the
same day, their timetable clash of multiple examinations, only applying
overnightsupervision arrangements as a last resort and once all other options
have been exhausted (ICE 8)

Re-arrange any examination that cannot be taken in the scheduled afternoon
session for the following morning, ensuring if an examination is deferred from
Friday afternoon, itis re-arranged for Saturday morning (ICE 8.5)

Ensure the JCQ Overnight Supervision and Overnight Supervision
Declaration forms are completed before the overnight supervision is to
commence (ICE 8.4)

Confirmthe supervision of a candidate on journeysto and from the centre and
overnight may be undertaken by the candidate’s parent/carer or centre staff
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determining a method of supervision which ensures the candidate’s well being
(ICE 8.2)

e Download the JCQ Overnight Supervision Declaration form for signing by
the candidate, the supervisor and the head of centre (ICE 8.4)

e Inform the parties involved that any infringement of the conditions goveming
overnight supervision arrangements may lead to the awarding body being
unable to accept the script and/or the application of sanctions/penalties, as
detailed in the JCQ publication Suspected Malpractice: Policies and
Procedures (ICE 8.4)

e Keep all completed forms available forinspection until the deadline for reviews
of marking has passed or until any appeal, malpractice or other results enquiry
has been completed, whichever is later, and not send to an awarding body,
unless specifically requested (ICE 8.4)

e Ensure where a candidate takes an examination the following morning, the
candidate is under centre supervision from 30 minutes after the awarding
body’s published starting time for the delayed examination and ensure there is
no contact with other candidates who have already taken the examination (ICE
8.2)

e |If a candidate is allowed to take an examination on a later day than other
candidates at the centre, ensure all copies of the question paper used on the
earlier day are sealed in an envelope and returned to the centre’s secure
storage facility until all candidates at the centre have taken that examination
(ICE 8.6)

Additional responsibilities:

Not applicable

Overnight supervision arrangements should only be applied as a last resort and once all other options have been
exhausted...

...candidates may, at the centre’s discretion, be allowed to take an examination the following morning, including
Saturdays (see paragraph 8.5). Candidates are not allowed to take examinations on an earlier day than that
scheduled on the timetable...

The overnight supervision arrangements must ensure that the candidate does not have advance warning of the
content of the examination deferred until the following morning. This means the candidate must not meet or
communicate with anyone who may have knowledge of the content. This includes any form of electronic
communication/storage device, e.g. telephone (both landline and mabile), e-mail, internetand social media. Italso
extends to television and radio, which could report key details of the day’s examinations.

The JCQ Overnight Supervision and Overnight Supervision Declaration forms must be completed

before the overnight supervision is to commence. The JCQ Overnight Supervision form is completed

online using the Centre Admin Portal (CAP). The JCQ Overnight Supervision Declaration form is

downloaded from the Centre Admin Portal (CAP) for signing by the candidate, the supervisor and the head of
centre. (ICE 8)

Why have a policy on this?

Allowing a candidate to take an exam paper the following morning due to an
eligible overnight supervision arrangement s at the discretion of the centre.
Having a documented policy ensures:

e the correct procedure is followed
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e appropriate arrangements are putin place
e candidates (and/or parents/carers) understand when, or indeed if,
appropriate arrangements can/will be made
the centre can demonstrate the policy if asked/challenged by a candidate (and/or

parent/carer)
Appendix 20: Candidate Absence Procedure
Purpose of the procedure

The purpose of this procedure is to confirmthe arrangements for candidates who are
absent from an examination at the Trust.

An absent candidate may subsequently arrive once the exam is underway, becoming
a late or very late arrival, at which point the Trust reserves the right to exercise
discretion whetherto allow a candidate who arrives after the start of the examinaton
to enter the examination room and sit the examination. (See Candidate Late Arrival
Policy)

Based upon the circumstancesfor the absence, and subject to the required conditions
being met, an application for special consideration may also be made to the relevant
awarding body.

1. Identifying and dealing with candidate absence
A candidate will be considered absent from an examination if:

The candidateis not presenton completion of the attendance register once candidates
are seated and have started the examination (ICE 22.5)

Once a candidate is identified as absentfrom an examination, the following action will
be taken:

The candidate will be contacted immediately as to their whereabouts and as far as
possible arrangements made to ensure their immediate arrival

If a candidate fails to sit an examination, the following action is taken:

A confirmed candidate absence is clearly recorded on the attendance register which
is sentto the examiner/marker

The candidate absence is noted on the seating plan by crossing through the candidate
details

2. Roles and Responsibilities
Overview

It is the responsibility of the following member(s) of staff to deal with candidate
absence once it has been identified:

Head of Year/KS4/KS5

It is the responsibility of the following member(s) of staff to deal with candidates who
are persistently absent from examinations:
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Attendance and Behaviour Officer on duty, Senior Leaders

The role of invigilators

Invigilators will:

Be informed of the process for dealing with absent candidates through training

Ensure that absent candidates are clearly indicated on the attendance register (ICE
22.3)

Additional responsibilities:

Not applicable

The role of candidates

Candidates will be:

Re-charged any relevant entry fees for unauthorised absence from examinations
Additional responsibilities:

Not applicable

3. Special consideration

At the Trust if a candidate is absent from a timetabled written examination for an
acceptable reason, the candidate may be eligible for special consideration. This is
where an adjustment may be made to the candidate’s terminal grade by the awarding
body, providing the following conditions are met:

The examination is in the candidate’s terminal exam series (SC 4.1)

The candidate has completed or will be able to complete the required percentage of
the assessment to meet the minimum requirements forenhanced grading in cases of
acceptable absence (SC 4.3)

The application for special consideration can be supported by signed evidence
produced by a senior leader (SC 6)

It is the responsibility of the following member(s) of staff to deal with special
consideration requests and applications:

Exams Staff

Absent candidate procedure

Examination Invigilators will record candidates missing from the examination room on
the “Missing candidates form” and ensure that the Attendance Officer is passed the
information before the start of the examination.

The Attendance Officer will determine if the candidate is in school and identify the
location of the studentto inform SLT for the collection of the candidate and escorting
to the examination room. Where the candidate is absent the reason for the absence

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 164 of 221




will be identified by the Attendance Officer and where itis not for a valid reason (see
appropriate section in the policy), the Attendance and Behaviour Officer on duty will
contact home to requestthe candidate attend or will visitthe home of the candidate to
endeavour to bring them in to the examination. The parent/carer will be advised to
keep the candidate under supervision at all times until the candidate is handed over
to a member of staff.

The supervising adult will be required to complete the supervision arrangements in
place on a “Statement to confirm supervision arrangements for late arrivals” form and
sign and date the form before returningit to the member of staff taking responsibility
of the candidate.

Medical absence

Where a candidate is absent for medical reasons a self-certification form or doctor’s
note is required to be returned to the Exams Manager/Officer within 5 days of the
examination.

Appeals

Where a candidate feels that they have been unjustly penalised for absence, the
candidates parent or carer will be invited to put their appeal in writing to the Exams
Manager/Officer, stating their reasons for their appeal. The Exams Manager/Officer
will liaise with the Deputy Headteacher/ Vice Principal regarding any appeals from
candidates, taking into account Awarding Body regulations.

The school will use guidance from JCQ to ascertain whetheritcan pursue the appeal
on the candidate’s behalf.

Once candidates are seated and have started the examination, complete the attendance register. This will allow
for the identification of absent candidates who can be contacted as to their whereabouts. (ICE 22)

Why have a policy on this?

Centres will likely have different strategies for dealing with unauthorised
absences from exams. Having a documented policy ensures:
e candidates are aware of what they need to do if they are likely to be
absent from an exam
o staff involvedin the exams process understand how absentcandidates
who have not contacted the centre regarding their absence will be
managed at the time of the exam
the centre can demonstrate the policy if asked/challenged by a candidate (and/or

parent/carer)
Appendix 21: Candidate Late Arrival Procedure
Purpose of the procedure

The purpose of this procedure is to confirm the arrangements for candidates who
arrive late for an examination at the Trust.

A candidate will be considered late if they arrive:
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e within one hour of the awarding body’s published starting time for an
examination which lasts an hour or more, i.e. candidates arriving between
9.00am and 10.00am for a morning examination or between 1.30pm and
2.30pm for an afternoon examination (ICE 21.5)

A candidate will be considered very late if they arrive:

e more than one hour after the awarding body’s published starting time for an
examination which lasts one hour or more, i.e. after 10.00am for a morning
examination or after 2.30pm for an afternoon examination (ICE 21.3)

o after the awarding body’s published finishing time for an examination that lasts
less than one hour (ICE 21.3)

This policy confirms that the Trust reserves the rightto exercise discretion whetherto
allow a candidate who arrives after the start of the examination to enter the
examination room and sit the examination, and confirms:

e the correct procedures are followed when dealing with a candidate who arrives
late to an examination

e appropriate arrangements are in place for the management of late arrivals in
order to maintain the security and integrity of the examination

1. Candidates who arrive late

The following procedures are applied at the Trust in relation to candidates who arrive
late to examinations:

e A candidate who arrives after the start of the examination may be allowed to
enter the examination room and sit the examination (ICE 21.1)

¢ A candidate who arrives late, and is permitted to sit the examination, will be
allowed the full time for the examination (ICE 21.2)

e A candidate who arrives within one hour of the awarding body’s published
starting time for an examination which lasts an hour or more, i.e. candidates
arriving between 9.00am and 10.00am for a morning examination or between
1.30pm and 2.30pm for an afternoon examination (ICE 21.5) will be permitted
by the centre to sitthe examination

e A candidate who arrives after 10.00am for a morning examination will be
considered very late (ICE 21.3) and will be permitted by the centre to sit the
examination

e A candidate who arrives after 2.30pm for an afternoon examination will be
considered very late (ICE 21.3) and will be permitted by the centre to sit the
examination

¢ A candidate who arrives after the awarding body’s published finishing time for
an examination that lasts less than one hourwill be considered very late (ICE
21.3) and will be permitted by the centre to sitthe examination

e A candidate who arrives very late will be warned that the awarding body may
not accept their script (ICE 21.4)
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e A candidate who arrives in the afternoon for a paper that had been re-arranged
for a morning session, may be allowed to take the paper at the published time
as long as the candidate has not had any contact with candidates who sat the
paper earlier. The awarding body will be informed and will decide whether or
not to accept the script (ICE 21.5)

¢ In all cases the centre will submit a declaration for the very late arrival of a
candidate for examinations,in accordance with the current JCQ Instructionsfor
conducting examinations (GR 5.9)

Other centre specific procedures:

On arrival in school the Late Arrivals form must be completed and signed by
Candidate, Supervising Adultand receiving staff member. The completed form must
be handedin to the Exams Office and retained with the examination paperwork for
that exam.

Late candidate procedure

Examination Invigilators will record candidates missing from the examination room on
the “Missing candidates form” and ensure that either the Exams Manager/Officer or
Attendance Officer are passed the information before the start of the examination.

The Attendance Officer will determine if the candidate is in school and identify the
location of the studentto inform SLT for the collection of the candidate and escorting
to the examination room. Where the candidate is absent the reason for the absence
will be identified by the Attendance Officer and where itis not for a valid reason (see
appropriate section in the policy), the Attendance and Behaviour Officer on duty will
contact home to requestthe candidate attend or will visitthe home of the candidate to
endeavour to bring them in to the examination. The parent/carer will be advised to
keep the candidate under supervision at all times until the candidate is handed over
to a member of staff.

The supervising adult will be required to complete the supervision arrangements in
place on a “Statement to confirm supervision arrangements for late arrivals” form and
sign and date the form before returning it to the member of staff taking responsibility
of the candidate.

Arrival into examination when late procedure

On arrival into school the “Statement to confirm supervision arrangements for late
arrivals” form will be completed by the receiving member of staff who will check to
ensure that the form has been fully completed in order to validate the circumstances
underwhich candidate has been supervised prior to the start of the exam. All parties
will sign the form (supervising adult, candidate and staff member) and the form will be
passed to the Exams Manager/Officer. The Examinations Manger (or a member of the
exams team) will escort the candidate to the examinations room and hand overto the
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Senior Invigilator, who will read the regulatory announcements to the candidate prior
to them entering the exam room. The Senior Invigilator will then ensure that the
candidate sits their examination under the appropriate conditions.

Appeals

Where a candidate feels that they have been unjustly penalised for lateness, the
candidates parent or carer will be invited to put their appeal in writing to the Exams
Manager/Officer, stating their reasons for their appeal. The Exams Manager/Officer
will liaise with the Deputy Headteacher/Vice Principal regarding any appeals from
candidates, taking into account Awarding Body regulations.

The school will use guidance from JCQ to ascertain whetheritcan pursue the appeal
on the candidate’s behalf.

A candidate who arrives after the start of the examination may be allowed to enter the examination room and sit
the examination. This is entirely at the discretion of the centre.

A candidate who arrives late, and is permitted by the centre to sit the examination, mustbe allowed the full time for
the examination. (ICE 21)

Why have a policy on this?

Permitting candidates who arrive after the start of an exam to enter the exam
room and sit the exam is at the centre’s discretion. Having a documented
policy ensures:

e candidates are aware of what will or won’thappen should they arrive
late
e staff involved in the exams process understand how this will be
managed at the time of the exam
the centre can demonstrate the policy if asked/challenged by a candidate (and/or

parent/carer)
Appendix 22: Food and Drink Guidance (Exams)
Purpose of the guidance

This guidance confirms thatthe Trust reserves the rightto exercise discretion whether
to allow food and drink in the examination room, and confirms:

e the correct procedures are followed regardingfood and drink in the examination
room

e appropriate arrangements are in place forthe management of food and drink in
the examination room

1. Food and drink in the examination room

e Food anddrinkis allowed in the examination room at the discretion of the head
of centre (ICE 18.2)
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Anyfood anddrink broughtinto the examination room whether by the candidate or the
centre must be free from packaging and all labels are removed from drink containers
(ICE 18.2)

The following arrangements are applied at the Trust :

e Food anddrinkis allowed in the examination room only where food is free from
packaging and all labels are removed from drink containers

Additional centre-specific arrangements:

the 'type' of food and drink that is acceptable is plain water and only food types
necessary for the management of known conditions (e.g. diabetes)

2. Roles and Responsibilities
The role of the exams office/officer

e Staff brief candidatesto ensure that they are aware of the regulations and any
centre-specific arrangements, relating to food and drink in the examination
room. The Candidate Exam Handbook gives details on what is and is not
permitted.

e Ensure invigilators are trained and aware of the regulations/centre-specific
arrangements relating to food and drink in the examination room

o Escalate any issue or breach of centre-specific arrangements to the relevant
senior leader for the application of internal sanction(s)

e Escalate any breach of JCQ regulations immediately to the head of centre (a
breach of the regulations constitutes suspected or actual malpractice)

Additional responsibilities:
Not applicable
The role of the invigilator

e Be vigilantin the examination room and remain aware of incidents or emerging
situations, looking out for malpractice (ICE 20.2)

¢ Record what has happened and actions taken on the exam room incidentlog
in relation to any breach of regulations/centre-specific arrangements regarding
food and drink in the examination room

Additional responsibilities:
Not applicable

The role of the head of centre

e Report to the awarding body immediately all cases of suspected or actual
malpractice in connection with the examination (ICE 24.3)

Additional responsibilities:

Not applicable
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Food and drink may be allowed in the examination room at the discretion of the head of centre. However, this is
on the condition that any food or drink brought into the examination room whether by the candidate or the centre
is free from packaging and all labels are removed from drink containers (ICE

18)

Why have a policy on this?

Allowing food and drink in an exam room is at the head of centre’s discretion.
Having a documented policy ensures:

e candidates are clear on whatis or whatis not allowed

o staff involvedin the exams process are aware of whatis and whatis
not allowed and how this will be managed at the time of the exam

e the centre can demonstrate the policy if asked/challenged by a
candidate (and/or parent/carer)

Appendix 23: Leaving the Examination Room Procedure

Purpose of the procedure

The purpose of this procedure is to confirm that candidates leaving the examination
room the Trust is managed in line with JCQ regulations.

This procedure confirms:

the correct procedures are followed in relation to candidates leaving the
examination room

the Trust reserves the rightto exercise discretion whetherto allow extra time to
compensate candidates for their temporary absence from the examination
room

1. Arrangements for leaving the examination room

For examinationsthatlastone houror more, candidates must stay undercentre
supervision until 10.00amfor a morning examination or2.30pm for an afternoon
examination,i.e. one hourafter the awarding body’s published starting time for
that examination. (ICE 23.1)

For examinations that last less than one hour, candidates must be supervised
andquestion papers must be kept in secure storage untilthe published finishing
time of the examination. (ICE 23.2)

Candidates who are allowed to leave the examination room temporarily must
be accompanied by a member of centre staff. This must notbe the candidate’s
subject teacher or a subject expert for the examination in question. Those
candidates may be allowed extra time at the discretion of the centre to
compensate for their temporary absence. (ICE 23.3)

Candidateswhohave finishedthe examination and have been allowed to leave
the examination room early must handin their script, question paper and any
other material before they leave the examination room. Those candidates must
not be allowed back into the room. (ICE 23.4)
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e At the end of the examination, candidates must hand in their script, question
paper and any other material before they leave the examination room. (ICE
23.5)

The following arrangements are applied at the Trust :

e Candidateswhoare allowedto leave the examination room temporarily may be
allowed extra time to compensate for their temporary absence. (ICE 23.3)

lliness

Additional arrangements:

Not applicable

2. Roles and responsibilities

The role of the exams office/officer

e Through training, ensure invigilators are aware how candidates who may be
allowed to leave the examination room temporarily should be managed and
recorded

Additional responsibilities:
Not applicable
The role of the invigilator

e Ensure a candidate who may be allowed to leave the examination room
temporarily is accompanied by a member of centre staff who is not the
candidate’s subject teacher or a subject expert for the examination in question
(ICE 23.3)

e Record instances on the exam room incident log of candidates who may be
allowedto leave the examination room temporarily becausethey may be feeling
unwell or require a toilet break (ICE 20.2)

e Ensure candidates who have finished the examination and have been allowed
to leave the examination room early hand in their script, question paper and
any other material before they leave the examination room. Ensure those
candidates are not allowed back into the room (ICE 23.4)

e Atthe endof the examination, ensure candidates hand in their script, question
paper and any other material before they leave the examination room (ICE
23.5)

Additional responsibilities:
Not applicable

Roving Invigilators are deployed to ensure that candidates who need to leave the
exam room are accompanied at all times. Time in compensation for the temporary
absence is not generally given for toilet breaks, however in the event of illness or
distress the time is recorded and compensation time may be added at the end of the
exam for the candidate in question.
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Candidates who are allowed to leave the examination room temporarily must be accompanied by a member of
centre staff. This must not be the candidate’s subjectteacheror a subject expert for the examination in question.
Those candidates may be allowed extra time at the discretion of the centre to compensate for their temporary
absence. (ICE 23)

Why have a policy on this?

Allowing time to be compensated where a candidate leaves the exam room
temporarily, accompanied by a member of centre staff, is at the discretion
centre. Having a documented policy ensures:

e candidates are aware of the centre’s arrangements where time may or
may not be compensated for any temporary absence from the exam
room

e staff involved in the exams process understand how this will be
managed at the time of the exam

the centre can demonstrate the policy if asked/challenged by a candidate (and/or

parent/carer)
Appendix 24: Emergency Evacuation Procedure
Supplementary (Exams) policy

Introduction

An emergency evacuation is required where it is unsafe for candidates to remain in
the examination room. This mightinclude afire, the fire alarm sounding to warn of fire,
bomb alert or other serious threat.

In exceptional situations, where candidates might be severely disadvantaged or
distressed by remaining in the room, the emergency evacuation procedure may also
needto be followed. This mightinclude situations where there is severe disruption in
the examination room, serious illness of a candidate or invigilator or similarly serious
incidents.

As each incidentmay be different,advice will be sought(if applicable) from the relevant
awarding body as soon as it is safe to do so, particularly where there is concern about
the security of the examination(s) (ICE 25.4)

Where candidates are unable to return to the buildingto complete the examination,
the relevant awarding body will be contacted immediately for advice. The awarding
bodies have procedures in place to ensure that candidates are not disadvantaged
wherethey are unable to complete the examination dueto circumstancesbeyondtheir
control (ICE 24.5)

Purpose of the policy

The purpose of this policy is to confirmthe arrangements at the Trust for dealing with
an emergency evacuation of an examination room by defining staff roles and
responsibilities and confirming the emergency evacuation procedure.

This policy ensures compliance with JCQ regulations (ICE 25.2) which state that
centres must have a written policy for dealing with emergency evacuation of the
examination roomwhich is subjectto inspection by the JCQ Centre Inspection Service.

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 172 of 221



http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations

1. Emergency evacuation procedure
Actions taken in the event of an emergency evacuation of the examination room

At the Trust, the following actions (in accordance with ICE 25.3) are taken if an
examination room has to be evacuated:

Candidates are instructed to stop writing
The attendance register is collected (in order to ensure all candidates are present)

The examination room is evacuated in line with the instructions given by the
appropriate authority

Candidates are instructed to leave all question papers and scripts in the examination
room. Candidates are advised to close their answer booklet(s)

Candidates are instructed to leave the room in silence

Candidatesare supervisedas closely as possible while they are out of the examination
room to make sure there is no discussion about the

examination
The time of the interruption is noted and how long it lasted

Candidatesare allowedthe remainder of the working time set for the examination once
it resumes

If there are only a few candidates, the possibilityis considered of taking the candidates
(with question papers and scripts collected by the

invigilator) to another place to finish the examination

A full report is made of the incidentand of the actions taken, and sent to the relevant
awarding body

Additional actions taken:

In the event of a fire alarm, invigilators are trained to Evacuate the examination room
immediately by the nearest fire exit, and to escort candidates to the assembly point
and await further instructions

Whenl/if allowed to return to the examination room, invigilators allow candidates time
to settle down, reminding them they are still under formal examination conditions and
that they must not open their answer booklets until instructed to do so Invigilators
announce clearly to candidates when they may begin and how much time they have
(the examination will formally restart at this point) Invigilators record the time the
examination(s) restarted and amend the displayed finishing time(s) for all candidates
to see Invigilators are trained to record as much detail on the exam room incidentlog
when able to do so (ensuring candidates are continually supervised and giving
complete attention to this duty at all imes) and to ensure the Exams Manager/Officer
is fully briefed at the end of the examination(s) to enable a full report to be submitted
to the awarding body/bodies
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Where not allowed to return to the examination room, or the decision is made by the
appropriate authority that the examination(s) cannot be resumed, the centre’s Exam
Contingency Plan will beinvoked andinvigilators/candidates briefed accordingly at the
time

Further actions taken:

Not applicable

2. Roles and Responsibilities

The role of the head of centre
The head of centre at the Trust will:

Ensure that the emergency evacuation policy for examinations s fit for purpose and
complies with relevant health and safety regulation

Ensure that any instructions from relevant local or national agencies are referenced
and followed where applicable, including information from the

National Counter Terrorism Security Office on the Procedures for handling bomb
threats (ICE 25.1)

Other responsibilities:

Not applicable

Therole of the senior leader
The senior leader will:

Where responsible for the centre-wide emergency evacuation procedure, ensure that
all staff and appointed fire marshals are aware of the policy

and procedures to be followed when an emergency evacuation of an examinaton
room is required

Other responsibilities:

Not applicable

The role of the Special educational needs coordinator (SENCO0)
The SENCo will:

Ensure thatappropriate arrangements are in place for the emergency evacuation of a
disabled candidate from an examination room where different

procedures or assistance may need to be provided for the candidate

Ensure that the candidate is informed prior to taking their examinations of what will
happen in the event of an emergency evacuation

Other responsibilities:
Not applicable

The role of the Exams Manager/Officer
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The Exams Manager/Officer will:

Ensure that invigilators are trained in emergency evacuation procedures and how an
incident and actions taken must be recorded

Ensure that candidates are briefed prior to examinations taking place, on what will
happen in the event of an emergency in the examination room

Provide invigilators with a copy of the emergency evacuation procedure in every room

Provide a standard invigilator announcement for each exam room which includes
appropriate instructions for candidates about emergency

procedures and what will happen if the fire alarm sounds
Provide an exam room incident log in every examination room

Liaise with relevant staff prior to each examination session where differentprocedures
or assistance may need to be provided for a disabled

candidate

Brief invigilators prior to each examination session where different procedures or
assistance may need to be provided for a disabled candidate

Ensure that appropriate follow-up is undertaken after an emergency evacuation,
reporting the incident to the awarding body and the actions taken

throughthe special consideration process where applicable (in cases wherea group
of candidates have been disadvantaged by a particular event)

Other responsibilities:
Not applicable

The role of invigilators
Invigilators will:

By attending training and/or update sessions, ensure they understand what to do in
the event of an emergency in the examination room

Followthe actions required in the emergency evacuation procedure issued to them for
every examination room

Confirm with the Exams Manager/Officer, where different procedures or assistance
may need to be provided for a disabled candidate they are invigilating

Record details on the exam room incident log to support follow-up reporting to the
awarding body by the Exams Manager/Officer (see below)

Other responsibilities:
Not applicable
The role of other centre staff

Not applicable
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Recording details

As soon as practically possible and safe to do so, the following detailswill be recorded
(see Roles and Responsibilities for the members of staff who will record these
details):

The actual time of the start of the interruption

The actions taken

The actual time the exam(s) resumed

The actual finishing time(s) of the resumed exam(s)

Further details which may also be recorded include:

A report on candidate behaviour throughout the interruption/evacuation

A judgement on the impact on candidates after the interruption/evacuation
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Scarborough UTC

This is the area students line up next to the yellow numbered
tiles by tutor group. Tutors will issue numbers at the start of
each academic year and display in tutor rooms.

NB Students in a formal exam - to line up along the

highlighted yellow area — instructions issued at the start of
exams.

Teachers without a tutor group, support staff (who don’t have a
—) fire evacuation responsibilities) and visitors report to the
Principal’s PA to the hard standing area as indicated.
—
h

Route to be followed if a full site evacuation, only to be used if
directed by staff.
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Students to exit via the gym and go around the building to the front. They would then
congregate at the far end of the car park (outside the old school house). This would ensure
that they did not come in to contact with any other students. Those in the access
arrangements room (ICT2 and E4) would be able to exit via the fire door directly outside ICT2
and again would not come in to contact with any other students.
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Appendix 25: Lockdown Policy (Exams)
Introduction
A lockdown may be required in the following situations:

e an incident or civil disturbance in the local community which poses a risk

e an intruder on the site with the potential to pose a risk

e local risk of air pollution, such as a smoke plume or gas cloud

e amajor fire in the vicinity

e adangerous animal roaming loose

e anyother external or internal incident which has the potential to pose a threat

Where a lockdown may be required when conducting examinations, the focus will be:
the welfare and safety of candidates and exams staff

maintaining the integrity and security of the examination/assessment process
Purpose of the policy

The purpose of this policy is to confirmthe arrangements at the Trust for dealing with
a lockdown when examinations are being conducted.

Lockdown procedures have been determined by consulting Stay Safe guidance
provided by GOV.UK

1. Lockdown procedures

Where a lockdown is required, the following procedures will be employed at the Trust:
Before an examination

As candidates are entering/waiting to enter the examination room:

Invigilators will:

e instruct candidates to enter the examination room immediately

e instruct candidates to remain silent, hide under desks or sit against a
wall/around a corner butnotnearthe door and to ensure mobile phones are on
silentand non-vibrate mode

¢ |ock all windows and close any/all curtains/blinds

e switch off all lights

¢ lock all doors and/or use tables, or any other furniture, to barricade the entrance
to the room

o take an attendance register/head count if possible

e (if the threat is a chemical or toxic release) instruct candidates to cover their
nose and mouth (their own clothing can be used) and attempt to use anything
to hand to seal up cracks around doors and any vents into the room

e wheresafe/possible,notleave the examination question papers unattended/out
of sight
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A senior leader/authorised person will be present around the examination room(s)
area(s) and where safe/possible, communicate the situation to the exams office/officer
(via mobile phone/walkie talkie on silent and non-vibrate mode)

The exams office/officer will collate the information from all examination rooms and
forward this to the head of centre immediately

The head of centre will make informed decisions on alerting parents/carers, awarding
bodies and emergency services

Additional centre-specific procedures:

Not applicable

During an examination

When candidates are in the examination room:
Invigilators will:

¢ tell candidates to stop writing immediately and close their answer booklets

e collectthe attendance register

e make a note of the time when the examination was suspended

e instruct candidates to remain silent, leave all examination materials on their
desks and hide under desks

e where safe/possible, communicate (via mobile phone/walkie talkie) the
situation to the Exams Manager/Officer (ensuring that all mobile phones/walkie
talkies are on silent and non-vibrate mode)

¢ lock all windows and close any/all curtains/blinds

e switch off all lights

¢ |ockall doors and/or use tables, or any other furniture, to barricade the entrance
to the room (if the threat is a chemical or toxic release) instruct candidates to
cover theirnose and mouth (their own clothing can be used) and attemptto use
anything to hand to seal up cracks around doors and any vents into the room

e wheresafe/possible,notleave the examination question papers unattended/out
of sight

e Where safe/possible, the exams office/officer will collate the information from
all examination rooms and forward this to the head of centre immediately

The head of centre will make informed decisions on alerting parents/carers, awarding
bodies and emergency services if appropriate, where safe/possible, and following
instruction from the appropriate authority, the exams office/officer and/or invigilators
will initiate the emergency evacuation procedure. Where safe/possible, the exams
office/officer will collect all examination question papers and materials for safe/secure
storage following advice from the appropriate awarding body/bodies.

Additional centre-specific procedures:
Not applicable

After an examination
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As candidates are leaving the examination room:
Invigilators will:

e stop dismissing candidates from the examination room

e instruct candidates who have left to re-enter the examination room

e instruct candidates to remain silentand hide under desks/tables

e where safe/possible, communicate (via mobile phone/walkie talkie) the
situation to the Exams Manager/Officer (ensuring that all mobile phones/walkie
talkies are on silent and non-vibrate mode)

e lock all windows and close any/all curtains/blinds

e switch off all lights

¢ lock all doors and/or use tables, or any other furniture, to barricade the entrance
to the room (if the threat is a chemical or toxic release) instruct candidates to
cover theirnose and mouth (their own clothing can be used) and attemptto use
anything to hand to seal up cracks around doors and any vents into the room

e wheresafe/possible,notleave the examination question papers unattended/out
of sight

e Where safe/possible, the Exams Manager/Officer will collate the information
from all examination rooms and forward this to the head of centre immediately

The head of centre will make informed decisions on alerting parents/carers, awarding
bodies and emergency services

Additional centre-specific procedures:
Not applicable

Ending a lockdown

The lockdown will be ended by either:

1. the sound of a defined alarm, or
2. the identification/authorisation of emergency service officer/seniorleader/head
of centre entering the examination room

A specific word or phrase may be used to confirm that the instruction to end the
lockdown is genuine

Invigilators will undertake a head count/register and confirm attendance with the
exams office/officer/senior leader

Where applicable and if advised to do so by a seniorleader/head of centre, if there is
sufficient time (and following JCQ regulations), candidates

may be allowed to restart their examination
Invigilators will:

e ask candidates to return to their desks, remind them they are under formal
examination conditions and allow a settling down period

e allow candidates the full working time remaining for their examination
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e recalculate the revised finish time(s)
e tell the candidatesto open theiranswer booklets and re-start their examination
e amend the revised finish time(s) on display to candidates

e note how long the lockdown lasted on the exam room incidentlog (to later
inform a report to the awarding body/bodies)

The exams office/officer will:

provide a report of the incident for the awarding body/bodies (via the special
consideration process or as advised by awarding bodies)

safely/securely store all collected exam papers and materials pending awarding body
advice/guidance

Where applicable/possible/available, the senior leader/exams office/officer will:

e discuss any alternative examination sittings with the awarding body/bodies
e offer, arrange and provide support services to staff and candidates

At the earliest opportunity, the senior leader/head of centre will prepare a
communication to parents/carers advising them of events (including relevantactions
and outcomes)

Where possible, exams staff and candidates will be invitedto attend an assembly lead
by the head of centre to discuss the lockdown and offer

ongoing support:

If this is not possible, communications will be provided via a centre
text/email/newsletter and information uploaded to the centre website

Additional centre-specific procedures:
Not applicable

2. Roles and Responsibilities

The role of the head of centre

Ensurethat a dedicated lockdown alarm tone is in place and recognised by all staff
and candidates

Arrange appropriate training for all exams staff in lockdown procedures

Ensure candidates are aware of the procedures relating to a lockdown, particulary
those arriving late for an examination who cannotaccess the examination roomdue it
being locked down

Ensure all candidates and staff are aware of a possible exit pointin case an intruder
manages to gain access, or the room becomes unsafe

Provide written lockdown procedures for examination room/invigilator use

Inform the relevant emergency service(s) immediately in the case of any potential
threat to the safety of exams staff and candidates
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Additional responsibilities:
Not applicable
The role of the senior leader

Assume responsibility for exams staff and candidates taking examinations during a
lockdown

Arrange training/drills for examination candidates on lockdown procedures

Inform parents/carers aboutthe centre’s Lockdown Policyin relation to the conducting
of examinations

Have a presence around examination roomareas prior to the start of each examination
session

Liaise with the appropriate authorities and awarding bodies regarding candidates
taking examinations during a lockdown

Use the examination room attendance register(s) to compile a list of any candidates
not accounted for

Additional responsibilities:

Not applicable

The role of the exams office/officer

Train invigilators in the centre’s lockdown procedures

Where safe/possible, liaise with senior leaders/invigilators in all examination rooms
during a lockdown

Assist with lockdown training for staff and candidates where applicable to the
conducting of examinations

Additional responsibilities:

Not applicable

The role of the invigilator

Be aware of the centre’s lockdown procedures

Complete attendance registers as soon as possible so candidates can be identified in
the event of a lockdown

Where safe/possible, to communicate with the exams office/officer during a lockdown
to confirm the situation in a particular examination room

Additional responsibilities:
Not applicable
Appendix 26: Managing Behaviour Procedure

Purpose of the procedure
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The purpose of this procedure is to confirm that candidate behaviour in the
examination room at the Trust is managed in line with JCQ regulations.

1. Briefing candidates

To ensure candidates are aware of the standard of behaviourthat is required in the
examination room, the Trust will:

e ensure the JCQ Information for candidates (coursework, non-examinaton
assessments, on-screen tests, social media and written examinations) is
distributed to all candidates whether electronically or in hard copy format prior
to assessments and/or examinations taking place (GR 5.8)

e ensure candidates are also made aware of the content of the JCQ
Unauthorised items and Warning to candidates posters (GR 5.8)

e prior to assessments and/or examinations taking place, ensure candidates are
briefed on what they must and must not do when sitting written examinations
and/or on-screen tests, and when producing coursework and/or non-
examination assessments (GR 5.8)

At the Trust candidates are made aware of JCQ information/briefed by:

issue of a handbook followed up by a briefing session or a special assembly led by
the relevant senior leader in the preparations for examinations

2. Candidate malpractice

e Inappropriate behaviour by a candidate in the examination room is deemed
‘candidate malpractice'

e ‘Candidate malpractice’ means malpractice by a candidate in connection with
any examination or assessment (SMPP, Definitions)

e ‘Malpractice’, means any act, default or practice which is a breach of the
Regulations (SMPP, Definitions)

e Failure by a centre to notify, investigate and report to an awarding body all
allegations of malpractice or suspected malpractice constitutes malpractice in
itself (SMPP, Definitions, Malpractice) Suspected malpractice means all
alleged or suspected incidents of malpractice (SMPP, Definitions)

Examples of inappropriate behaviour/actions that constitute 'candidate malpractice'
are provided in the final section of this policy.

3. Instructions for conducting examinations - Malpractice in the examination room
The following requirements are applied at the Trust:

¢ Where a candidate is being disruptive, the invigilator must warn the candidate
that he/she may be removed from the examination room. The candidate must
also be warned that the awarding body will be informed and may decide to
penalise them, which could include disqualification (ICE 24.1)

e The head of centre must report to the awarding body immediately all cases of
suspected or actual malpractice in connection with the examination (ICE 24.3)
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Form JCQ/M1 - Report of suspected candidate malpractice must be
completed (ICE 24.3)

The head of centre has the authority to remove a candidate from the
examination room but should only do so if the candidate would disrupt others
by remaining in the room (ICE 24.3)

Where candidates commit malpractice, the awarding body may decide to
penalise them, which could include disqualification. Candidates should be
warned of the possible penaltiesan awardingbody may apply as detailedin the
JCQ publication Suspected Malpractice: Policies and Procedures (ICE
24.5)

In cases of suspected malpractice, examination scripts must be packed as
normal and Form JCQ/M1 must be submitted separately to the relevant
awarding body (ICE 24.6)

Additional information:

Not applicable

4. Roles and Responsibilities

The role of the invigilator

Be vigilant and remain aware of incidents or emerging situations, looking out
for malpractice (ICE 20.2)

Warn a disruptive candidate thathe/she may be removed from the examination
room (ICE 24.1)

Record what has happened and actions taken on the exam room incidentlog
(ICE 24.1)

Additional responsibilities:

Not applicable

The role of the exams office/officer

Ensure that the JCQ Information for candidates (coursework, non-
examination assessments, on-screen tests, social media and written
examinations) is distributed to all candidates prior to assessments and/or
examinations taking place and that candidates are also be made aware of the
contentof the JCQ Unauthorised items and Warning to candidates posters
(GR 5.8)

Ensurethe JCQ Unauthorised items and Warning to candidates posters are
displayed in a prominent place for all candidates to see prior to entering the
examination room (GR 5.8)

Where a candidate is being/has been disruptive in the examination room, wam
the candidate that the awarding body will be informed and may decide to
penalise them, which could include disqualification (ICE 24.1)

Additional responsibilities:
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Not applicable
The role of the head of centre

e Where a candidate is seriously disrupting others, makes the decision to remove
the candidate from the examination room (ICE 24.3)

e Report to the awarding body immediately all cases of suspected or actual
malpractice in connection with the examination by completing form JCQ/M1
(ICE 24.3)

Additional responsibilities:
Not applicable
The role of the senior leader

e Ensure support is provided for the Exams Manager/Officer and invigilators
when dealing with disruptive candidates in examination rooms

e Ensurethatinternal disciplinary procedures relating to candidate behaviour are
instigated, when appropriate

Additional responsibilities:

Not applicable

Examples of 'candidate malpractice'
These include:

Own blank paper

e used for rough work
e used for final answers

Calculators, dictionaries (when prohibited)

e notused
e used or attempted to use

Bringingintothe examination roomnotes in the wrong format or prohibited annotations

e notes/annotations go beyond what is permitted but do not give an advantage;
notes irrelevant to subject

e notes/annotations are relevant and give an unfair advantage

e notes/annotations introduced in a deliberate attempt to gain an advantage

Study guides and personal organisers

e contentirrelevant to subject
e contentrelevantto subject
e relevantto subject and evidence of use

Mobile phone, AirPods, earphones/earbuds or similar electronic devices (including
iPod, MP3/4 player, memory sticks, Smartphone, Smartwatch)
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e notin the candidate’s possession but make a noise in the examination room
¢ inthe candidate’s possession butno evidence of being used by the candidate
e in the candidate’s possession and evidence of being used by the candidate

BREACHES OF EXAMINATION CONDITIONS

A breach of the instructions or advice of an invigilator, supervisor, or the awarding
body in relation to the examination rules and regulations

e minornon-compliance: e.g. sitting in a non-designated seat; continuing to write
for a short period after being told to stop

e major non-compliance: e.g. refusingto move to a designated seat; significant
amount of writing after being told to stop

e related non-compliance

Failing to abide by the conditions of supervision designed to maintain the security and
integrity of the examinations

e leaving examination early (no loss of integrity); removing script from the
examination room, but evidence of the integrity was maintained

e removing script from examination room butwith no proof that the script is safe;
taking home materials

e deliberately breaking a timetable clash supervision arrangement; removing
script from the examination room and with proof that the script has been
tampered with; leaving examination room early so integrity is impaired

Disruptive behaviourin the examination room or assessment session (including use
of offensive language)

e minordisruption lasting a short time; calling out, causing noise, turning around

e repeated or prolonged disruption; unacceptably rude remarks; being removed
from the examination room; taking another’s possessions

e warnings ignored; provocative or aggravated behaviour; repeated or loud
offensive comments; physical assault on staff or property

Verbal

e isolated incidents of talking before the start of the examination or after papers
have been collected

e takingduringthe examination about matters not related to the exam; accepting
examination related information

¢ talkingaboutexamination related matters duringthe exam; whispering answers
to questions

Communication

e passing/receivingwritten communicationswhich clearlyhave nobearingon the
assessment
e accepting assessment related information
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e passing assessment related information to other candidates; helping one
another; swapping scripts

OFFENCES RELATING TO THE CONTENT OF CANDIDATES’ WORK

The inclusion of inappropriate, offensive or obscene material in scripts, controlled
assessments, coursework, non- examination assessments or portfolios

e isolated words or drawings, mildly offensive, inappropriate approaches or
responses

o frequentmild obscenities or drawings; isolated strong obscenity; isolated mild
obscenities or mildly offensive comments aimed at the examiner or member of
staff

e offensive comments or obscenities aimed at a member of staff, examiner or
religious group; homophobic, transphobic, racist or sexist remarks or lewd
drawing

(SMPP, Appendix 6)

Investigations Process

Investigations into allegations of malpractice will be coordinated by the Deputy
Headteacher/Vice Principal, who will seek to deal with the investigation in a timely
manner. The Deputy Headteacher/Vice Principal may delegate the investigation to
the Head of Department, departmental SLT link, Lead IV or Quality Nominee. The
person charged with leading the investigation will establish the full facts and
circumstances of any alleged malpractice. It will not be assumed that because an
allegation has been made, itis true. Where a conflict of interest may be seen to arise,
investigations into suspected malpractice will not be delegated to the Head of
Department, departmental SLT link, Lead IV or Quality Nominee involved in the
suspected malpractice, but rather to the Deputy Headteacher/Vice Principal

Where appropriate the person concerned and any potential witness to the alleged
malpractice will be interviewed in accordance with policy.

The person will:

be informed in writing of the allegation made against him or her;

” know what evidence there is to support that allegation;

” know the possible consequences should malpractice be proven;
” have the opportunity to consider their response to the allegations;
» have an opportunity to submit a written statement;

” have an opportunity to seek advice (as necessary) and to provide a
supplementary statement (if required);
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” be informed of the applicable appeals procedure, should a decision be made
against him or her,;

” be informed of the possibility that information relating to a serious case of
malpractice may be shared with other awarding bodies, the regulators, the police
and/or (in the event of staff malpractice) professional bodies as appropriate.

the Trust accepts that there may be instances where the work submitted for
assessment does not represent the efforts of the individual candidates and itmay not
be possible for the Awarding Body to give those candidates a result.

In the cases of malpractice; during the completion of non-exam assessment,
dependingonthe stage of completion, guidance fromthe awarding bodies permits the
school to decide on an appropriate sanction.

In the cases of malpractice during external examinations the awarding bodies will
decide sanctions. the Trust and where appropriate, the Awarding Body will determine
the application of a sanction or penalty according to the evidence presented, the
nature and circumstances of the malpractice.

Appeals

The person accused may appeal againstsanctionsimposed on them. Appeals will be
conducted in line with school policy.

Appendix 27: Special Consideration Guidance
Introduction

Special consideration is a post-examination adjustment to a candidate’s mark or
grade. Thisisto reflecttemporary illness,temporary injury or some other eventoutside
of the candidate’s control at the time of the assessment. It is applied when the issue
oreventhashad, oris reasonablylikelyto have had, a material effecton a candidate’s
ability to take an assessment or demonstrate his or her normal level of attainment in
an assessment. (SC 1)

Special consideration can go some way to assist a candidate affected by a potentially
wide range of difficulties, emotional or physical, which may influence performance in
theirexaminations. It cannotremove the difficulty faced by the candidate. This means
that there will be some situations where candidates should not be entered for an
examination. This is because only minor adjustments can be made to the mark
awarded. To make larger adjustments would jeopardize the standard of the
examination. (SC 1)

Purpose of the guidance

The purpose of this guidance is to identify roles and responsibilities within the special
consideration process and confirms the Trust will submit an application for special
consideration where a candidate meets the published criteria. (GR 5.9)

1. Eligibility for special consideration
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Candidates will be eligible for special consideration if they have been fully
prepared and have covered the whole course but performance in the
examination, or in the production of coursework or non-examination
assessment, is materially affected by adverse circumstances beyond their
control (SC 2.1)

Special consideration mustbe applied for at the time of the assessment (SC 2)
Candidates will NOT be eligible for special consideration if preparation for, or
performance in the examination is affected by the reasons detailed in the JCQ
publication A guide to the special consideration process (SC 2.3)

2. Roles and Responsibilities

The role of the head of centre

Be familiar with, refers to and directs relevant centre staff to the annually
updated JCQ publication A guide to the special consideration process
Ensure where a candidate meets the published criteria, an application for
special consideration will be submitted to the relevant awarding body by the
exams office/officer

Additional responsibilities:

Not applicable

The role of the exams office/officer

Refer to the criteria detailed in the JCQ publication A guide to the special
consideration process to determine where a candidate is/is not eligible for
special consideration

Where a candidate meets the published criteria, submit an application for
special consideration to the relevant awarding body

Additional responsibilities:

Not applicable

The role of the senior leader

Produce signed evidence to support all applications for special consideration
(SC 6)

Additional responsibilities:

Not applicable

The role of other staff

Provide any appropriate evidence or information that may be required to
determine a candidate’s eligibility for special consideration

Additional responsibilities:

Not applicable
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The role of an affected candidate (or parent/carer)

e Provide any medical or other evidencethat may be requiredto confirm eligibility
for special consideration

Additional responsibilities:
Not applicable
Applying for special consideration

At the Trust , where a candidate is eligible, special consideration will be applied for at
the time of the assessmentin accordance with the regulations as detailed in the JCQ
publication A guide to the special consideration process.

Examples where a candidate/candidates may be eligible for special consideration
include:

e A candidate arrives for the examination and is clearly unwell, extremely
distressed and/or may have sustained an injury that requires emergency
access arrangements to be putin place:

o thecandidateis kept undercentre supervision (from 30 minutes after the
published starting time for that examination until they begin it) while
appropriate arrangements are putin place for the candidate to take the
examination (ICE 7.4)

o special consideration is applied if this indisposition has had, or is
reasonably likely to have had, a material effecton the candidate’s ability
to demonstrate his or her normal level of attainment in the examinaton
(SC1)

o Application for an allowance on the last paper taken in a day when a
candidate has been entered for three or more examinations timetabled
for the same day and the total duration of those papers is more than 5
hours 30 minutes (GCSE examinations) or more than 6 hours (GCE
examinations) (SC 3.3)

Serious disturbance during the examination (SC 2.1)
Candidateswillnot be eligible for special consideration if preparation for,
or performance in the examination is affected by a minor disturbance in
the examination room caused by anothercandidate, such as momentary
bad behaviour or a mobile phone ringing (SC 2.3)

Additional examples:
Not applicable

Candidates who are absent from a timetabled component/unit for acceptable
reasons

If a candidate is absentfor acceptable reasons, and the Trust can supportthis, special
consideration will be applied for if the examination missed is in the terminal series and
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the minimum requirements for enhanced grading in cases of acceptable absence can
be met. (SC 4)

For unitised examinations taken in an examination series prior to certification, unless
there are particular difficulties with the type of assessment, candidates will be re-
entered for any missed units at the next assessment opportunity. (SC 4)

Other issues

Where other issues or problems affect a candidate or a group of candidates, special
consideration will be explored in A guide to the special

consideration process andapplied forwhere eligible. This may include, for example:

e Other certification (SC 5)

e Coursework/non-examination assessment extensions (SC 5)

e Shortfall in work (coursework/non-examination assessment) (SC 5)

e Lost or damaged work (non-examination assessment components) (SC 5)

e Candidates taking an incorrect or defective question paper (SC 5)

e Candidates undertaking the wrong controlled assessment or non-examination
assessment assignment (SC 5)

Additional issues:
Not applicable

Where a candidate may be eligible for special consideration (a post assessment
adjustment) in a vocational qualification, the Trust will follow A guide to special
consideration (section 7) and awarding body guidance to determine if, when and how
an adjustment can be applied for.

Processing applications for special consideration

The role of the head of centre

e Ensure all eligible applications are supported by signed evidence produced by
a senior leader (SC 6)

Additional responsibilities:
Not applicable
The role of the exams office/officer

e Ensure applications are processed as required by the awarding bodies

e Ensure a candidate/candidates (or a parent/carer) understands that all cases
must be dealt with by the centre [SC 6]

e Ensure that special consideration is applied for at the time of the assessment

e Ensure special consideration is not applied for in a cumulative fashion and
where a candidate may be affected by differentindispositions, ensure special
consideration is only applied for the most serious indisposition
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Keep evidence to support all applications on file until after the publication of
results and provide the signed evidence produced by a senior leaderin support
an application where this may be requested by an awarding body (SC 6)

Meet the awarding body deadline(s) for submitting applications

Other responsibilities:

Not applicable

Submitting applications for special consideration

At the Trust , where a candidate or group of candidates is/are eligible for special
consideration, applications will be submitted to the relevant awarding

body following the published processes in A guide to the special consideration
process.

Timetabled written examinations

Applications for individual candidates will be submitted online by logging into the
relevant awarding body secure extranet site and following the links

to special consideration (where the awarding body’s secure site accepts
applications online)

A single application to cover all examinations where a candidate is present but
disadvantaged and a separate application for each day where a candidate is
absent from an examination for an acceptable reason will be submitted

The paper form 10 Application for special consideration will only be
completed and submitted to the awarding body where the online system does
not accept applications for a particular qualification

For groups of candidates, applications will be made online where the awarding
body’s secure system accepts group applications or form 10 will be completed
The paper form 14 Self certification form (Self certification for candidateswho
have missed an examination) will only be completed by a candidate

where circumstances warrant this and will not be used where the centre knows the
candidate was ill

Internally assessed work

Where appropriate, applications willbe made onlinewherethe awarding body’s
secure system accepts them or form 10 will be completed and submitted to the
awarding body

Where a short extension to a deadline is being requested, the awarding body
will be contacted directly

Where an application relates to a shortfall in work, this will be submitted online
or by completing form 10, dependent on the awarding body

Post-assessment adjustments - vocational qualifications
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e Where relevant and eligible, form 10 or form VQ/SC Application for special
consideration Vocational qualifications will be completed and submitted to
the awarding body

Late applications

If, after the publication of results for a particular examination series, a claim is made
that special consideration was not applied for at the time of an assessment where a
candidate was eligible, the claimantwill be informed that late applications will only be
accepted by an awarding body in the most exceptional circumstances and where a
senior leader is able to produce evidence to support a late application.

If a claim is made after the completion of a review of results, the claimant will be
informed that an application for special consideration cannot be submitted.

Appendix 28: Certificate Issue & Retention Procedure
Vocational Certification Roles and Responsibilities
Head of Department (& where appropriate — delegated teachers)

e Enters achievements onto awarding body intranet secure site and retains
electronic/paper confirmation of entry, printed from the site, until results have been
issued in August.

Exams Manager/Officer

e Once certificates are issued by the awarding body, Exams Manager/Officer issues a
copy of the certificate printout to the HOD for checking.

e Certificate details are entered onto Master Certificate Signing sheet for candidate
signature on collection of all certificates.

¢ Retains the certificate list issued by the awarding body for 5 years.

e Certificates are retained until the candidate leaves education at the school; they are
stored in a secure space in candidate name order.

Candidates

¢ Candidates sign for their certificates on the Master Certificate Signing sheet prior to
receiving their certificates.

e Where candidates are unable to collect their certificates in person they may complete
and sign a Certificate Authority, authorising a third party collection, or providing
postage for the certificates to be sent on to them using Special Delivery Signed For
post.

Detail the records kept of certificates thathave beenissued (to supportthis detail refer
to the requirements in GR5.14).

Retention Procedure
Exams Manager/Officer

o Once certificates are issued by the awarding body, Exams Manager/Officer issues a
copy of the certificate printout to the HOD for checking.
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e Certificate details are entered onto Master Certificate Signing sheet for candidate
signature on collection of all certificates.

¢ Retains the certificate list issued by the awarding body for 5 years.

e Certificates are issued once the candidate leaves education at the school; they are
stored in a secure space in candidate name order.

o Certificates are retained until candidates reach the age of 21 years (5 years after
candidates have left secondary education).

On reaching their ‘destroy date’ certificates are put into shredding sacks and securely
destroyed by a reputable company, the barcode for the destruction records are marked on the
Master Certificate Signing Sheet, which is retained for a minimum further 5 years.

Appendix 29: Exams Archiving Procedure
Purpose of the policy
The purpose of this policy is to:

¢ identify exams-related information/records held by the exams office

¢ identify the retention period

e determinethe action required at the end of the retention period and the method
of disposal

e inform or supplement the centre-wide records management policy

1. Access arrangements information
Record(s) description

Any hard copy information kept by the SENDCo relating to an access arrangement
candidate.

Retention information/period

Not Applicable

Action at the end of retention period (method of disposal)
Not Applicable

2. Alternative site arrangements

Record(s) description

Any hard copy information generated on an alternative site arrangement. Notifications
submitted online via CAP.

Retention information/period

Add retention information/period of retention. Where specific retention information is
not provided by JCQ or other authorised organisation, it is suggested as good practice
that exams-related information that is held in the centre is retained at the very least
until after the deadline for reviews of results or other results enquiries (or the resolution
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of any outstanding reviews/appeals or malpractice investigations) for the relevant
exams series).

Action at the end of retention period (method of disposal)

Add actions at the end of the retention period and/or method of disposal
3. Attendance register copies

Record(s) description

Attendance Registers retained until after issue of Certificates
Retention information/period

Records are kept in accordance with the requirements of ICE, sections 12, 22 (...keep
signed records of the seating plan, the invigilation arrangements and the centre’s
copies of the attendance registers for each examination. The awarding bodies may
need to refer to these records. The centre must keep them until the deadline for
reviews of marking has passed or untilany appeal, malpractice or other results enquiry
has been completed, whichever is later

Action at the end of retention period (method of disposal)
Secure Destruction

4. Awarding body administrative information

Record(s) description

Any hard copy publications provided by awarding bodies.
Retention information/period

Records retained until the current academic year update is provided.
Action at the end of retention period (method of disposal)
Secure destruction

5. Candidates' scripts

Record(s) description

Any unwanted copies of scripts returned to the centre through the Access to Scripts
(ATS) service.

Retention information/period

Records are kept in accordance with the requirements of PRS, section 6 (To be
retained securely until the awarding body’s earliest date for confidential disposal of
unwanted scripts. Where teachershave used copies of candidates’ scripts for teaching
and learning purposes but no longer wish to retain them, they must ensure that the
scripts are disposed of in a confidential manner.) and GR, section 3.15 ( ... ensure
that when scripts that have been returned under access to scripts arrangements are
no longerrequired, they are disposed of in a confidential manner, but no earlier than
the dates specified by the awarding bodies...).
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Action at the end of retention period (method of disposal)
Secure destruction

6. Candidates' work

Record(s) description

Non-examination assessmentwork returned to the centre by the awarding body at the
end of the moderation period.

Retention information/period

Records logged on return to the centre and immediately returned to subject staff as
records owner. To be stored safely and securely along with work that did not form part
of the moderation sample (including materials stored electronically)in accordance with
the requirements of GR, section 3.15 (...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).

Action at the end of retention period (method of disposal)
Returned to candidates or safe disposal

7. Centre consortium arrangements for centre assessed work
Record(s) description

Not Applicable

Retention information/period

Not Applicable

Action at the end of retention period (method of disposal)
Not Applicable

8. Certificates

Record(s) description

Candidate certificates issued by awarding bodies.

Retention information/period

Records retained in accordance with the requirements of GR, section 5.14 (...retain
all unclaimed certificates under secure conditions for a minimum of 12

months from the date of issue...).
Action at the end of retention period (method of disposal)
Secure destruction

9. Certificate destruction information
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Record(s) description
A record of unclaimed certificates that have been destroyed.
Retention information/period

Records retained in accordance with the requirements of GR, section 5.14 (destroy
any unclaimed certificates after retainingthemfora minimumof 12 months. They must
be destroyed in a confidential manner. Centresthatdo nothave a means of destroying
certificates confidentially may return them to the respective awarding body. A record
of certificates that have been destroyed should be retained for four years from their
date of destruction. However, candidates should be informed that some awarding
bodies do not offer a replacement certificate service. In such circumstances the
awardingbodywillissue a Certifying Statementof Results... (Where an awarding body
iIssues a replacement certificate, or a Certifying Statement of Results, this will provide
an accurate and complete record of results for all qualifications covered by the original
certificate... return any certificates requested by the awarding bodies. Certificates
remain the property of the awarding bodies at all times.).

Action at the end of retention period (method of disposal)
Secure destruction

10. Certificate issue information

Record(s) description

A record of certificates that have been issued.

Retention information/period

Records retained in accordance with the requirements of GR, section 5.14 (distribute
certificates to all candidates without delay and regardless of any disputes (such as
non-payment of fees). Certificates must not be withheld without prior permission from
an awarding body which will only be given in very exceptional circumstances. A record
should be kept of the certificates that are issued)

Action at the end of retention period (method of disposal)
Not applicable

11. Confidential materials: initial point of delivery logs
Record(s) description

Logs recording awarding body confidential exam materials received by an authorised
member of staff at the initial point of delivery and the secure movement of packages
by an authorised member of staff to the secure room for transferal to the centre’s
secure storage facility.

Retention information/period
Normal end of academic year disposal

Action at the end of retention period (method of disposal)
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Secure destruction
12. Confidential materials: receipt, secure movement and secure storage logs
Record(s) description

Logs recording awarding body confidential exam materials received by an authorised
member of staff at the initial point of delivery and the secure movement of packages
by an authorised member of staff to the secure room for transferal to the centre’s
secure storage facility. (part of the initial point of delivery logs)

Retention information/period

Normal end of academic year disposal

Action at the end of retention period (method of disposal)
Secure destruction

13. Conflict of Interest records

Record(s) description

Records demonstrating the management of Conflicts of Interest.
Retention information/period

Records retained in accordance with the requirements of GR, section 5.3 (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).

Action at the end of retention period (method of disposal)
Normal end of academic year disposal - secure destruction
14. Dispatch logs

Record(s) description

Proof of dispatch of exam script packages to awarding body examiners covered by the
DfE (Standards & Testing Agency) yellow label service.

Retention information/period

Where specific retention information is not provided by JCQ or other authorised
organisation, it is suggested as good practice that exams-related information that is
held in the centre is retained at the very least until after the deadline for reviews of
results or other results enquiries (or the resolution of any outstanding reviews/appeals
or malpractice investigations) for the relevant exams series).

Action at the end of retention period (method of disposal)

Normal end of academic year disposal - secure destruction
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15. Entry information

Record(s) description

Any hard copy information relating to candidates’ entries.
Retention information/period

exams-related information thatis held in the centre is retained at the very least untl
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)
Secure destruction

16. Exam question papers

Record(s) description

Question papers for timetabled written exams.

Retention information/period

Records retained in accordance with the requirements of GR, section 6.12 (For
confidentiality purposes question papers mustnot be released to centre personnel for
use in accordance with the above licence until after the awarding body’s published
finishing time for the examination or, in the case of a timetable variation, until all
candidates within the centre have completed the examination. This does not restrict
access to question papers by authorised centre personnel for the purpose of
conducting examinations).

Action at the end of retention period (method of disposal)
Issued to subject staff

17. Exam room checklists

Record(s) description

Checklists confirming exam room conditions and invigilation arrangements for each
exam session.

Retention information/period

Where specific retention information is not provided by JCQ or other authorised
organisation, it is suggested as good practice that exams-related information that is
held in the centre is retained at the very least until after the deadline for reviews of
results or other results enquiries (or the resolution of any outstanding reviews/appeals
or malpractice investigations) for the relevant exams series).

Action at the end of retention period (method of disposal)
Secure destruction

18. Exam room incident logs
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Record(s) description
Logs recording any incidents or irregularities in exam rooms for each exam session.
Retention information/period

Where specific retention information is not provided by JCQ or other authorised
organisation, it is suggested as good practice that exams-related information that is
held in the centre is retained at the very least until after the deadline for reviews of
results or other results enquiries (or the resolution of any outstanding reviews/appeals
or malpractice investigations) for the relevant exams series).

Action at the end of retention period (method of disposal)

Secure destruction

19. Exam stationery

Record(s) description

Awarding body exam stationery provided solely for the purpose of external exams.
Retention information/period

Records retained in accordance with the requirements of ICE, section 30 (retum
unused stationeryto the secure storage facility or secure room untilneededfora future
examination. Surplus stationery must not be used for internal school tests, mock
examinations and non-examination assessments... destroy confidentially any out-of-
date stationery).

Action at the end of retention period (method of disposal)
Secure destruction

20. Examiner reports

Record(s) description

Examiner reports

Retention information/period

(Wherelif provided by awarding body) Records immediately provided to head of
department as records owner.

Action at the end of retention period (method of disposal)
Not applicable

21. Finance information

Record(s) description

Not Applicable

Retention information/period

Not Applicable
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Action at the end of retention period (method of disposal)
Not Applicable

22. Invigilation arrangements

Record(s) description

Checklists confirming exam room conditions and invigilation arrangements for each
exam session.

Retention information/period

exams-related information thatis held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevant exams
series).

Action at the end of retention period (method of disposal)
Secure destruction

23. Invigilator and facilitator training records

Record(s) description

Attendance list

"The Exams Office' training certificate

Retention information/period

Records retained in accordance with the requirements of ICE, section 12 (A record of
the content of the training given to invigilators and those facilitating an access
arrangement for a candidate under examination conditions must be available for
inspection and retained on file until the deadline for reviews of marking has passed or
until any appeal, malpractice or other results enquiry has been completed, whichever
is later. Arecord of the contentof the training given to invigilators and those facilitating
an access arrangement for a candidate under examination conditions must be
available for inspection and retained on file until the deadline for reviews of marking
has passed or until any appeal, malpractice or other results enquiry has been
completed, whichever is later.).

Action at the end of retention period (method of disposal)
Secure destruction

24. Moderator reports

Record(s) description

Moderator reports

Retention information/period

(Where printed from electronic copy) Records immediately provided to head of
department as records owner.
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Action at the end of retention period (method of disposal)
Not applicable

25. Moderation return logs

Record(s) description

Not Applicable

Retention information/period

Where specific retention information is not provided by JCQ or other authorised
organisation, it is suggested as good practice that exams-related information that is
held in the centre is retained at the very least until after the deadline for reviews of
results or other results enquiries (or the resolution of any outstanding reviews/appeals
or malpractice investigations) for the relevant exams series)

Action at the end of retention period (method of disposal)
Not Applicable

26. Overnight supervision information

Record(s) description

The JCQ Overnight Supervision form is completed online using CAP. The JCQ
Overnight Supervision Declaration form is downloaded from CAP for signing by the
candidate, the supervisor and the head of centre

Retention information/period

Records retained in accordance with the requirements of ICE, section 8 (...keep all
completed forms available forinspection until the deadline for reviews of marking has
passed or until any appeal, malpractice or other results enquiry has been completed,
whicheveris later. Forms may be stored electronically or in hard copy paper format
and must not be sentto an awarding body, unless specifically requested...).

Action at the end of retention period (method of disposal)

Secure destruction

27. Post-results services: confirmation of candidate consent information
Record(s) description

Hard copy or email record of required candidate consent.

Retention information/period

Records retained in accordance with the requirements of PRS, section 4, appendices
A, B (Consentforms or e-mails from candidates must be retained by the centre and
kept for at least six months following the outcome of the clerical re-check or review of
marking or any subsequentappeal. The awarding bodies reserve the right to inspect
such documentation. This form should be retained on the centre’s files for at least six
months following the outcome of the clerical re-check, review of marking or any
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subsequentappeal. This form should be retained on the centre’s files for at least six
months.).

Action at the end of retention period (method of disposal)
Secure destruction

28. Post-results services: request/outcome information
Record(s) description

Any hard copy information relating to a post-results service request (RoRs, appeals,
ATS) submitted to an awarding body for a candidate and outcome information from
the awarding body.

Retention information/period

exams-related information thatis held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)
Secure destruction

29. Post-results services: tracking logs

Record(s) description

Logs tracking to resolution all post-results service requests submitted to awarding
bodies.

Retention information/period

exams-related information thatis held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)
Not applicable

30. Private candidate information

Record(s) description

Any exam entry information relating to private candidates
Retention information/period

Exams-related information that is held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries and typically in line
with the retention of other internal candidates for that exam series.

Action at the end of retention period (method of disposal)
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Confidential disposal / electronic deletion
31. Proof of postage - candidates' work
Record(s) description

Proof of postage/dispatch of candidates’ scripts to awarding body examiners/markers.
Proof of postage/dispatch of sample of candidates’ work submitted to awarding body
moderators.

Retention information/period

Records (proof of postage/dispatch of candidates’ scripts to awarding body
examiners/markers) retained in accordance with the requirements of ICE, section 29
(Centres not involved in the secure despatch of exam scripts service... must obtain
proof of postage/despatch for each packet of scripts, which must be retained on the
centre’s files until the results are published, in case of loss or damage. (Proof of
postage will provide evidence that the candidates’ scripts have left the centre. Thisis
taken to indicate that the scripts were written at the appointed time and that, should
the scripts not be received by the awarding body/examiner, then special consideration
may be possible.).

Action at the end of retention period (method of disposal)
Secure destruction

32. Resolving timetable clashes

Record(s) description

Anyhard copy information relatingtotheresolution of a candidate’s clash of timetabled
exam papers.

Retention information/period

exams-related information that is held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)

Secure destruction

33. Results information

Record(s) description

Broadsheets of results summarising candidate final grades by subject by exam series.
Retention information/period

Records for current year plus previous 6 years retained as a minimum.

Action at the end of retention period (method of disposal)

Not applicable
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34. Seating plans

Record(s) description

Plans showing the seating arrangements of all candidates for every exam taken.
Retention information/period

Records retained in accordance with the requirements of ICE, section 12 (...keep
signed records of the seating plan, the invigilation arrangements and the centre’s
copies of the attendance registers for each examination. The awarding bodies may
need to refer to these records. The centre must keep them until the deadline for
reviews of marking has passed or untilany appeal, malpractice or other results enquiry
has been completed, whichever is later.).

Action at the end of retention period (method of disposal)
Secure destruction

35. Special consideration information

Record(s) description

Any hard copy information relating to a special consideration application which has
been submitted to an awarding body for a candidate and signed evidence produced
by a senior leader in support of the application.

Retention information/period

Records retained in accordance with the requirements of SC, section 6 (All
applications must be supported by signed evidence produced by a member of the
senior leadership team. The centre must retain this evidence until after the publication
of results.)

Action at the end of retention period (method of disposal)
Secure destruction

36. Suspected malpractice reports/outcomes

Record(s) description

Any hard copy information relating to a suspected or actual malpractice
investigation/report submitted to an awarding body and outcome information from the
awarding body.

Retention information/period

exams-related information that is held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)

Secure destruction

POLYO055 - Exams Policy v1.2 Organisation: Coast Page
Date: 12/03/2024 [ Version: v1.2 | Review Date: Sep 2024 | and Vale Learning Trust | 208 of 221




37. Transferred candidate arrangements
Record(s) description

Any hard copy information relating to a transferred candidate arrangement
Applications submitted online via CAP.

Retention information/period

exams-related information thatis held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)
Secure destruction

38. Very late arrival reports/outcomes

Record(s) description

Any hard copy information relating to a candidate arriving very late to an exam.
Reports submitted online via CAP.

Retention information/period

Exams-related information that is held in the centre is retained at the very least until
after the deadline for reviews of results or other results enquiries (or the resolution of
any outstanding reviews/appeals or malpractice investigations)for the relevantexams
series).

Action at the end of retention period (method of disposal)
Secure destruction

39. Any other records/documentation/materials

Record(s) description

Not Applicable

Retention information/period

Not Applicable

Action at the end of retention period (method of disposal)
Not Applicable

40. Any other records/documentation/materials

Record(s) description

Not Applicable

Retention information/period

Not Applicable
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Action at the end of retention period (method of disposal)

Not Applicable

Appendix 30: Exams Cyber Response Plan

This plan is in response to a cyber-attack or loss of online services.

The Trust has robust cyber security processes in place including:

e Cyber Response Plans for each school
e  Backups of data
e Firewalls and anti-virus software

There are two elements to this plan.

A. One school is affected
B. All the Trust schools are affected

Plan A:

A singular Trust school is experiencing a cyber-attack or loss of systems and
has no access to online systems.

1. Issue reported to Cyber Response Team as outlined in school specific Cyber
Response Plan. Exam Officers to have access to plan to know who to inform
in the incidentand SLT aware of issues

2. Cyber Response Team report actions to relevant services as per Cyber
Response Plan including the

3. System evaluated by the Cyber Response Team to evaluate length of
outage and severity of attack.

4. Exams Officer to work at another site/remotely to assistin the process so
they are off the Trust network.

5. Awarding bodies made aware as necessary by the Exams Officer

6. Examroom scheduling/ftimetables complied using alternative methods
(alternative software/manual bookings and timetables).

7. Exam Officer to liaise with other Trust sites to move exams to another Trust

school or contingency site if required

Paper/handwritten slips for student identification.

Exams Officer will contact awarding bodies in respect of re-sitting online

exams affected by system failure, or to seek an alternative solution.

10. Results accessed directly from the awarding bodies’ secure extranet sites
(accessed from an alternative site if necessary).

Plan B:

© ®

All Trust schools are experiencing a cyber-attack or loss of systems and has
no access to online systems.

1. Issue reported to Cyber Response Team as outlined in school specific Cyber
Response Plan. Exam Officers to have access to plan to know who to inform
in the incidentand SLT aware of issues
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2. Cyber Response Team report actions to relevant services as per Cyber
Response Plan including the
3. System evaluated by the Cyber Response Team to evaluate length of outage
and severity of attack.
4. Awarding bodies made aware as necessary by the Exams Officer
5. Exam room scheduling/timetables complied using alternative methods
(alternative software/manual bookings and timetables) or by the Exams
Officer working remotely off the Trust network.
6. Exam Officer to consider viability of a contingency site with internetaccess if a
full loss of internet services across the Trust.
. Paper/handwritten paper written for student identification.
. Exams Officer will contact awarding bodies in respect of re-sitting online
exams affected by system failure, or to seek an alternative solution.
9. Results accessed directly from the awarding bodies’ secure extranet sites
(accessed remotely).

0

Along with our usual defences, we will have the ability to restore the systems and
recover data from backups. Our IT team will:

» back up the right data.
* hold backups offline.

* restore services and recover data from the backups.

Appendix 31: Malpractice

The JCQ Al Use in Assessments: Protecting the Integrity of Qualifications guidance is
intended to provide teachers/assessors involved in delivering JCQ qualifications with
the information they need to manage use of Al in assessments - JCQ-Al-Use-in-
Assessments-Protecting-the-Integrity-of-Qualifications.pdf

This document has been sent out to all Department members who deliver non-exam
assessments as well as the Plagiarism in Assessments guidance for
teachers/assessors - Plagiarismin Assessments - JCQ JointCouncil for Qualifications

Referenceinthe policy to GR and SMPP relate to relevant sections of the currentJCQ
publications General Regulations for Approved Centres and Suspected Malpractice:
Policies and Procedures.

Introduction
What is malpractice and maladministration? ‘Malpractice’ and ‘maladministration’ are

related concepts, the common theme of which is that they involve a failure to follow
the rules of an examination or assessment. This policy and procedure uses the word
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‘malpractice’ to cover both ‘malpractice’ and ‘maladministration’ and it means any act,
default or practice which is:

e a breach of the Regulations
e a breach of awarding body requirements regarding how a qualification should
be delivered
e afailure to follow established procedures in relation to a qualification which:
o givesrise to prejudice to candidates
o compromises public confidence in qualifications
o compromises, attempts to compromise or may compromise the process
of assessment, the integrity of any qualification or the validity of a result
or certificate
o damages the authority, reputation or credibility of any awarding body or
centre or any officer, employee or agent of any awarding body or centre
(SMPP 1)

Candidate malpractice

‘Candidate malpractice’ means malpractice 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. (SMPP 2)

Centre staff malpractice

'‘Centre staff malpractice’ means malpractice committed by: a member of staff,
contractor (whether employed under a contract of employment or a contract for
services) or a volunteer at a centre; or an individual appointed in another capacity by
a centre such as an invigilator,a Communication Professional, a Language Modifier,
a practical assistant, a prompter, a reader or a scribe (SMPP 2)

Suspected malpractice

For the purposes of this document, suspected malpractice means all alleged or
suspected incidents of malpractice. (SMPP 2)

Purpose of the policy

To confirm all Coast and Vale Learning Trust schools:

e hasin place a written malpractice policywhich coversall qualifications delivered
by the centre and details how candidates are informed and advised to avoid
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committing malpractice in examinations/assessments, how suspected
malpractice issues should be escalated within the centre and reported to the
relevant awarding body (GR 5.3)

General principles

In accordance with the regulations Trust schools will:

Take all reasonable steps to prevent the occurrence of any malpractice (which
includes maladministration) before, during and after examinations have taken
place (GR 5.11)

Inform the awarding body immediately of any alleged, suspected or actual
incidents of malpractice or maladministration, involving a candidate or a
member of staff, by completing the appropriate documentation (GR 5.11)

As required by an awarding body, gather evidence of any instances of alleged
or suspected malpractice (which includes maladministration) in accordance
with the JCQ publication Suspected Malpractice - Policies and Procedures and
provide such information and advice as the awarding body may reasonably
require (GR 5.11)

Preventing malpractice

The Trust has in place:

Robust processes to prevent and identify malpractice, as outlined in section 3 of the
JCQ publication Suspected Malpractice: Policies and Procedures. (SMPP 4.3)

This includes ensuring that all staff involved in the delivery of assessments and
examinations understand the requirements for conducting these as specified in the
following JCQ documents and any further awarding body guidance:

General Regulations for Approved Centres 2023-2024; Instructions for
conducting examinations (ICE) 2023-2024;

Instructions for conducting coursework 2023-2024; Instructions for conducting
non-examination assessments 2023-2024;

Access Arrangements and Reasonable Adjustments 2023-2024;

A guide to the special consideration process 2023-2024;

Suspected Malpractice: Policies and Procedures 2023- 2024,

Plagiarism in Assessments; Al Use in Assessments:

Protecting the Integrity of Qualifications;

A guide to the awarding bodies’ appeals processes 2023-2024 (SMPP 3.3.1)

Informing and advising candidates
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Where there may be doubt about the authenticity of the work of a candidate or if
malpractice is suspected, follow the authentication procedures and malpractice
information in the JCQ publications Suspected Malpractice - Policies and Procedures
(SM) and inform the head of centre.

Written Exams

Candidatesare warned that if they commit malpractice, the awarding body may decide
to penalise them, which could include disqualification. Candidates should be warned
of the possible penalties an awarding body may apply as detailed in the JCQ
publication Suspected Malpractice: Policies and Procedures (ICE 24.5). In cases of
suspected malpractice within an exam, examination scripts must be packed as normal
and Form JCQ/M1 must be submitted separately to the relevantawarding body (ICE
24.6)

Non-Examination Assessments
Head of centre role and responsibilities:

e Understand the responsibility to immediately report to the relevant awarding
body any alleged, suspected or actual incidents of malpractice involving
candidates, teachers, invigilators or other administrative staff

e Is familiar with the JCQ publication Suspected Malpractice: Policies and
Procedures

e Ensurethatthose members of teaching staff involved in the direct supervision
of candidates producing nonexamination assessmentare aware of the potential
for malpractice and ensurethat teaching staff are reminded that failure to report
allegations of malpractice or suspected malpractice constitutes malpractice in
itself

Subject teacher role and responsibilities:

e |s aware of the JCQ Notice to Centre - Sharing NEA material and candidates'
work to mitigate against candidate and centre malpractice

e Ensure candidates understand what constitutes malpractice in non-
examination assessments

e Ensure candidates understand the JCQ document Information for candidates -
non-examination assessments

e Ensure candidates understand the JCQ document Information for candidates -
Social Media

e Explainto candidatesthatwhen using material from a source or generated from
a source which is not their own work, they must indicate the particular
part/element/phrase and state where itcame from. Where computer-generated
content has been used (such as an Al Chatbot), the reference must show the
name of the Al bot used and should show the date the contentwas generated.
Candidates should retain a copy of the computer-generated content for
reference and authentication purposes.
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Remind candidates that malpractice in coursework includesthe misuse of Al
and using Al without acknowledgement or attribution. Students can
demonstrate knowledge and understanding of a subject by usinginformation
from sources or generated from sources which may include the internetand Al
but must take care of howthey use this material —they cannotcopy it and claim
it as their own work

Escalate and report any alleged, suspected or actual incidents of malpractice
involving candidates to the head of centre

Exams office/officer role and responsibilities:

Signpostthe JCQ publication Suspected Malpractice: Policies and Procedures
to the head of centre

Signpostthe JCQ Notice to Centres - Sharing NEA material and candidates'
work to subject heads

Signpost candidates to the relevant JCQ information for candidates documents
including The Information for candidates documents which have been revised
in relation to Plagiarism, the acknowledgment of sources and the use of Al.
Where required, support the head of centre in investigating and reporting
incidents of alleged, suspected or actual malpractice

Identification and reporting of malpractice

Escalating suspected malpractice issues

Once suspected malpractice is identified, any member of staff at the centre can report
itusing the appropriate channels (SMPP 4.3)

See Informing and Advising.

Reporting suspected malpractice to the awarding body

The head of centre will notify the appropriate awarding body immediately of all
alleged, suspected or actual incidents of malpractice, using the appropriate
forms, and will conduct any investigation and gathering of information in
accordance with the requirements of the JCQ publication Suspected
Malpractice: Policies and Procedures (SMPP 4.1.3)

The head of centre will ensure thatwhere a candidate who is a child/vulnerable
adultis the subject of a malpractice investigation, the candidate’s parent/carer/
appropriate adultis kept informed of the progress of the investigation (SMPP
4.1.3)

Form JCQ/M1 will be used to notify an awarding body of an incident of
candidate malpractice. Form JCQ/M2 will be used to notify an awarding body
of an incidentof suspected staff malpractice/maladministration (SMPP 4.4, 4.6)
Malpractice by a candidate discovered in a controlled assessment, coursework
or non-examination assessment componentprior to the candidate signing the
declaration of authentication need not be reported to the awarding body but will
be dealt with in accordance with the centre’s internal procedures. The only
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exception to thisis where theawardingbody’s confidential assessmentmaterial
has potentially been breached. The breach will be reported to the awarding
body immediately (SMPP 4.5)

If, in the view of the investigator, there is sufficient evidence to implicate an
individual in malpractice, that individual (a candidate or a member of staff) will
be informed of the rights of accused individuals (SMPP 5.33)

Once the information gathering has concluded, the head of centre (or other
appointed information gatherer) will submit a written report summarising the
information obtained and actions taken to the relevant awarding body,
accompanied by the information obtained during the course of their enquiries
(5.35)

Form JCQ/M1 will be used when reporting candidate cases; for centre staff,
form JCQ/M3 will be used (SMPP 5.37)

The awarding body will decide on the basis of the report, and any supporting
documentation, whether there is evidence of malpractice and if any further
investigation is required. The head of centre will be informed accordingly
(SMPP 5.40)

Communicating malpractice decisions

Once a decision has been made, it will be communicated in writing to the head of
centre as soon as possible. The head of centre will communicate the decision to the
individuals concerned and pass on details of any sanctions and action in cases where
this is indicated. The head of centre will also inform the individuals if they have the
right to appeal. (SMPP 11.1)

Appeals against decisions made in cases of malpractice

Trust schools will:

Provide the individual with information on the process and timeframe for
submitting an appeal, where relevant

Refer to further information and follow the process provided in the JCQ
publication A guide to the awarding bodies' appeals processes
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Qualifications delivered at Filey School —

GCSE Subject Exam Board Subject Code
English Literature Edugas C720QS (601/5246/1)
English Language Edugas C700QS (601/4505/5)
Mathematics Pearson Edexcel 1MA1 (601/4700/3)
Combined Science AQA 8464 (601/8758/X)
French AQA 8658 (601/8157/6)
Spanish AQA 8698 (601/8160/6)
Design & Technology AQA 8552 (603/0984/2)
Food Preparation & Nutrition AQA 8552 (601/8421/8)
Art & Design: Fine Art AQA 8202 (601/8088/2)
Art & Design: Textiles AQA 8204 (601/8088/2)
Religious Studies Pearson Edexcel 1RBO (603/0063/2)
History Pearson Edexcel 1HI0 (601/8092/4)
Geography AQA 8035 (601/8410/3)
Child Development OCR Cambridge National J809 (603/7114/6)
Performing Arts Edugas 5639 (603/7020/8)
Creative iMedia OCR Cambridge National J834 (603/7090/7)
Sports Studies OCR Cambridge National J829 (603/7107/9)
Functional Skills Maths Level 2 Pearson Edexcel 603/4268/7
Functional Skills English Level 2 Pearson Edexcel 603/4290/0
Functional Skills Maths Entry Level 3 | Pearson Edexcel 603/4266/3
Functional Skills English Entry Level 3 | Pearson Edexcel 603/4288/2
Functional Skills Maths Entry Level 2 | Pearson Edexcel 603/4265/1
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Qualifications delivered at Lady Lumley’s School -

GCSE/BTEC Subject Specification Exam Board QN
Code
Business Studies 8132 AQA 60303049
Design and Technology 8552 AQA 60309842
Food Preparation and Nutrition 8585 AQA 60184218
French 8658 AQA 60181576
German 8668 AQA 6018159X
History - Option 8145QA 8145QA AQA 60182179
Pap(_er 1 AD_ — America,1920-1973:Opportunity 81450A AQA 60182179
and inequality
Paper 1 BA — Conflict and tension: The first
world War, 1894-1918 8145QA AQA 60182179
Paper 2 AA — Britain: Health and the
people:c1000 to the present day 8145QA AQA 60182179
81450QA AQA 60182179

Paper 2 BA Norman England c1066 -c1100
BTEC L1/2 Tech Award in Digital Information BTEC
Technology Pearson/Edexcel 60370506
BTEC L1/2 Tech Award in Health and Social BTEC
Care Pearson/Edexcel 60370476
Geography 1GBO Edexcel/Pearson | 60181357
Mathematics 1IMA1 Edexcel/Pearson | 60147003
PE 1PEO Edexcel/Pearson | 60181618
Religious Studies - Option 1IRBOWM 1RBO WM Edexcel/Pearson | 60300632
1F Religion & Ethics Judaism 1RBO WM Edexcel/Pearson | 60300632
2B Religion, Christianity, Peace & Conflict 1RBO WM Edexcel/Pearson | 60300632
Science Combined 1SCo Edexcel/Pearson | 60186124
Art and Design (Fine Art) C651QS Edugas 60180870
Drama C690QS Edugas 60184206
English Language C700QS Edugas 60145055
English Literature C720QS Edugas 60152461
Media Studies C680QS Edugas 60311150
Music (new) C660QS Edugas 6018131X
Computer Science J277 OCR 6018355X
Level 3 Maths (free standing qualification) 6693 OCR 10025480
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Subject

GCE/BTEC Subject Code Exam Board QN
Extended Project Qualification 7993 AQA 600/9534/9
Sociology 7192 AQA 601/3994/8
Biology 7402 AQA 601/4625/4
Physics — Option C Engineering 7408 AQA 601/4747/7
Psychology 7182 AQA 601/4838/X
Chemistry 7405 AQA 601/5731/8
Music 7272 AQA 601/8304/4
French 7652 AQA 601/8727/X
German 7662 AQA 601/8729/3
Geography 7037 AQA 601/8940/X
Design Technology 7552 AQA 603/1133/2
BTEC National Extended Certificate L3 in BTEC

Health and Social Care Pearson/Edexcel 601/7197/2
BTEC National Extended Certificate L3 Sport IE-erErcs:on/Edexcel 601/7218/6
Business Studies 9BSO Edexcel/Pearson | 601/4673/4
Core Maths 7MCO Edexcel/Pearson | 601/4857/3
Religious Studies - Option 9RS0ZT 9RS0 Edexcel/Pearson | 601/8741/4
1 Philosophy of Religion 9RSO0 Edexcel/Pearson | 601/8741/4
2 Ethics 9RSO0 Edexcel/Pearson | 601/8741/4
4E Judiasm 9RS0 Edexcel/Pearson | 601/8741/4
Mathematics 9MAO Edexcel/Pearson | 603/1333/X
Further Mathematics - Option 9FMOFO 9FMO Edexcel/Pearson | 603/1499/0
3B Further Statistics 9FMO Edexcel/Pearson | 603/1499/0
4D Decision Maths 9FMO Edexcel/Pearson | 603/1499/0
Level 3 Food Science and Nutrition 4563QD Edugas 601/4552/3
English Literature A720QS Edugas 601/4870/6
Art and Design (Fine Art) A651QS Edugas 601/4891/3
Photography AB6560QS Edugas 601/4891/3
English Language A700QS Edugas 601/5043/9
Media Studies A680QS Edugas 603/1149/6
History H505 OCR 601/4701/5
Y100 — Coursework H505 OCR 601/4701/5
Y106 — Early Tudors H505 OCR 601/4701/5
Y221 — Democracy and Dictatorship H505 OCR 601/4701/5
Y319 — Civil Rights 1865-1992 H505 OCR 601/4701/5
Computer Science H446 OCR 601/4911/5
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Qualifications delivered at Scalby School —

Subject Awarding Body | Curriculum Code
Art & Design (3D Design) AQA 8205
Art & Design (Fine Art) AQA 8202
Art & Design (Graphic Communication) AQA 8203
Biology AQA 8461
Business Pearson 1BSO
Chemistry AQA 8462
Combined Science: Trilogy AQA 8464
Computer Science OCR J277
Creative iMedia (Cambridge National) OCR J834
Drama Edugas C690QS
Engineering Design (Cambridge National) OCR J822
English Language Edugas C700QS
English Literature Edugas C720QS
Enterprise & Marketing (Cambridge National) OCR J837
French AQA 8658
Further Maths AQA 8365
Geography AQA 8035
Health & Social Care (BTEC Technical) Pearson RHS3
History BR Pearson 1H10
Hospitality & Catering Technical Edugas 8409
Mathematics Pearson 1MA1L
Music AQA 8271
Physical Education Pearson 1PEO
Physics AQA 8463
Psychology Pearson 1PSO
Religious Studies Edugas C120P3
Sport Studies (Cambridge National) OCR J829
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Qualifications delivered at Scarborough UTC -

GCSE/BTEC Subject Exam Board
GCSE English Language and Literature WJEC/EDUQAS
GCSE Mathematics Edexcel
GCSE Statistics Edexcel
Combined Science Trilogy AQA

GCSE Biology, Chemistry and Physics AQA

GCSE Computer Science OCR

GCSE Sociology AQA

GCSE Geography OCR

BTEC Level 2 Health & Social Care OCR
CamNat Engineering Levell/2 Certificate OCR

Level 2 Certificate Mathematics AQA
GCE/BTEC Subject Exam Board
Level 3 Certificate Mathematics AQA

GCE Mathematics Edexcel
Further Mathematics Edexcel
GCE Physics AQA

GCE Biology AQA

GCE Environmental Science AQA
Extended Project AQA

GCE Computer Science OCR

GCE D&T Product Design OCR

Camb Tech Diploma in Engineering OCR

Camb Tech Extended Certificate in Engineering OCR

Level 3 Camb Tech Introductory Diploma IT OCR
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