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The purpose of this exam policy is:

« To ensure the planning and management of exanmhducted efficiently and
in the best interest of candidates

« To ensure the operation of an efficient exam syst&im clear guidelines for
all relevant staff.

It is the responsibility of everyone involved iretbentre’s exam processes to read,
understand and implement this policy.

This exam policy will be reviewed annually.

This exam policy will be reviewed by the head afitce and exams officer.

1. Exam responsibilities

Head of Centre
Overall responsibility for the school as an examitiee

« Advises on appeals and re-marks

« The head of centre is responsible for reportingaipicions or actual
incidents of malpractice. Refer to the JCQ docunSagpected malpractice in
examinations and assessments.

Exams Office Manager/Exams Officer
Manages the administration of public and interixalnes:

« Advises the senior leadership team, subject ars$ ¢ldors and other relevant
support staff on annual exam timetables and agjit@rocedures as set by
the various exam boards

« Oversees the production and distribution to staffiernors and candidates of
an annual calendar for all exams in which candglai# be involved and
communicates regularly with staff concerning immmindeadlines and events

« Ensures that candidates and their parents aremefbof and understand those
aspects of the exam timetable that will affect them

+ Consults with teaching staff to ensure that necgssaursework is completed
on time and in accordance with JCQ guidelines

+ Provides and confirms detailed data on estimatétken




+ Receives, checks and stores securely all exam gapdrcompleted scripts

« Administers access arrangements and makes apptisdtr special
consideration using the JC&gcess arrangements and special considerations
regulations andGuidance relating to candidates who are eligible for
adjustments in examinations

- Identifies and manages exam timetable clashes

« Accounts for income and outgoings relating to adra costs/charges

« Line manages the senior exam invigilator in orgagishe recruitment,
training and monitoring of a team of exams invigla responsible for the
conduct of exams

+ Prepares and presents reports to the SLT showsulfseachieved in relation
to expected grades and comparable data for preyears, indicating where
future procedural improvements might be made

« Submits candidates’ coursework marks, tracks dispamd stores returned
coursework and any other material required by pp@priate awarding
bodies correctly and on schedule

+ Arranges for dissemination of exam results andfeates to candidates and
forwards, in consultation with the SLT, any app&alsnark requests

+ Maintains systems and processes to support théytenéy of candidates for
their exams.

» Verifies the identity of candidates sitting exantioas.

Heads of Department

« Guidance and pastoral oversight of candidates wiamsure about exam
entries or amendments to entries.

+ Involvement in post-results procedures.

« Accurate completion of coursework mark sheets auldation sheets.

« Accurate completion of entry and all other marketh@and adherence to
deadlines as set by the exams officer.

Head of Careers
« Guidance and careers information.
Teachers
« Notification of access arrangements (as soon aslgesfter the start of the
course).
« Submission of candidates’ names to heads of depattsthool/curriculum.
SENCO
+ Liaises with exams officer in the administrationagtess arrangements.
« Identification and testing of candidates, requiretador access arrangements.
« Provision of additional support — with spellingadéng, mathematics,

dyslexia or essential skills, hearing impairmemtgksh for speakers of other
languages, IT equipment — to help learners achiesie course aims.




Lead invigilator/invigilators

« Collection of exam papers and other material froenéxams office before the
start of the exam.

« Collection of all exam papers in the correct oratethe end of the exam and
their return to the exams office.

Candidates

« Confirmation and signing of entries.

« Understanding coursework regulations and signidgdaaration that
authenticates the coursework as their own.

2. Thestatutory tests and qualifications offer ed

The statutory tests and qualifications offerechat tentre are decided by the head of
centre and the senior leadership team.

The statutory tests and qualifications offeredN@I's, GCSE, BTEC, Nationals and
Entry Level.

The subjects offered for these qualifications ig academic year may be found in the
centre’s published prospectus for that year. Ifeleas been a change of syllabus
from the previous year, the exams office must berimed as soon as possible.

Decisions on whether a candidate should not takedamdual subject or all NCTs
will be taken in consultation with the candidatesrents/carers, SENCO, subject
teachers, head of key stage, heads of subjecthardkputy head.

At Key Stage 3 - All candidates will take English, mathematicsesce and ICT
(from 2008). The school will consider the use @émention or booster strategies in
connection with any candidates who are unlikelgttain the minimum level.

At Key Stage 4 - All candidates will be entitled, and enabledathieve an entry for
qualifications from an external awarding body.

3. Exam seasons and timetables

3.1 Exam seasons
Internal exams are scheduled in November, DecerMaach, April, May and June.
External exams are scheduled in November, Janumaryane.

Which exam series are used in the centre is detigéke head of centre, heads of
department and the senior leadership team.




3.2 Timetables

Once confirmed, the exams officer will circulate #xam timetables for internal
exams and external exams.

4. Entries, entry detailsand late entries

4.1 Entries

Candidates are selected for their exam entrieb®d¥yéads of centre, heads of subject
and the heads of department.

Candidates, or parents/carers, can request a sebijieg, change of level or
withdrawal.

The centre does accept entries from external catelid
4.2 Lateentries

Entry deadlines are circulated to heads of depanttiime either internal post or
meeting with exams officer.

Late entries are authorised by the heads of depattraxams officer and senior
leadership team.

The centre will pay all normal exam fees on bebatfandidates.
Late entry or amendment fees are paid by centre.

Candidates or departments will not be chargedHanges of tier, withdrawals made
by the proper procedures or alterations arisingifemiministrative processes provided
these are made within the time allowed by the aingrdodies. Departments may be
charged for very late entry or amendments.

Candidates who do not sit any examination for wiingy have been entered and the
school is not satisfied with the reason for noeratance will be charged for all costs
incurred.




6. The Disability Discrimination Act (DDA), special needs and access

arrangements

6.1 DDA

The Disability Discrimination Act 2005 extends thgplication of the DDA to general
qualifications. All exam centre staff must ensuratthe access arrangements and
special consideration regulations and guidanceamsistent with the law.

6.2 Special needs

A candidate’s special needs requirements are detediby the SENCO, doctor,
pastoral teacher and educational psychologistdialis teacher.

The SENCO will inform subject teachers of candidatéh special educational needs
who are embarking on a course leading to an exactthe date of that exam. The

SENCO can then inform individual staff of any spdarrangements that individual
candidates can be granted during the course athe iexam.

6.3 Access arrangements

Making special arrangements for candidates to ¢xiaens is the responsibility of the
SENCO and the exams officer.

Submitting completed access arrangement applicatmthe awarding bodies is the
responsibility of the exams officer.

Rooming for access arrangement candidates wiltfa@mged by the SENCO with the
exams officer.

Invigilation and support for access arrangementlickates will be organised by the
SENCO with the exams officer.

7. Estimated grades

Estimated grades

The heads of department will submit estimated ggadéhe exams officer when
requested by the exams officer.

8. Managing invigilators and exam days

8.1 Managing invigilators
External invigilators will be used for internal K&tams and external exams.
The recruitment of invigilators is the responstiilbf the exams officer.

Securing the necessary Criminal Records Bureau j@CRRArance for new
invigilators is the responsibility of the centrenadistration.




CRB fees for securing such clearance are paiddgéhtre.
Invigilators are timetabled and briefed by the egafficer.

Invigilators’ rates of pay are set by the centreguistration.
8.2 Exam days

The exams officer will book all exam rooms aft@idon with other users and make
the question papers, other exam stationery andrialatavailable for the invigilator.

Site management and the exams officer are resperisitsetting up the allocated
rooms.

The exams staff, Head of Centre or senior managewitstart all exams in
accordance with JCQ guidelines.

Subject staff may be present at the start of tlaeneto assist with identification of
candidates but must not advise on which questimn$oabe attempted.

In practical exams subject teachers may be on imacase of any technical
difficulties.

Exam papers must not be read by subject teacheesnmved from the exam room
before the end of a session. Papers will be diggtbto heads of department at the
end of the exam session and once all completedpapee left the building.

A relevant subject teacher may be available to cedény subject-specific
instructions and start the exam, if required.




9. Candidates, clash candidates and special consideration

9.1 Candidates

The centre’s published rules on acceptable dresgvour and candidates’ use of
mobile phones and all electronic devices applyldinaes.

Candidates’ personal belongings remain their owpaasibility and the centre
accepts no liability for their loss or damage. d8eal belongings may be left in the
school office.

Disruptive candidates are dealt with in accordamitle JCQ guidelines.

Candidates may leave the exam room for a genuirgope requiring an immediate
return to the exam room, in which case a membstadf must accompany them.

The exams officer will attempt to contact any caadte who is not present at the start
of an exam and deal with them in accordance wit gGidelines.

9.2 Clash candidates

The exams officer will be responsible as necesargupervising escorts, identifying
a secure venue and arranging overnight stays.

9.3 Special consideration

Should a candidate be ill before an exam, suffezdament or other trauma, be
taken ill during the exam itself or otherwise digaidtaged or disturbed during an
exam, then it is the candidate’s responsibilitalert the centre, the exams officer, or
the exam invigilator, to that effect.

The candidate must support any special considerataam with appropriate evidence
within three days of the exam, for example a |dti@mn the candidate’s doctor.

The exams officer will then forward a completed@aleconsideration form to the
relevant awarding body within seven days of therexa




10. Cour sewor k and appeals against inter nal assessments

10.1 Cour sewor k
Candidates who have to prepare coursework shous diy the end of the course.

Heads of department will ensure all courseworle&ly for despatch at the correct
time. The exams officer will keep a record of whas been sent when and to whom.

Marks for all internally assessed work and estiohgt@des are provided to the exams
office by the heads of department.

10.2 Appeals against inter nal assessments

The centre is obliged to publish a separate praeeol this subject, which is
available from the exams office.

The main points are:

« Appeals will only be entertained if they apply be tprocess leading to an
assessment. There is no appeal against the mgriade awarded

« Candidates may appeal if they feel their coursevimaikbeen assessed
unfairly, inconsistently or not in accordance wtitle specification for the
gualification

+ Appeals should be made in writing by 30 June tdted of centre (or other
nominee) who will decide whether the process usadfocmed to the
necessary requirements

« The head of centre’s findings will be notified imiting, copied to the exams
officer and recorded for awarding body inspection.

11.1 Results

Candidates will receive individual results slipsresults days either in person at the
centre or by post to their home addresses (camdidatprovide sae).

Arrangements for the school to be open on resalgs dre made by the head of
centre.

The provision of staff on results days is the resality of the head of centre.
11.2 EARs

EARs may be requested by centre staff or candidftiesre are reasonable grounds
for believing there has been an error in marking.

If a result is queried, the exams officer, teacltstajf and head of centre will
investigate the feasibility of asking for a re-matkthe centre’s expense.




When the centre does not uphold an EAR, a candidateapply to have an enquiry
carried out. If a candidate requires this agaimstadvice of subject staff, they will be
charged.

11.3ATS

After the release of results, candidates may aljesustaff to request the return of
papers within three days’ scrutiny of the results.

Centre staff may also request scripts for inveitgeor for teaching purposes. For
the latter, the consent of candidates must be ruddai

GCSE re-marks cannot be applied for once a scaptleen returned. (See also
section 5: Exam fees)

12. Certificates

Certificates are presented in person or collechebsigned for.

Certificates may be collected on behalf of a caaididy a third party, provided they
have been authorised to do so.

Replacement certificates are only issued if a acatdiagrees to pay the costs
incurred.

Thecentreretains certificatesfor five years.

Head of centre Exams officer

10 November 2009
Date




