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1. KEY STAFF INVOLVED IN THE EXAMS POLICY

Role

Name(s)

Head of centre

Jane Reason

Exams officer

Nicola Hayward

SENCo

Rebecca Morgan

Senior leader with overall

Emma Oxnam

examination responsibility
Senior leaders

Adele Grimwood
Tracy Rose

2. PURPOSE OF THE POLICY
The Albany is committed to ensuring that the exams management and administration process is run effectively and
efficiently. This exam policy will ensure that:






all aspects of the centre exam process is documented and other relevant exams-related policies, procedures
and plans are signposted
the workforce is well informed and supported
all centre staff involved in the exams process clearly understand their roles and responsibilities
all exams and assessments are conducted in accordance with JCQ and awarding body regulations, guidance and
instructions, thus maintaining the integrity and security of the examination/assessment system at all times
exam candidates understand the exams process and what is expected of them.

This policy will be 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.
The Examinations Officer (EO) is responsible for the annual review and any required update of this policy.
The SEMH Local Governing Body is responsible for the approval and sign-off of this policy.
This policy will be communicated to all relevant centre staff via the use of The Albany and Trust Polices folder available
on Office365 Sharepoint.
3. ROLES AND RESPONSIBILITIES OVERVIEW
3.1 HEAD OF CENTRE
“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”
The head of centre may not appoint themselves as the examinations officer. A head of centre and an examinations officer
are two distinct and separate roles.”
The Head of Centre will:


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

The Head of Centre will ensure:























the National Centre Number Register (NCNR) annual update (administered on behalf of the JCQ member
awarding bodies by OCR) is responded to, held on file and be available for inspection. This cannot be delegated
to a member of the senior leadership team or the EO. Failure to respond will result in centre status being
suspended, not being able to submit exam entries and not receiving or being able to access question papers.
that the relevant senior leader(s), the examinations officer (EO) and the SENCo are appropriately trained and
supported in order to facilitate the effective delivery of examinations and assessments within the centre, and
ensure compliance with the published JCQ and awarding body regulations
a SENCo is appointed, who will determine appropriate arrangements for candidates with learning difficulties
a workforce of an appropriate size and competence is retained, including sufficient managerial and other
resource, to undertake the delivery of the qualification as required by an awarding body
provide fully qualified teachers to mark non-examination assessments and/or fully qualified assessors for the
verification of centre-assessed components
centre staff are supported and appropriately trained to undertake key tasks within the exams process
centre staff undertake key tasks within the exams process and meet internal deadlines set by the EO
that a teacher, tutor or a senior member of centre staff who teaches the subject being examined, is not an
invigilator during the examination
confidentiality and security within the examination process is compliant with and managed as per JCQ and
awarding body regulations, guidance and instructions
all staff involved in the administration and invigilation of exams within the centre complete a Declaration of
Interest form before the published deadline for entries for each examination series. All conflicts of interest will
be reported to awarding bodies before the published deadline for entries and records kept of measures taken
to mitigate risk and maintain the integrity of the qualifications.
that entering members of centre staff for qualifications at the centre will be a last resort in cases where the
member of centre staff is unable to find another centre and if necessary then ensure proper protocols are in
place to maintain the integrity and confidentiality of the examinations.
the centre is adequately covered for public liability claims and complies with health and safety regulations
risks to the exam process are assessed and appropriate risk management processes/contingency plans are in
place (see Appendix A)
required internal appeals procedures are in place and drawn to the attention of candidates and where relevant
parents/carers (see Appendix B)
a Safeguarding and Child Protection policy is updated annually in line with current legislation (available on the
Office365 Sharepoint and published on The Albany website)
safer recruitment procedures are followed, and that all staff and volunteers are subject to enhanced Disclosure
and Barring Service (DBS) checks (the Staff and Volunteers Code of Conduct policy refers and is available on the
Office365 Sharepoint and published on the The Albany website)
a disability policy showing the centre’s compliance with relevant legislation is in place (refer to the separate
Equality Policy available on the Office365 Sharepoint and published on The Albany website)
the Information Management and Acceptable Use of IT policy details how the centre uses candidate data and is
available on the Office365 Sharepoint and published on The Albany website
a written escalation process is in place should the head of centre or the member of the senior leadership team
with oversight of examination administration, be absent (Appendix C)

3.2 EXAMS OFFICER (EO)
“The examinations officer is the person appointed by a 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.”
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The EO will:











complete/submit the National Centre Number Register annual update (administered on behalf of the JCQ
member awarding bodies by OCR https://ocr.org.uk/administration/ncn-annual-update/) by the end of October
each year
be familiar with the contents of annually updated JCQ/awarding body publications including:
 General Regulations for Approved Centres
 Instructions for Conducting Examinations (ICE)
 Suspected Malpractice – Policies and Procedures
 Post-Results Services (PRS)
 A guide to the special consideration process
be familiar with the contents of annually updated information from awarding bodies on administrative
procedures, key tasks, key dates and deadlines
ensure key tasks are undertaken and key dates and deadlines met
recruit, train and deploy a team of internal/external invigilators; appoint lead invigilators, as required, and keep
a record of the content of training given
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 what is and what
is 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

3.3 SENIOR LEADERSHIP TEAM (SLT)


will be familiar with the contents, refer to and direct relevant centre staff to annually updated JCQ and awarding
body 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)
 A guide to the special consideration process

3.4 SPECIAL EDUCATIONAL NEEDS COORDINATOR (SENCO)







understands the contents, refers to and directs relevant centre staff to annually updated JCQ publications,
including those from awarding bodies who are not members of JCQ and where there are differences in
procedure
 Access Arrangements and Reasonable Adjustments
 Cambridge Handbook (UK) Access Arrangements
will lead on the access arrangements and reasonable adjustments process (referred to in this policy as ‘access
arrangements (AA))
if not the qualified specialist assessor, will work with the person appointed, on all matters relating to assessing
candidates and ensures the correct procedures are followed
will present when requested by a JCQ or awarding body inspector, evidence of the specialist assessor’s
qualification
ensure a member of SLT is fully briefed on student AA (including the full supporting evidence) to enable them
to able to assist the JCQ/awarding body inspector in the event of their absence
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3.5 TEACHING STAFF



will undertake key tasks, as detailed in this policy, within the exams process (exam cycle) and meet internal
deadlines set by the EO and SENCo
will keep themselves updated with awarding body subject and teaching-specific information to confirm effective
delivery of qualifications

3.6 INVIGILATION STAFF



will attend training, update, briefing and review sessions as required
will provide information as requested on their availability to invigilate

3.7 ADMINISTRATIVE STAFF



will support the EO in dealing with receipt and dispatch of confidential exam materials and follow the
requirements for maintaining the integrity and confidentiality of exam materials
will support the EO in relevant matters relating to exam rooms and resources

3.8 CANDIDATES
Where applicable in this policy, the term ‘candidates’ refers to candidates and/or their parents/carers.
4. THE EXAM CYCLE
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:






Planning
Entries
Pre-exams
Exam time
Results and post-results

This exam policy identifies the roles and responsibilities of centre staff within this cycle.
4.1 PLANNING
Head of Centre will:







direct relevant centre staff to annually updated JCQ and awarding body publications including:
General Regulations for Approved Centres
Instructions for Conducting Examinations (ICE)
Access Arrangements and Reasonable Adjustments (AA)
Suspected Malpractice – Policies and Procedures
Instructions for conducting non-examination assessments (NEA) (and the instructions for conducting
coursework)
 A guide to the special consideration process
The EO will:
 inform relevant centre staff of JCQ and awarding body documentation relating to the exam process that has
been updated
 signpost relevant centre staff to information that should be provided to candidates
 as the centre administrator, approve relevant access rights for centre staff to access awarding body secure
extranet sites
Information Gathering
The EO will:
 undertake 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
 collate all data into one central point of reference
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 research awarding body guidance to identify administrative processes, key tasks, key dates and deadlines for all
qualifications
 produce an annual exams plan of key tasks and key dates to ensure all external deadlines can be effectively met;
inform key centre staff of internal deadlines
 collect information on any internal mock exams to enable preparation for and conduct of mock exams
Teaching staff will:
 respond to requests from the EO on information gathering
 meet the internal deadline for the return of information
 inform the EO of any changes to information in a timely manner minimising the risk of late or other penalty fees
being incurred by an awarding body
 note the internal deadlines in the annual exams plan
Access Arrangements
The Head of Centre will:
 appoint a qualified assessor and ensure assessment procedures are followed in accordance with JCQ Access
Arrangements and Reasonable Adjustments (chapter 7)
 obtain evidence of the assessor’s qualification (s) prior to the assessor undertaking any assessment of a
candidate
o ensure the SENCo is fully supported in effectively implementing access arrangements and reasonable
adjustments once they are approved
The SENCo will:
 assess candidates (or work with the appointed qualified assessor as appointed by the head of centre) to identify
access arrangements requirements
 hold evidence of the assessor’s qualification(s) on file and make it available for JCQ or awarding body inspectors
 gather evidence to support the need for access arrangements for a candidate
 liaise with teaching staff to gather evidence of normal way of working, of an affected candidate
 gather signed personal date consent, Privacy Notice (AAO) and Data Protection confirmation from candidates
where required
 apply 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
 Determine candidate eligibility for arrangements or adjustments that are centre-delegated
 keep relevant evidence for each candidate on file for JCQ/awarding body inspection purposes. This information
can be stored electronically but an e-folder must be created for each individual candidate.
 liaise with the EO regarding exam time arrangements for access arrangement candidates
 ensure staff appointed to facilitate access arrangements for candidates are appropriately trained and
understand the rules of the particular access arrangement(s) and keep a record of the content of training
provided
 provides and annually reviews a centre policy on the use of word processors in exams and assessments
(Appendix D)
 ensure that candidates are allowed separate invigilation within the centre where this best meets their
individual needs
 employ good practice in relation to the Equality Act 2010
SLT and teaching staff will:
 support the SENCo in determining and implementing appropriate access arrangements
Internal Assessment and Endorsements
The Head of Centre will ensure:
 an internal appeals procedure is in place for a candidate (or parent/carer) to appeal against an internal
assessment decision and request a review of the centre’s marking (Appendix B)
 a policy for the management of non-examination assessment (NEA) is in place for GCSE qualifications which
include NEA components, identifying staff responsibilities and examining potential risks (Appendix E)
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 that fully qualified teachers mark non-examination assessments
 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
SLT will 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
 a process of internal moderation, standardisation and verification is in place (Appendix F)
Teaching staff will ensure:
 that when delivering GCSE specifications (which include components of non-examination assessment) they
follow https://www.jcq.org.uk/exams-office/non-examination-assessments and the specification provided by
the awarding body
 that when delivering Entry Level Certificate or Project qualifications follow instructions for conducting
coursework https://www.jcq.org.uk/exams-office/coursework and subject-specific information where provided
by the awarding body
 that when delivering other qualifications follow appropriate instructions issued by the awarding body
 appropriate instructions for conducting internal assessment are followed
 candidates are aware of JCQ or awarding body information for candidates on producing work that is internally
assessed (coursework, non-examination assessments, social media) prior to assessments taking place
The EO will:
 Identify relevant key dates and administrative processes that need to be followed in relation to internal
assessment
 Signpost teaching staff to relevant https://www.jcq.org.uk/exams-office/information-for-candidatesdocuments/ that are annually updated
Invigilation
The EO will:
 provide an annual training event for new invigilators on the instructions for conducting exams. Identify if new
invigilators have invigilated previously and if any current maladministration/malpractice sanctions apply to them
 provide an annual update for existing invigilators so that they are aware of any changes for that academic year
and before they are allocated an exam to invigilate
 in conjunction with the SENCo, ensure invigilators supervising access arrangement candidates understand their
role and the rules and regulations of the access arrangement(s)
 retain a record of the content of invigilation training given until the deadline for reviews of marking has passed
or until any appeal, malpractice or other results enquiry has been complete.
 collect evaluation of training to inform future events
4.2 ENTRIES
The term ‘entries’ is used to describe entry/registration information for internally and externally assessed components
and certification of qualifications against which a result will be reported.
Estimated Entries
The EO will:
 request estimated or early entry information, where this may be required by awarding bodies, from teaching
staff in a timely manner to ensure awarding body external deadlines for submission can be met
 make candidates aware of the JCQ Information for candidates – Privacy Notice at the start of a vocational
qualification or when entries are being processed for a general qualification
Teaching staff will:
 provide entry information requested by the EO to the internal deadline
 inform the EO immediately of any subsequent changes to entry information
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Final Entries
The EO will:
 request final entry information from teaching staff in a timely manner to ensure awarding body external
deadlines for submission can be met
 ensure as far as possible that entry processes minimise the risk of entries or registrations being missed and
reduce the potential for late or other penalty fees being charged by awarding bodies
 observe each awarding body’s terms and conditions for the entry and withdrawal of candidate for their
examinations and assessments and observe and regulatory requirements for the qualifications
Teaching staff will:
 provide information requested by the EO to the internal deadline
 inform the EO immediately, or at the very least prior to the deadlines, of any subsequent changes to final entry
information, which includes:
 changes to candidate personal details
 amendments to existing entries
 withdrawals of existing entries
 check final entry submission provided by the EO and confirm information is correct.
Entry Fees
All exam entries are charged to a centrally held exam budget
Late Entries
The EO will:
 have clear entry procedures in place to minimise the risk of late entries
 charge any late or other penalty fees to departmental budgets
Teaching staff will
 minimise the risk of late entries by
 following procedures identified by the EO in relation to making final entries on time
 meeting internal deadlines identified by the EO for making final entries
Private Candidates
Requests from private candidates will be considered on a case by case basis, responsibility for the final decision rests
with the Head of Centre
 the cost of any entries for private candidates will be recharged to the individual, together with a charge for exam
administration and invigilation.
Candidate statements of entry
The EO will
 provide candidates with their statements of entry for checking
Teaching staff will
 ensure candidates check statements of entry and return any relevant confirmation required to the EO
Candidates will


confirm entry information is correct or notify the EO of any discrepancies
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4.3 PRE EXAMS
Access Arrangements
The SENCo will:








ensure 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 arrangement is required at the time of an exam)
ensure candidates are involved in any decisions about arrangements, adjustments and /or adaptations that may
be put in place for him/her
ensure exam information (JCQ information for candidates, individual exam timetable etc.) is adapted where this
may be required for a disabled candidate to access it
allocate 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, ensure that 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

Briefing Candidates
Before exams the EO will:






issue individual exam timetable information to candidates and inform candidates of any contingency day
awarding bodies may identify in the event of a national or significant local disruption to exams
issue relevant JCQ information for candidates:
where relevant, issue awarding body information to candidates
issue centre exam information to candidates which will include information on:
exam timetable clashes
 arriving late for an exam
 absence or illness during exams
 what equipment is not provided by the centre
 food and drink in exam rooms
 wrist watches in exam rooms
 when and how results and certificates will be issued and the staff that will be available
 the post-results services and how the centre deals with requests from candidates [JCQ General Regulations 5]
(Appendix G)

Dispatch of Exam Scripts
The EO will


identify and confirm arrangements for the dispatch of candidate exam scripts with the DfE ‘yellow label service’
or the awarding body where qualifications sit outside the scope of the service

Internal Assessment and endorsements
The Head of Centre will:
 ensure procedures are in place for candidates to appeal internal assessment decisions and make requests for
reviews of marking
The SENCo will:


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

Teaching staff will:
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support the SENCo in implementing appropriate access arrangements for candidates and undertaking internal
assessments and practical endorsements
 provide marks for internally assessed components of qualifications to the EO to the internal deadline
 authenticate candidates’ work as per awarding body requirements
 assess endorsed components according to awarding body requirements
 provide required samples of work for moderation and sample recordings for monitoring to the EO to the internal
deadline
 ensure candidates are informed of centre assessed marks prior to marks being submitted to awarding bodies
The EO will:





submit marks, endorsement grades and samples to awarding bodies/moderators to meet the external deadline
keep a record to track what has been sent
log moderated work returned to the centre
ensure teaching staff are aware of the requirements in terms of retention and subsequent disposal of
candidates’ work

Candidates will:
 authenticate their work as required by the awarding body
Invigilation
The EO will:






provide an annually reviewed/updated invigilation handbook to invigilators, train new invigilators on
appointment and update experienced invigilators on any regulation changes
make invigilators aware of the JCQ Checklist for Invigilators (for written examinations)
deploy invigilators effectively to exam rooms throughout an exam series
allocate invigilators to exam rooms as per the required ratios
liaise with the SENCo regarding the facilitation and invigilation of access arrangement candidates

The SENCo will:


liaise with the EO regarding facilitation and invigilation of access arrangement candidates

Invigilators will:


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

JCQ Centre or Awarding Body inspections
Inspections could take place throughout the year and the centre must be permanently staffed between 08:30 and 15:30
during term time.
The Head of Centre will:





co-operate with the JCQ Centre Inspection Service, an awarding body or a regulatory authority when subject
to an inspection, investigation or unannounced visit.
take all reasonable steps to comply with all requests for documentation made by an awarding body or
regulatory authority as soon as is practical
allow all venues used for examinations and assessments, paperwork and secure storage facilities to be open
for inspection
recognise that the JCQ Centre Inspector will identify themselves with a photo ID card and must be
accompanied throughout their tour of the premises including of the centre secure storage facility

The EO or a member of SLT must be available to:
 “accompany the Inspector throughout the course of his or her centre visit, including inspection of the centre’s
secure storage facility.” [JCQ Instructions for Conducting Examinations Introduction]

The SENCo or relevant Senior Leader (in the absence of the SENCo) will:
 meet with the Inspector when requested to provide documentary evidence regarding access arrangement
candidates and address any questions, the Inspector may raise
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Seating and Identifying Candidates in Exam Rooms
The EO will:





ensure a procedure is in place to verify candidate identity
ensure that invigilators are aware of the procedure
provide seating plans for exam rooms as per JCQ and awarding body requirements
ensure that candidates with access arrangements are identified on the seating plan and that invigilators are
informed of those candidates and made aware of the access arrangement(s) awarded

Invigilators will:
 follow the procedure for verifying candidate identity provided by the EO
 seat candidates in exam rooms as instructed by the EO/in the seating plan
Verifying Candidate Identity Procedure
Candidates that are students at the centre will be known to all centre and invigilation staff. All checks to establish
identity of students will have been taken by the Head of Centre when they were enrolled.
Private, external or transferred candidates who are not known to centre staff will be required to show documentary
evidence to prove that they are the same person who entered for the exam, e.g passport or other form photographic
ID, to the EO before they are able to enter the exam room.

Security of Exam Materials
The EO will:
 have a process in place to record when confidential materials are delivered to the centre and ensure they are
only issued to those authorised by the head of centre
 ensure that only persons approved by the head of centre or the exams officer are allowed access to the centre’s
secure storage facility and must be accompanied by a key holder at all times
 have in place a recording system 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
 ensure the secure storage facility contains only current and live confidential material (including live confidential
exam stationery provided by the awarding body for the use of candidates in their assessment)
 ensures the integrity and security of any electronic question paper is maintained during the downloading,
printing and collating process (ensuring printing is carried out in 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 will:


follow the process to log confidential materials delivered to the centre and issued to authorised staff for
transferal to the secure storage facility.

Teaching staff will:
 adhere to the recording system to track confidential materials taken from or returned to secure storage
throughout the time the material is confidential
Timetabling and Rooming
The EO will:
 produce a master centre exam timetable for each exam series
 identify and resolve candidate exam clashes in accordance with the regulations
 identify exam rooms and specialist equipment requirements
12

 allocate invigilators to exam rooms as per the required ratios
 ensure exam rooms are set up as per JCQ and awarding body requirements
 liaise with the SENCo regarding rooming of access arrangement candidates
The SENCo will:



liaise with the EO regarding rooming of access arrangement candidates
liaises with other relevant centre staff to ensure appropriate arrangements, adjustments and adaptations are
in place to facilitate access for disabled candidates to exams

Transferred Candidate Arrangements
The EO will:




liaise with the host or entering centre, as required
process requests to the awarding body deadline
where relevant (for an internal candidate) inform the candidate of the arrangements that have been made for
their transferred candidate arrangements

Internal Exams
The EO will:






prepare for the conduct of internal exams under external conditions
provide a centre exam timetable of subjects and rooms
provide seating plans for exam rooms
request internal exam papers from teaching staff
arrange invigilation

The SENCo will:


liaise with teaching staff to make appropriate arrangements for access arrangement candidates

Teaching staff will:



provide exam papers and materials to the EO
support the SENCo in making appropriate arrangements for access arrangement candidates

4.4 EXAM TIME
Access Arrangements
The EO will:




provide cover sheets for access arrangement candidates’ scripts where required for particular access
arrangements
have a process in place to deal with emergency access arrangements as they arise at the time of exams
apply for approval through AAO where required or through the awarding body where qualifications sit outside
the scope of AAO

Candidate Absence/Late Arrival
A candidate who arrives after the start of the exam will be allowed to enter the exam room and sit the exam.
Awarding Bodies who are members of JCQ. For those candidates who arrive within one hour of the published
starting time for an exam which lasts an hour or more, ie candidates arriving between 9.00am and 10.00am for a
morning exam or between 1.30pm and 2.30pm for an afternoon exam, there is no requirement to ensure
supervision of candidates before their arrival to the centre or for the EO to complete any paperwork to the
awarding body.
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A candidate will be considered very late if they arrive more than one hour after the published starting for an exam
which lasts one hour or more, ie after 10.00am for a morning exam or after 2.30pm for an afternoon exam, or for
an exam that lasts less than one hour if they arrive after the awarding bodies published finishing time.
Cambridge International, A candidate is considered a “late arrival” if they arrive after an exam has started and/or
after a period of Full /Centre Supervision has started, in accordance with the exam “Key Time” i.e. 10.00am or
2.00pm (UK Zone 3 whilst observing DST 28 Mar 21 – 31 Oct 21)
All candidates who arrive late will be allowed the full time for the exam and where necessary invigilation
arrangements will be amended to ensure appropriate supervision throughout the exam.
Where a candidate is identified as being absent at the start of an exam the EO will liaise with administrative staff
to make contact with transport providers and parents/carers to confirm the estimated arrival time or confirm nonattendance. Transport providers and parents/carers will be advised to keep the candidate under supervision at all
times until arrival at the centre and handed over to centre staff. The EO will ensure that a signed statement is
obtained and that the appropriate paperwork is submitted to the awarding body.
The Head of Centre will ensure that candidates and the parents/carers of candidates who persistently arrive late
or fail to attend exams are contacted to resolve any difficulties that a candidate may have.

The EO will:



ensure that candidates who arrive very late for an exam are reported to the awarding body as soon as practically
possible after the exam has taken place and in accordance with current regulations pertaining to the awarding
body
warn candidates that their work may not be accepted by the awarding body

Invigilators will:




be informed of the policy/process for dealing with absent candidates through training
ensure that relevant information is recorded on the exam room incident log
ensure that confirmed absent candidates are clearly marked as such on the attendance register and seating plan

Candidates will:


be re-charged relevant entry fees for unauthorised absence from exams

Conducting Exams
The Head of Centre will:


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

The EO will:


ensure exams are conducted as per JCQ and awarding body instructions

Dispatch of Exam Scripts
The EO will:



dispatch scripts as instructed by JCQ and awarding bodies
keep appropriate records to track dispatch

Exam Papers and Materials
The EO will:






organise exam question papers and associated confidential resources in date order in secure storage
attach erratum notices received to relevant exam question paper packets
collate attendance registers and examiner details in date order
regularly check mail or email inbox for updates from awarding bodies
in order to avoid potential breaches of security, ensure 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
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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 packet is opened
ensure an additional/second check is recorded
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




Exam Rooms
The Head of Centre will:






ensure that internal tests, mock exams, revision or coaching sessions are not conducted in a room “designated”
as an exam room(s)
ensure that a “designated” exam room(s) is not used for any other purpose other than conducting external
exams
ensure only authorised centre staff (who have not taught the subject being examined) are present in exam
rooms to perform permitted tasks
ensure that information relating to food and drink that may be allowed in exam rooms is clearly communicated
to candidates
ensure that candidates who leave an exam room, temporarily, are accompanied by a member of centre staff,
who is not the candidate’s subject teacher or subject expert for the examination in question. Extra time may be
allowed at the discretion of the centre to compensate for their temporary absence

The EO will:









ensure exam rooms are set up as instructed by JCQ and awarding bodies
provide invigilators with appropriate resources to effectively conduct exams
provide authorised exam materials which candidates are not expected to provide themselves
brief invigilators on exams to be conducted on a session by session basis, including AA
ensure invigilators and candidates are aware of the emergency evacuation procedure
ensure sole invigilators have an appropriate means of summoning assistance (mobile phones to be on silent
mode)
ensure invigilators understand how to deal with candidates who may need to leave the exam room temporarily
ensure invigilators understand they must be vigilant and remain aware of incidents or emerging situations, are
looking out for malpractice or candidates who may be in distress and subsequently record any incidents or issues
on the exam room incident log.

SLT will:


ensure a documented emergency evacuation procedure for exam rooms is in place (Appendix H)

Invigilators will:


conduct exams in every exam room according to JCQ Instructions of Conducting Examinations or the Cambridge
Handbook and as instructed by the centre in training/update events and briefing sessions

Candidates will:



follow instructions given to them in the exam rooms by authorised centre staff and invigilators
be required to remain in the exam room for the full duration of the exam

Food and Drink in Exam Rooms
The Albany encourages candidates to eat before they start their exam. To support this, breakfast or lunch is provided
to all candidates sitting morning or afternoon exams.
Food and drink may only be allowed in the exam room at the discretion of the Head of Centre.
Within the exam rooms, candidates will have access to drinks which are provided in clear plastic jugs. If candidates
wish to bring in their own drinks these must be transferred to a provided container or the labels removed from drink
containers, furthermore the packaging must be clear and free from branding/advertising
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Irregularities/Malpractice
The Head of Centre will:


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

The Albany will report as soon as it is discovered, by completing the appropriate documentation, any cases of
alleged, suspected or actual incidents of malpractice or maladministration. A report must be made to an awarding
body involving a candidate (during exams or following the authentication of controlled assessment, coursework
or verification of other assessed qualifications), or malpractice or maladministration by a member of staff.
The centre will investigate any instances of alleged malpractice in accordance with the JCQ publication ‘Suspected
Malpractice in Examinations and Assessments’ and provide such information and advice as the awarding body may
reasonably require.
Managing Behaviour
The Head of Centre has the authority to remove a candidate from the exam room, but will only do so if the
candidate would disrupt others by remaining in the room.
Exam seating arrangements take into account, as far as possible, candidate’s known behaviour and challenging
groupings of candidates.
Should an invigilator with several candidates experience persistent disruptive behaviour they should seek
assistance from the EO or a member of SLT.

SLT will:



ensure support is provided for the EO and invigilators when dealing with disruptive candidates in exam rooms
ensure that internal disciplinary procedures relating to candidate behaviour are instigated, when appropriate

The EO will:



provide an exam room incident log in all exam rooms for recording any incidents or irregularities
action any required follow-up and reports to awarding bodies as soon as practically possible after the exam has
taken place

Invigilators will:


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

Special Consideration
The EO will:




process eligible applications for special consideration to awarding bodies
gather evidence which may need to be provided by other staff in centre or candidates
submit to awarding bodies to the external deadline

Candidates will:


provide appropriate evidence to support special consideration applications, where required
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Unauthorised Items
Arrangements for unauthorised items taken into the exam room
As a matter of good practice, invigilators should encourage candidates to hand in their personal belongings to
authorised centre staff prior to each examination. Items are logged, kept securely in the school office and collected
at the end of the exam.
Any unauthorised items that have been taken into the exams room must be placed out of reach of the candidates
(and not under their desks) before the exam starts.
Unauthorised items, such as mobile phones, iPods, MP3/4 or similar devices and watches (smart or digital) should
be switched off and placed on the invigilator’s desk before the exam starts.
All stationery required for the exam will be provided for candidates – no other stationery, pencil cases or bags should
be on the exam desk.
Invigilators will:
 be informed of the arrangements through training
Internal Exams
The EO will:



brief invigilators on conducting internal exams
return candidate scripts to teaching staff for marking

Invigilators will:


conduct internal exams as briefed by the EO

4.5 RESULTS AND POST RESULTS ROLES AND RESPONSIBILITIES
Internal Assessment
Teaching staff will ensure:



they keep candidates’ work, whether part of the moderation sample or not, secure and for the required period
stated by JCQ and awarding bodies
work is returned to candidates or disposed of according to the requirements

Managing Results Day(s)
The Head of Centre will:



identify centre staff who will be involved in the main summer results day and their role
ensure the centre is open and accessible to centre staff and candidates, as required

Accessing Results
The Head of Centre will:



ensure results are kept entirely confidential and restricted to key members of staff until the official dates and
times of release of results to candidates
understands that it is not permitted to withhold provisional results from candidates under any circumstances

The EO will:






inform candidates in advance of when and how results will be released to them
access results from awarding bodies under restricted release of results, where this is provided by the awarding
body
resolve any missing or incomplete results with awarding bodies
issue statements of results to candidates on publication of results
provide summaries of results for relevant centre staff on publication of results
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Post-Results Services
The EO will:







provide information to candidates and staff on the services provided by awarding bodies and the fees charged
publish internal deadlines for requesting the services to ensure the external deadlines can be effectively met
provide a process to record requests for services and collect candidate informed consent (after the publication
of results) and fees where relevant
submit requests to awarding bodies to meet the external deadline for the particular service
track requests to conclusion and inform candidates and relevant centre staff of outcomes
update centre results information, where applicable

The Head of Centre will:




ensure an internal appeals procedure is available where candidates disagree with the centre decision not to
support a clerical re-check, a review of marking, or a review of moderation or an appeal
will ensure that senior members of centre staff are available immediately after the publication of results
understand 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 believe to be affected (candidate consent is required
as marks and subjects grades may be lowered, confirmed or raised)

Teaching staff will:




be aware of the Internal Appeals Form (Appendix I)
meet internal deadlines to request the services and gain relevant candidate informed consent
identify the budget to which fees should be charged

Candidates will:



meet internal deadlines to request the services
provide informed consent and fees, where relevant

Analysis of Results
Following the publication of results, the Head of Centre will:




provide analysis of results to appropriate centre staff
provide results information to external organisations where required
undertake the Key Stage 4/16-18 Performance Tables checking exercise

Issue and Retention of Certificates
Certificates are provided to centres by awarding bodies after results have been confirmed. The process for issuing
certificates to candidates is:
The Albany will hold each year a Leavers Celebration Event at which certificates will be presented to all candidates.
The centre is not authorised to delay distribution of certificates to candidates regardless of any disputes (such as
non-payment of fees).
For those candidates who are unable to attend, the EO will ensure that certificates are posted to their home address.
A record of issued certificates should be kept.
Any certificates that either remain uncollected or are returned as undelivered will be held securely by the EO until
such time as they can be distributed to candidates, but for a minimum of 12 months from date of issue. Certificates
can be destroyed in a confidential manner after retaining them for a minimum of 12 months, a register of destruction
should be retained for four years from their date of destruction.

Candidates may:


arrange for certificates to be collected on their behalf by providing the EO with written or email
permission/authorisation; authorised persons must provide ID evidence on collection of certificates
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5. EXAMS REVIEW
The EO will:



provide SLT with an overview of the exam year, highlighting what went well and what could be
developed/improved in terms of exams management and administrative processes within the stages of the
exam cycle
collect and evaluate feedback from staff, candidates and invigilators to inform an exams review

SLT will:


work with the EO to produce a plan to action any required improvements identified in the review

6. RETENTION OF RECORDS
The EO will:



keep records as required by JCQ and awarding bodies for the required period
keep records as required by Academies Toolkit 2019, issued by the Information and Records Management
Society
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APPENDIX A: EXAM CONTINGENCY PLAN
In case of localised disruption to The Albany, or more widespread disruption to the Examination System, the following
contingencies are to be followed. They are based upon OFQUAL guidance to schools and colleges which can be found
here:
https//www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-and-northernireland/what-schools-and-colleges-should-do-if-exams-or-other-assessments-are-seriously-disrupted
The plan is
exhaustive and ranges from contingencies that affect only the awarding bodies to those that affect individual pupils.
Included in this plan are those contingencies that are likely to affect the centre and its pupils.
The key to dealing with any disruption is communication. This is particularly important with regards to any form of
disruption that affects individual pupils and external exams.
The advice in such cases is to contact the centre at the earliest opportunity by telephone and speak to the Exams Officer.
This plan should be read in conjunction with the relevant sections of the centre’s website dealing with weather updates
and bad weather procedures.
1. Disruption of teaching time - centre is closed for an extended period
Centre is 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
 Where there is disruption to teaching time and students miss teaching and learning it remains the responsibility
of the centre to prepare students, as usual, for exams.
 In the case of modular courses, centre may advise candidates to sit exams in an alternative series
 Centre to have plans in place to facilitate alternative methods of learning, such as one to one learning or home
tuition.
2. Disruption in the distribution of exam papers
If disruption to the distribution of exam papers to the centre in advance of exam occurs
 Awarding bodies to provide the centre with electronic access to exam papers via a secure external network.
 Awarding bodies to source alternative couriers for delivery of hard copies.
3. Candidates unable to take exams because of a crisis - centre remains open
If candidates are unable to attend exam centre to take exams as normal
 Centre to liaise with candidates to identify whether the exam can be sat at an alternative venue in agreement
with the relevant awarding bodies
 Centre to offer candidates an opportunity to sit any exam missed at the next available series (if available)
 Centre to apply to awarding bodies for special consideration for candidates where they have met the minimum
requirements. Candidates are only eligible for special consideration if they have a medical certificate or have
been advised by their centre not to attend an exam. If a candidate chooses not to sit an exam they should be
aware that special consideration rules will not apply.
4. Centre is unable to open as normal during the exam period
Where the centre is unable to open as normal for scheduled exams
 Centre must inform each awarding body with details of which exams are due to be taken as soon as is possible
 The responsibility for deciding whether it is safe for a centre to open lies with the Head of Centre. The Head of
Centre is responsible for taking advice, or following instructions from relevant local or national agencies in
deciding whether they are able to open
 Centre to open for exams and exam candidates only, if possible
 Centre to use alternative venues in agreement with relevant awarding bodies (for example accommodation
within neighbouring schools, use of local premises such as community centre)
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Centre may offer candidates an opportunity to sit any exams missed at the next available series where this is
possible
Centre to apply to awarding bodies for special consideration for candidates where they have met the minimum
requirements (see item 3 above).

5. Disruption to the transportation of completed exam papers
Where there is delay in normal arrangements for the return of completed exam scripts
 In the first instance centre to seek advice from awarding bodies
 Centre to ensure secure storage of completed exam papers until collection.
6. Assessment evidence is not available to be marked
Large scale damage to or destruction of completed exam scripts/assessment evidence before it can be marked
 Awarding bodies to generate candidate marks for affected assessments based on other appropriate evidence
of candidate achievement as defined by the awarding bodies
 Candidates to retake affected assessment at subsequent assessment window
7. Results Day
 In the event of the centre being unavailable on results day, owing to an unforeseen emergency, results will be
available to students from the BEST Academy Riverwalk school site. This will be communicated to
parents/carers and students by using the Teachers 2 Parents or Arbor (MIS) texting service.
8. Exams Officer is unable to fulfil role
Exams Officer is unable to come to work due to illness, injury or other crisis
 Business Manager (Deputy EO) is able to fulfil the duties of the Exams Officer with the assistance of other
members of the senior leadership team and administration team.
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APPENDIX B: APPEALS PROCEDURE AGAINST INTERNAL ASSESSMENT DECISIONS
The Albany is committed to ensuring that internal assessments are marked and administered fairly, consistently and in
accordance with the awarding body specifications and subject-specific associated documents.
This is ensured by:




Subject staff having the necessary and appropriate knowledge, understanding, skills, and training in this activity
Subject staff authenticating candidates work according to the requirements of the relevant awarding body
A process of internal moderation and external standardisation led by nominated staff

An appeal against internal assessment decisions can be made, based on the above not being fulfilled.
All appeals must follow the procedure detailed below.
Note: Appeals may only be made against the marking/assessment process not against the mark submitted by the
centre for moderation by the awarding body.
1. Appeals should be made as early as possible and at least two weeks before the end of the last externally assessed
paper in the exam series (eg the last GCSE written paper in the summer exam series)
2. Appeals should be made using the internal appeals form completed by the candidate (or parent/carer) (Appendix
I)
3. The Head of Centre will appoint a member of the senior leadership team, who has no involvement in the assessment
process for that subject to conduct the investigation
4. The purpose of the appeal will be to decide whether the process used for the internal assessment conformed to the
published requirements as detailed in the awarding body specification(s) and/or subject-specific associated
documents
5. The appellant will be informed in writing of the outcome of the appeal, including any relevant correspondence with
the awarding body and any changes made to internal assessment procedures
6. The outcome of the appeal will be made known to the Head of Centre and will be logged as a complaint. A written
record will be kept and made available to the awarding body upon request. Should the appeal bring any significant
irregularity in procedures to light, the awarding body will be informed
After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure consistency in
marking between centres. The moderation may lead to mark changes. This process is outside the control of The Albany
and is not covered by this procedure
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APPENDIX C: 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 examination 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 Adele Grimwood (Family Engagement Leader) in conjunction with Tracy Rose (Business
Manager with Examination Officer experience)
To support understanding of the regulations and requirements, the following JCQ publications will be referenced:








General Regulations for Approved Centres
Instructions for conducting examinations
Access Arrangements and Reasonable Adjustments
Instructions for conducting coursework
Instructions for conducting non-examination assessments
Suspected Malpractice – Policies and Procedures
A guide to the special consideration process

Main duties and responsibilities relate to:
















Centre status
Confidentiality
Communication
Recruitment, selection and training of staff
Internal governance arrangements
Delivery of qualifications
Public liability
Conflicts of interest
Controlled assessments, coursework and non-examination assessments
Security of assessment materials
National Centre Number Register
Centre inspections
Additional JCQ publication for reference:
o Centre Inspection Service Changes
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)
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 Adele Grimwood (Family Engagement Leader) in conjunction with Tracy Rose (Business
Manager with Examination Officer experience)
To support understanding of the regulations and requirements, sections of relevant JCQ publications will be specifically
referenced including:


General Regulations for Approved Centres (section 5)
23




Instructions for conducting examinations (sections 1-15)
Access Arrangements and Reasonable Adjustments (sections 6-8)

Main duties and responsibilities relate to:



Access arrangements and reasonable adjustments
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
Centre assessed work



Additional JCQ publication for reference:
o Guidance Notes – Centre Consortium Arrangements
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 Adele Grimwood (Family Engagement Leader) in conjunction with Tracy Rose (Business Manager with
Examination Officer experience)
To support understanding of the regulations and requirements, sections of relevant JCQ publications will be specifically
referenced including:





General Regulations for Approved Centres (sections 3, 5)
Instructions for conducting examinations (sections 16-30)
Access Arrangements and Reasonable Adjustments (section 8)
A guide to the special consideration process (sections 2-7)

Main duties and responsibilities relate to:





Conducting examinations and assessments
Additional JCQ publication for reference:
o Guidance Notes – Very Late Arrival
Malpractice
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 Adele Grimwood (Family Engagement Leader) in conjunction with Tracy Rose (Business Manager with
Examination Officer experience)
To support understanding of the regulations and requirements, sections of relevant JCQ publications will be specifically
referenced including:


General Regulations for Approved Centres (section 5)
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Main duties and responsibilities relate to:


Results

Additional JCQ publication for reference:


o Release of Results notice
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)
Certificates
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APPENDIX D: WORD PROCESSOR POLICY
This policy is reviewed annually and in conjunction with that of The Albany Exam Policy. It details how we award and
allocate a candidate the use of a word processor in examinations. We reference the following publications in our
decision making process and adhere to all working practices contained therein:




Access Arrangements and Reasonable Adjustments 2021-22 chapter 4 and chapter 5 section 5.8
Instructions for Conducting Examinations 2021-22 sections 14.20-25
Cambridge Handbook 2021 (UK) section 1.3.7.16

Access Arrangement procedure
All our KS4 students undergo assessment by a qualified assessor to determine which access arrangements, if any, are
considered necessary. The Albany is an alternative provision, many of our students have learning difficulties which may
be reflected by an EHCP. The percentage of students who qualify for access arrangements may therefore appear high
in relation to the number of students on roll. Whenever possible we provide students with 1:1 invigilation during their
examinations, this enables any access arrangement to be utilised without impact to other candidates. Access
arrangements that do not require a qualified assessor are awarded in accordance with examination regulations by the
SENCo.
Criteria applied for award of the use of a word processor for examinations











consideration is given on a case by case basis
only awarded to a candidate if it is appropriate to their need
will not grant the use of a word processor to a candidate purely because they prefer to type rather than write,
or can work faster on a keyboard or because they use a laptop at home
will grant permission if the quality of language significantly improves as a result of using a word processor due
to problems with planning and organisation when writing by hand, allows candidates to correct the text and
sequence answers, has a low free writing speed which improves via typing or has illegible or messy writing
use of a word processor must reflect the normal way of working within the centre
consider the use of a word processor on a subject-by-subject basis and for each specification within
will permit the use of a word processor where the integrity of the assessment can be maintained
not grant the use of a word processor where it will compromise the assessment objectives of the specification
in question
in the event of a temporary injury or impairment as the need arises
in the event of the diagnosis of a disability or manifestation of an impairment relating to an existing disability
arising after the start of a course

Application for use of a word processor as an access arrangement




for awarding bodies covered by Joint Council for Qualifications (JCQ) regulations (AQA, CCEA, Pearson, OCR
and WJEC) the use of a word processor is a centre delegated access arrangement, there is no need to process
an online application using Access Arrangements Online. No evidence is needed to support the arrangement
for inspection purposes.
Cambridge International – applications for use of a word processor must be made using Access Arrangement
Preparation – Form 1 and submitted for approval by the published deadline.

Word processor criteria









the term word processor is used to describe a computer, laptop, tablet, typewriter or electronic typewriter
spelling and grammar check facilities/predictive text will be switched off, unless an awarding body’s
specification says otherwise
if the candidate has been awarded the use of a scribe then the use of spelling and grammar check/predictive
text can possibly be utilised; awarding body requirements vary and syllabuses will be checked and the
appropriate restrictions/allowances applied. A word processor cover sheet may require completion and
inclusion with the typed script
batteries for devices will be checked to ensure they are sufficiently charged for the entire duration of the
exam. Where 1:1 invigilation is available the device can be connected to mains power
will not be connected to the centre network, the internet or any other means of communication
is clear of any stored data
applications such as calculators and spreadsheets cannot be accessed where prohibited in the examination
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auto save will be enabled where possible or candidates will be reminded to regularly save their work
voice/activated software is not permitted unless the candidate has permission to use a scribe or relevant
software
a third party must not use the word processor for the candidate, unless they have been allocated the use of a
scribe and the syllabus allows
candidates can use a combination of both word processing and handwriting during an examination
can connect to a printer so that a script can be printed off or have the ability to print from a storage medium
(USB stick provided by the centre). The candidate must be present to verify the work printed is his/her own
script requirements must be checked and awarding body specifications followed:
o header or footer (containing centre number, candidate number and unit/component code) or if the
software does not allow this function the candidate must be supervised to handwrite these details on
each page following the examination
o font size 12
o double line spacing
o date of exam
o syllabus/component
o page numbering e.g page 1 of 6
o be attached to answer booklets if candidates have answered questions directly on it
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APPENDIX E: NON-EXAMINATION ASSESSMENT AND RISK MANAGEMENT POLICY
The Albany’s policy for non-examination assessment is in line with the requirements of the JCQ. The policy is in place
to maintain consistency of practice, accuracy and fairness for all subjects and all teachers and to enable teachers to
authenticate and confirm that students have carried out the assessment tasks set in accordance with awarding body
specifications.
Depending on subject and specification, non-examination assessment might be




High control – the awarding body sets the task to be completed and the centre chooses one of these tasks
Medium control – the subject may be chosen from a selection of assignments produced by the awarding body or
design its own
Limited control – the centre designs its own assignments against set criteria

Responsibility
A range of responsibilities are held by different staff
Senior Leadership Team





Accountable for the safe and secure conduct of non-examination assessments
Ensure assessments comply with the JCQ guidelines and awarding bodies subject-specific instructions
Ensure that subject teachers moderate work with a mainstream school to ensure consistency and adherence to
mark schemes
Create and monitor the internal appeals process for students

Teaching Staff












Determine the awarding body and specification for the qualification undertaken
Understand and comply with the general guidelines contained in the JCQ publication Instructions for conducting
non-examination assessments
Understand and comply with the awarding body specification for conducting non-examination assessments,
including any subject-specific instructions, teachers’ notes or additional information on the awarding bodies website
Where appropriate, develop new assessment tasks or contextualize sample awarding body assessment tasks to
meet local circumstances, in line with awarding body specifications and control requirements
Obtain confidential materials/tasks set by awarding bodies in sufficient time to prepare for the assessment(s) and
ensure that such materials are stored securely at all times
Supervise assessments at the specified level of control and undertake the tasks required under the regulations, only
permitting assistance to students as the specifications allow
Ensure that students and supervising teacher(s) sign authentication forms on completion of an assessment
Mark internally assessed components within a reasonable time using the mark schemes provided by the awarding
body and submit marks through the exams officer to the awarding body when required, keeping a record of the
marks awarded
Retain candidates’ work securely between assessment sessions (if more than one)
Post-completion, retain candidates’ work securely until the closing date for enquiries about results. In the event
that an enquiry is submitted, retain candidates’ work securely until the outcome of the enquiry and any subsequent
appeal has been conveyed to the centre
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Exams Officer
a. Enter students for individual units, whether assessed by non-examination assessment, external exam or on-screen
test, before the awarding bodies deadlines for final entries
b. Collaborate with SENCo and ensure that applications are made for access arrangements for eligible students
c. Enter students’ ‘cash-in codes’ for the terminal exam series
d. Where confidential materials are received directly by the exams office, to be responsible for the receipt, safe storage
and safe transmission whether in hard copy or CD/DVD format
e. Receive/download and distribute marksheets for teaching staff to use, and collect and submit completed
marksheets to awarding bodies before deadlines
Special Educational Needs Co-ordinator (SENCo)
 Ensure identification and testing of those students who may be eligible for access arrangements
Collaborate with Exams Officer to ensure that appropriate access arrangements are made for eligible students


Work with teaching staff to ensure that requirements for support staff are met

Procedures
 Non-examination assessment will in most cases take place within the timetabled lesson. Where necessary,
appropriate or desirable, specific time may be set aside for the completion of non-examination assessment
 When non-examination assessment takes place in classrooms, relevant display materials will be covered
 Where required by the awarding body, designated research materials / planning sheets will be provided and
submitted as appropriate
 Where appropriate, the level of ICT access will be differentiated to comply with requirements of specific courses (eg
internet access)
 Where a student is absent, time will be allowed to make up this missing time, provided it does not contravene any
identified time limit. Where a student is absent for a long time, specification guidance for special consideration will
be followed
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Risk Management of Non-Examination Assessments (NEA)
Risks and Issues

Possible remedial action
Forward planning

Staff

Action

Accommodation
Rooms / Supervision required for Staff to be aware of individual access Plan ahead in consultation with Exams Officer / Teaching staff
candidates with Access Arrangements (eg arrangements for candidates and make any SENCo for necessary arrangements
word processors, readers, scribes needed) necessary arrangements for additional
Book IT equipment in advance
accommodation, learning support or
resources in advance
Downloading awarding body set tasks
IT system unavailable on day of assessment

Download tasks well ahead of scheduled Download tasks well ahead of scheduled date of Teaching staff
assessment date in all cases
assessment

Teaching staff unable to access task details

Test secure access rights ahead of controlled Ensure teaching staff have access rights for the Teaching staff
assessment schedule every year and every correct area of awarding body secure extranet
session
sites well ahead of the controlled assessment
schedule
Teaching staff to liaise with Exams Officer for any
necessary awarding body access

Loss of task details in transmission

Download tasks well ahead of scheduled Contact awarding body and ask for replacement Teaching staff
assessment date
task; download again

Task setting
Teaching staff fail to correctly set tasks

Ensure teaching staff fully understand the task Seek guidance from the awarding body
setting arrangements as defined in the
awarding bodies specification

Assessments have not been moderated in Check specification and
line with the awarding bodies specification moderation appropriately

plan

required Seek guidance from the awarding body
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SLT & Teaching staff

Teaching staff & SLT

Absent candidates
Candidates absent for all or part of Plan alternative session(s) for candidates
assessment (various reasons)

Make necessary arrangements for candidates to Teaching staff
complete the missed assessment

Persistent and /or long term absence of a Liaise with the family to determine reasons Agree a schedule with parent/pupil. Look at Teaching staff & Exams
candidate
for absence and dates for return to school
possible special consideration request depending Officer
on the circumstances.
Control levels for task taking
The assessment is undertaken under Ensure teaching staff know what level is Seek guidance from Exams Office and awarding SLT & Teaching staff
incorrect level of control (time, resources, applicable and understand what is involved. body
supervision and collaboration)
Provide training if required
Supervision
Teaching staff do not understand that the Ensure teaching staff fully understand the Ensure all staff have all training required
supervision
of
non-examination nature of non-examination assessments and
assessments is their responsibility
their role in supervising assessments

SLT & Teaching staff

Marking
Teaching
staff
interpret
descriptions incorrectly

marking Ensure appropriate training and practicing of Arrange for re-marking
SLT & Teaching staff
marking
Consult the awarding bodies specification for
Plan for sampling of marking during the appropriate procedures
practice phase
Agree moderation subject meetings with local
Ensure work is moderated with a mainstream schools to ensure consistency and adherence to
school
mark schemes

Centre does not run the standardisation Plan
against
the
awarding
bodies Check with the awarding body whether a later Teaching staff & SLT
activity as required by the awarding body
requirements for standardisation, i.e. when standardisation event can be arranged
and how this activity must be conducted
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Security of materials
Assessment tasks not kept secure before Ensure teaching staff fully understand the Contact the awarding body to request/obtain SLT & Teaching staff
assessment
importance of task security
different assessment tasks
Candidates’ work not kept secure during or Define the appropriate level of security, in line Seek guidance from the awarding body
after assessment
with the awarding bodies requirements, for
each subject as necessary
Insufficient or insecure storage space

Teaching staff

Look at provision for suitable storage at the Find alternative, compliant storage within the Teaching staff & Exams
start of the GCSE course
centre
Officer

Deadlines
Deadlines not met by candidates

Ensure all candidates are briefed on deadlines Mark what candidates have produced by the Teaching staff
and the penalties for not meeting them
deadline
Seek guidance from Exams Officer/awarding body
on further action

Deadlines for marking and/or paperwork Ensure teaching staff are given clear deadlines Agree deadlines with Exams Officer in advance to Teaching staff
not met by teaching staff
(prior to the awarding body deadline) to avoid late submission of marks to awarding body
complete
marking/paperwork
(Marks can then be processed and submitted
ahead of awarding body deadlines)
Deadlines for submission of marks and Ensure all staff involved in the process are Publish dates internally to all staff
samples not met by centre
aware of the deadlines.
Seek guidance from awarding body
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Teaching staff & Exams
Officer

Authentication
Candidate fails to sign authentication form

Ensure all candidates have authentication Find candidate and ensure authentication form is Teaching staff
forms to sign
signed
Ensure that the authentication form is
securely attached to their work when it is
completed and handed in for marking

Teaching
staff
fail
to
complete Ensure teaching staff fully understand the Return the authentication form to the teacher for SLT & Teaching staff
authentication forms or leave before importance of authentication forms and the signature
completing the authentication process
requirement of a signature
Ensure authentication forms are signed as work is
marked
No authentication forms are available for Ensure that authentication forms are Download and distribute candidate forms and Teaching staff & Exams
signature
downloaded from the awarding body in good centre forms in good time
Officer
time
Malpractice
Candidate breaches the JCQ regulations for Ensure that all candidates receive a copy of Print out and distribute JCQ information to all SLT, Teaching staff &
the
conduct
of
Non-examination the JCQ regulations in advance of any non- candidates
Exams Officer
Assessments
examination assessment
Ensure all candidates are aware of the possible
Ensure all teachers are aware of possible penalties
penalties and their responsibilities
Follow the controlled assessment policy and the
JCQ regulations on Malpractice
Contact the awarding body if appropriate.
Teacher breaches the JCQ regulations for Ensure that all teachers are aware of their School to ensure that it has a staff performance SLT & Management
the
conduct
of
Non-examination responsibilities in the non-examination policy in place
Committee
Assessments
assessment process and the possible penalties
of malpractice
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APPENDIX F: INTERNAL MODERATION PROCEDURE
Introduction
Internal moderation is a key process carried out by The Albany, throughout the delivery of a qualification, to ensure
that assessment methods are consistent across all tutors/assessors and that outcomes are fair to all learners.

Evidence of a robust internal moderation system will be required at external moderation and for audit purposes;
therefore there must be reliable and auditable record-keeping systems in place.

It is the responsibility of all staff to participate in the moderation process by keeping the necessary records, attending
relevant meetings and submitting marked candidate work as requested.

All assessment evidence that has been internally moderated must be kept on site until after the external moderation.
The work remains the property of the candidate and can be returned to the candidate according to the requirements
of the relevant awarding body.

Procedure
The aim of this procedure is to ensure that:




internal moderation practices are valid and reliable, cover all tutors/assessors and meet the requirements of
the awarding body
the internal moderation procedures are fair and open
accurate and detailed records are kept of internal moderation decisions.

The Albany will:








ensure that all assessment activities are valid, appropriate and fit for purpose
apply a strategy that will provide a representative sample across all tutor/assessors
create a plan of internal moderation in relation to all assessment activities
define, maintain and support effective internal moderation roles, including the provision of training where
required
provide standardised documentation to support internal moderation activity and record-keeping
ensure that feedback and outcomes of internal and external moderation support future development of
good practice
carry out an annual evaluation and review of internal moderation policy and procedures.
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APPENDIX G: POST RESULTS SERVICES
This information is taken from the JCQ Post-Results Services booklet summarising the post-results services offered
by the JCQ member awarding bodies. These services are:




Review of Results (RoRs): offer clerical re-checks; reviews of marking; reviews of moderation; an
appeals process is offered where a centre is dissatisfied with the outcome of a RoR and can
clearly provide grounds for appeal
Access to scripts (ATS); provide access to marked examination scripts to support reviews of
marking and/or teaching and learning
Post-results service

RoR Service 1: Clerical re-check

Deadline
JCQ published deadlines due for issue May 2022
(but normally 4 weeks after results)

RoR Service 2:

As above

Post-results review of marking
RoR Service 3:
Post-results review of moderation
ATS:
Original script or electronic image

Not available to an individual candidate, or if no
adjustment made to the centre’s marks
As above (normally 2 weeks after results) –
centre must obtain prior written permission
from the candidate

RoR Appeals
(where dissatisfied with the outcome of an RoR)

Within 30 calendar days
of notification of outcome of RoR Service 1 or 2

Candidates:





must be made aware of the arrangements for post-results services before they sit any examination
know the availability of senior members of staff immediately after the publication of results so that results
may be discussed.
be made aware that all post-results service requests must be made through the centre.
must provide written consent for clerical re-checks, reviews of marking and access to marked scripts
services offered by the awarding bodies after the publication of examination results.

Fees for post results services are set independently by each awarding body and current fees are available from the
Exams Officer. Fees for results services for internal candidates will normally be paid by The Albany. Private
candidates who take their exams at The Albany will pay fees for any post results services direct to the relevant
awarding body.

Review of Results (or RoR previously known as Enquiries about Results)
After the release of exam results, a candidate has the right to apply to the awarding body, through the centre, for a
review of their result if they consider the grade to be too low. This can take the form of a clerical re-check, a review
of marking or moderation or access to marked exam scripts. A RoR is applied for by the centre on behalf of the
candidate. Candidates should be aware that this process may result in a lowering of the grade awarded. This
procedure has a short deadline (around 4 weeks after the main GCSE results day) and therefore any requests must
be carried out quickly within strict deadlines as published by JCQ.
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The centre advises any candidate who has concerns about a grade awarded for a subject to come and talk their
concern through with the Head of Centre or the Exams Officer within one calendar week of the issue of results.
Following this discussion, the centre will immediately apply for a review if this is considered appropriate and we
would expect to support candidates in most cases If however the centre does not consider a review appropriate,
the candidate will be informed of this decision within three working days.

If the candidate still wishes to proceed with a request for a review, the following procedure will apply:






The candidate should appeal against the decision within two days.
The centre will then arrange a meeting within three days with the candidate and their parent / carer, the subject
teacher concerned, the Exams Officer and the Head of Centre or their representative from the senior staff.
The candidate and their parent / carer will be able to present their reasons for asking for the review at this
meeting.
The Head of Centre or their representative will make a final decision on whether the appeal should go ahead,
and will inform the candidate and their parent / carer verbally, then in writing, of the decision.
If the final decision is to proceed with the request for a review, the Exams Officer will carry this out to meet the
appropriate deadline and in accordance with current regulations.
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APPENDIX H: EXAMINATION EMERGENCY EVACUATION PROCEDURES
In the event of an emergency, such as a fire alarm, or a bomb alert the following procedures apply:

CANDIDATE INFORMATION
1. Stop students from writing and ask them to remain calm. Tell them to leave their belongings and papers on their
desk and to leave the room, in silence, by the nearest safe fire exit (as detailed on The Albany evacuation routes).
The Head of Centre or members of the Senior Leadership Team will give verbal instructions from the assembly
point, which may include observing a 500m zone in case of a suspected bomb threat.
2. IMPORTANT – BEFORE students exit the exam room, remind them that they are still under examination
conditions and that a breach of regulations could mean disqualification from their exam. They will be escorted
to the tarmac ‘playground’ area in the school grounds. UNDER NO CIRCUMSTANCES should they talk to one
another or use a mobile phone or communicate with anyone else.

INVILIGATOR INFORMATION

3. Note the time that the fire alarm went off and how long the examination has been going on.
4. All examination question papers, scripts and answer booklets (which should be closed) must be left on the
candidates’ exam desk and NOT taken out with them. No bags or personal belongings should be taken out of the
exam room with the candidates.
5. UNDER NO CIRCUMSTANCES are students to take their mobile phones or other electronic devices outside with
them. This will be a breach of examination board regulations and they will risk disqualified from their
examination.
6. The invigilator should leave with the students at the nearest safe fire exit, assemble at the tarmac ‘playground’
area in the school grounds and await further instructions by Head of Centre or members of SLT. Make sure that
students are supervised as closely as possible, remain with their invigilator and kept away from other groups
while out of the exam room to make sure there is no discussion about the exam.
7. Re-enter the exam room and re-start the examination once advised by Head of Centre or members of SLT that it
is safe to do so.
8. Note the time of re-starting the examination and change the finish time. Allow the candidates the full working
time set for the exam.
9. Inform the Exams Officer of the incident, so that a Special Consideration Form can be submitted.
Information for school staff handling calls received about bomb threats can be found here:
https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats
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APPENDIX I: INTERNAL APPEALS FORM
This form should be completed in all cases to lodge an appeal.
Please tick a box to indicate the nature of your and complete all boxes on the form below




Appeal against an internal assessment decision and/or request for a review of marking
Appeal the centre’s decision not to support a clerical re-check, a review of marking, a review of
moderation or an appeal

Name of appellant

Candidate name
if different to appellant

Awarding body

Exam paper code

Qualification type:
Subject

Exam paper title

Please state the grounds for your appeal below:

(If applicable, tick below)

 Where my appeal is against an internal assessment decision I wish to request a review of the centre’s
marking
If necessary, continue on an additional page if this form is being completed electronically or overleaf if hard copy being completed

Appellant signature:___________________________________________ Date of signature:_____________________

The form must be signed, dated and returned to the exams officer on behalf of the head of centre to the timescale indicated
in the internal appeals procedure
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The internal appeals procedures for The Albany have been produced to demonstrate compliance with the
following:
JCQ General Regulations for Approved Centres http://www.jcq.org.uk/exams-office/general-regulations
Controlled assessments, coursework non-examination assessments and portfolios of evidence
5.7 The centre agrees to
have in place, and be available for inspection purposes, a written internal appeals procedure relating to internal assessment
decisions and to ensure that details of this procedure are communicated and made widely available and accessible to all
candidates
Post-Results Services and Appeals
5.13 The centre agrees to
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.
JCQ Post-results services http://www.jcq.org.uk/exams-office/post-results-services
4.4.5 Submission of requests
Centres must have in place a published formal appeals procedure for use in cases where centres and candidates, or their
parents/carers, cannot agree as to whether a review of results should be submitted. The formal appeals procedure must be
made widely available. Centres must therefore draw the appeals procedure to the attention of candidates and their
parents/carers. In deciding whether to support a review of results, centres should take account of all relevant factors and afford
candidates or their parents/carers a reasonable opportunity to express their views. Centres are encouraged to extend the formal
appeals procedure to any private candidates. As regards internal candidates, awarding bodies can only enter into discussions
over post-results services with centres. Awarding bodies will accept requests for post-results services directly from private
candidates.
5.5 Appeals
Centres must have in place a published formal appeals procedure for use in cases where centres and candidates, or their
parents/carers, cannot agree as to whether an appeal should be submitted to the relevant awarding body. The formal appeals
procedure must be made widely available. Centres must therefore draw the appeals procedure to the attention of candidates
and their parents/carers. In deciding whether to support an appeal, centres should take account of all relevant factors and afford
candidates or their parents/carers a reasonable opportunity to express their views. In relation to internal candidates, awarding
bodies can only enter into discussions over appeals with centres. Awarding bodies will accept appeals directly from private
candidates.
JCQ A guide to the awarding bodies’ appeals processes http://www.jcq.org.uk/exams-office/appeals
33. Please note that internal candidates and/or their parents/carers are not entitled to appeal directly to the awarding body.
Representations must be made to the head of centre where the candidate was entered or registered. The head of centre’s
decision as to whether to submit an application for an appeal is subject to the centre’s internal appeals arrangements.
Ofqual complaints procedure – How to make a complaint, raise a concern (whistleblow) or report malpractice about an
exam board, awarding organisation or qualification regulated by Ofqual
https://www.gov.uk/government/organisations/ofqual/about/complaints-procedure
“What we cannot deal with. If we can’t deal with your complaint, we will tell you and, where possible, suggest an alternative
agency or organisation. Some examples where we may not be able to assist include: issues which do not fall under Ofqual’s remit
and where there is an appeals process to challenge an assessment decision or candidates results for a qualification regulated by
Ofqual see instead ‘Appeal against a GCSE, AS or A level grade or the result of a qualification’ link below

Appellants should consult the full information in the above publications to be fully informed when
stating their grounds for appeal.
Further information can be obtained from:
https://www.jcq.org.uk/exams-office/non-examination-assessments
http://www.jcq.org.uk/exams-office/coursework
https://www.gov.uk/appeal-exam-result
https://www.jcq.org.uk/exams-office/appeals
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