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Examinations policy 

 

Direct Lines 

All examination boards provide direct line websites for HoDs so that the more recent examination papers, 

results analysis, support materials and information on specification changes can be accessed.   Any HoD 

wishing to set up an account should contact the Examinations Officer. 

Direct line websites are as follows. 

BOARD Direct line webpage 

AQA eAQA 

EDEXCEL edexcelonline 

OCR interchange 

WJEC wjecservices 

 

Specifications 

In July the Exams Officer will circulate to all departments a questionnaire about the boards and 

specifications used by that department.  This should be completed by the Head of Department, HOD, and 

returned to the Examinations Officer by the deadline set.  Details of exam boards and entry codes in 

current use can be found in: SV09 ►Teachers ►General Information ► public exam matters ► Entry 

Codes 

 

Examination Seasons  

Apart from the very odd exception, all A2, AS and  GCSE examinations are taken only in the Summer 

Series.  

 

Estimated Entries 

Exam Boards require schools to supply information on estimated entry for each paper in a particular series 

to enable them to have the correct number of papers printed.  In order to provide this information, the 

Examinations Officer will request information about likely entries in July for GCSE and for A2 and AS in 

September.  It is essential that this information is provided by the deadline set. 

 

Entries 

All candidates should be entered by the due date set by the board. It is the responsibility of the HOD to 

ensure that the correct lists are issued to the Examinations Officer.  After entries have been made, lists can 

be found in iSAMS.  HoDs are asked to check these and confirm that they are correct.  Instructions for 

accessing these entry lists can be found in: SV09 ►Teachers ►General Information ► public exam matters 

► Entry Checking iSAMS 

Fees for entry are initially paid by the school and then charged to parents with the appropriate amount 

being added to the bill to parents.   

 

Amendments 

Withdrawals and change of tier will be accepted by the Examinations Officer up to the date set by the 

board. For withdrawal or change of tier, written requests should be submitted to Examinations Officer by 

the HOD or parents. Any late withdrawals/amendments/entries, in all but exceptional circumstances, will 

be charged to parents or to the department. 

 

Estimated Grades 

The Exam Boards require schools to provide estimated grades for all candidates entered in all subjects or 

for all papers to be taken. When Estimated Grades sheets are received form the Exam Board, the Exams 

Officer sends out the sheets to HODs to be filled in.  These should be completed and returned to the 



 

Exams Officer by the deadline set.  The Exams Office does not keep copies of estimated grades, so it is 

important that HoDs keep a record of these. 

 

Coursework 

It is the responsibility of each department to ensure all coursework is despatched at the correct time.  

Labels for coursework should be requested from the Examinations Officer when it is ready for sending.  

Coursework should be sent to the moderator using recorded delivery unless the Board provides a yellow 

Parcelforce label.  Recorded delivery material should be given to the porters.  Yellow label material should 

be given to the exams officer. The Exams Office does not keep copies of coursework marks, so it is 

important that HoDs keep a record of these.  

 

Controlled Assessment 

It is the responsibility the HOD to ensure that all Controlled Assessment is conducted in an appropriate 

way and that work is stored securely within the department.  Please check the iSAMS list to see if students 

are entitled to extra time in their Controlled Assessment.  Instructions for Controlled Assessment can be 

found in: SV09 ►Teachers ►General Information ► public exam matters ► Controlled Assessment  

 

Statements of Entry 

After entries have been made, agreed and sent to the exam boards, the school prints Statements of Entry 

for each candidate.  These will be distributed to students via tutor groups.  It is essential that students 

check these Statements of Entry and report any error or omission to the Examinations Officer as a matter 

of urgency. 

 

Clashes 

The Examinations Officer will decide on arrangements for students with timetable clashes.  The 

arrangements made will ensure that JCQ regulations and exam security are maintained. 

 

External exams 

The Examinations Officer is responsible for the organisation and conduct of all external exams. 

1. Final confirmation of entries and levels will be made with the HOD.  

2. All exam papers will be counted in by the Examinations Officer or Examinations Administration 

Assistant and locked away.  

3. Most public exams will be started by Examinations Officer or Deputy Examinations Officer. 

4. No examination papers can be removed from the exam room before the end of a session.  

5. All examinations will be conducted according to the rules laid down by examination boards and 

within the start and finish times determined by the board.  

6. Any misconduct or irregularity must be reported to the Examinations Officer as soon as possible, 

who will then inform the exam board concerned, if necessary.  

7. In the absence of the Examinations Officer or Deputy Examinations Officer at the end of any exam, 

papers should be collected and taken to the Porters.  

8. Students will not be allowed to leave an exam unless their examination paper has been picked up 

and secured by an invigilator.  

 

Accommodation 

Most GCSE exams will take place in the Sports Hall.  Most AS/A2 exams will take place in the Concert Hall.  

Candidates with Access Arrangements will generally sit their exams in D1. 

Where a different room is required for an exam this will decided by Examinations Officer or Deputy 

Examinations Officer in consultation with the Deputy Head. 

The Examinations Officer or Deputy Examinations Officer will check that rooms to be used for public 

exams are set up to be compliant with JCQ regulations.  

Any changes to rooming will be posted on the Examinations Notice Board. 

The requirements for the setting up of a room for Public Examinations in given in the Information Section 

at the back of this Policy Document. 

 

Listening Examinations 

Listening examinations generally take place the Concert Hall, Language Lab or classrooms.  HODs are 

asked to assist in setting up the rooms for these examinations, as outlined in “Instructions for conducting 



 

examinations” and in ensuring that the candidates sit the paper at the appropriate tier.  The “Instructions 

for conducting examinations” can be found in: SV09 ►Teachers ►General Information ► public exam 

matters ► JCQ Documents  

 

Art, Language, Practical and Music Examinations 

Art, Language Orals, Language Listening, Science Practical, Drama and Music examinations generally take 

place the rooms appropriate for these.  HODs are asked to assist by setting up the rooms for these 

examinations as outlined in “Instructions for conducting examinations”.  The “Instructions for conducting 

examinations” can be found in: SV09 ►Teachers ►General Information ► public exam matters ► JCQ 

Documents 

 

 

 

Special Consideration 

If a candidate has a problem with health or at home or some other problem that affects them at the time 

they take an examination, they should advise the Examinations Officer or Deputy Examinations Officer 

providing any appropriate official documentation (e.g. doctor’s letter).  The Examinations Officer will then 

apply to the Exam Board for a Special Consideration.  Any member of staff made aware of a student 

experiencing problems should give the student a “Special Considerations Form”, which the student should 

complete and hand the Examinations Officer.  The “Special Considerations Form” and an information sheet 

can be found in: SV09 ►Teachers ►General Information ► public exam matters ► Special Consideration 

 

Despatch of examination scripts 

The school will despatch exam papers to examiners by the Parcelforce traceable system. This will be 

agreed between the Examinations Officer and the carrier company. 

 

Invigilation 

Full instructions for invigilation are given in SV09 ►Teachers ►General Information ► public exam 

matters ► Procedures   

Conduct of invigilators 

1. The Examinations Officer or Deputy Examinations Officer will ensure that each exam session or 

part session will have a member of teaching staff or other suitably qualified person to act as Senior 

Invigilator. 

2. The Senior Invigilator will check the attendance register and record a seating plan.  

3. Invigilators must not take any work into the exam room but give full attention to the conduct of 

the examination.  

 

External invigilators 

The Deputy Exams Officer will set up a team of external invigilators. 

The employment of external invigilators allows teachers who are released from exam group teaching to be 

used in other ways for the benefit of the school.  

Instructions for external invigilators are given in: SV09 ►Teachers ►General Information ► public exam 

matters ► Procedures   

 

Malpractice 

Should a case of malpractice be suspected, the invigilator will follow the procedures set out in ICE. 

The invigilator 

 must warn the candidate that he/she may be removed from the examination room.  

 should also be warned that the awarding body will be informed and may decide to disqualify the 

candidate.  

 must record what has happened.  

 Should, wherever possible, remove and keep any unauthorised material that a candidate may have 

in the examination and, if necessary, the invigilator should summon assistance.  

It is school policy that, provided the candidate is not disturbing the examination room, the candidate will be 

permitted to remain in the exam room and complete the paper. 

The examination paper will be dispatched with the others, in the normal way, to the examiner 



 

After the examination the candidate will remain under supervision until they have been interviewed by Miss 

Arthur (or other member of SLT).  After the interview, the situation will be discussed among examination 

staff and Miss Arthur. 

If it is considered that the candidate is correctly suspected of malpractice, the Head of Centre will be 

informed and will then make a report to, Form JCQ/M1, the appropriate awarding body. 

The Examinations Officer will then explain to the candidate the situation and warn the candidate that the 

awarding body may decide to penalise or disqualify them 

 

The head of centre will also monitor and report potential malpractice by invigilators.  

 

Results 

1. Results of Summer examinations will be available for collection on the day notified by the exam 

boards only.  These should be collected from the Peter Masefield Hall at the time specified by the 

Examinations Officer or from the school Office after this time. 

2. If a candidate is unable to collect their results at this time, they may 

 leave a stamped addressed envelope with the Examinations Officer. 

 give the Exams Officer written permission for a nominated person to collect their results. 

3. During the stated times for results collection in the Peter Masefield Hall, HODs, or their 

representative, should be present for consultation and guidance on obtaining remarks.   

4. If a candidate has failed to meet expectation to a significant extent it may be worth ordering a 

remark and return of script (since papers can get mixed up in the scanning process).  

 

Post Results Services 

Examination Boards provide “post results services” which include re-marks and return of script.  Further 

information on this can be found in: SV09 ►Teachers ►General Information ► public exam matters ► 

Post Results Services 

  

Retakes  

When results of exams are known, students should advise HODs if they wish to retake any examination.  

The HOD should include these re-sits with new entries at the appropriate time.   

 

Certificates  

When certificates are received from the Examinations Boards they are passed on to the students by the 

Form Tutor.  Student should check that the certificates are correct and sign for their receipt. Distribution, 

checking of, and signing for, the certificates must be done as a matter of urgency.  Completed forms and 

incorrect certificates (with cover sheet) should be returned to the Exams Officer immediately.   

If any certificate is incorrect, if for example a paper has been re-graded, the certificate should be returned 

to the Examinations Officer together with a cover sheet detailing the correction required.  The certificate 

will then be returned to the Exam Board for correction. 

After initial distribution, any uncollected certificates are placed with the porters for twelve months.  Exam 

boards recommend that any certificates not collected after a year should be destroyed. 

The signing sheet must be signed by each student. 

 

 

Special Needs 

The Exams Officer and Learning Support will liaise about the arrangements for candidates with Special 

Needs. Learning Support will ensure the Exams Officer has all information needed on each candidate with 

special needs. The Exams Officer will ensure requests for Access Arrangements are made via the JCQ 

website. 

 

Special Needs exam policy 

Departments should check on iSAMS to see which special needs students they teach and so that any 

specific requirements, such as extra time in controlled assessments can be provided. 

 

Learning Support can then inform individual staff of any special arrangements which individual pupils can be 

granted during the course and in the exam. 



 

 

Pupils with specific learning difficulties/visual impairment or certain other medical conditions,can be granted 

any or all of the following: 

 Extra time for coursework and examinations  

 Rest periods  

 A reader  

 A scribe  

 Enlargements/models  

 A helper  

 A prompter  

 Separate room/invigilator  

 Use of word processing/printing facility  

 

Special arrangements can also be made for pupils to take their examinations outside the main exam hall e.g. 

phobic pupils, M.E. sufferers. In these cases invigilation/examination rules must still be adhered to. 

 

Learning Support will inform the exam officer, who will communicate with the exam boards at the 

beginning of a course, if any pupil is to be given special arrangements for coursework which carries marks 

towards a final mark. 

 

A separate room and invigilator are required for anyone with a reader and a separate room is required for 

an individual or group who is/are granted extra time/rest periods/use of a word processor. 

 

It is preferable that the reader/scribe should be a person from the relevant department, although not the 

candidate’s teacher, or within the learning support department who is familiar with and has had practice 

with the pupil taking the examination. It would be beneficial if for example the pupil and reader or scribe 

have worked together in similar situations such as internal tests/examinations. It is the duty of the scribe to 

ensure that no unauthorised help is given to these pupils. 

 

The Examinations Officer, in consultation with Learning Support will complete the Access Arrangements 

requests for special needs candidates at the appropriate time and keep on file the necessary evidence, 

which can be scrutinised by examinations inspectors.  Boards have a timetable of dates for the ordering of 

modified/-enlarged papers for GCEs and GCSEs which must be complied with. 

 

Pupils will generally only be granted access to the special arrangements room if they have the appropriate 

evidence of need, such a psychological report or letter from a doctor or other person with professional 

responsibility. 

 

The early opening and checking of special needs candidates' papers should be conducted in the presence of 

the Examinations Officer only, with the permission of the examination board, at an agreed time and any 

further enlargements / modifications completed by the designated person in good time for the start of the 

examination. In cases where extra time has been granted and the examination finishes after school hours, 

the candidate's papers will be given to the Examinations Officer and locked away. 

 

The necessary re-scheduling of internal and external examinations for special needs pupils will be co-

ordinated with the Examinations Officer e.g. pupils who have extra time cannot fit two examinations in one 

day. 

Candidates with visual impairments may be granted an early start to examinations to allow time for rest 

breaks and extra time. Such candidates will be properly supervised at all times and have no contact with 

other candidates taking the same examination. 

 

Candidates with extra help/time for coursework must ensure that it is all their own work.  

 

Internal examinations 

The Deputy Exams Officer will be responsible for the overview of the organisation of accommodation and 

invigilation for these exams. Each department will be responsible for producing exam papers, which are 



 

suitable for the time slot allocated to their subject. Departments must ensure that papers are placed in the 

appropriate trays in good time for the start of an exam.  For mock exams and for the fourth form summer 

exams it is important to remember that students with extra time may start before the general exam start 

time. 

 

Examination papers for mock exams which take place before the start of term should be left with the 

examinations office before the end of the previous term.  

 

It is current school policy not to require departments to keep mock papers securely.  The school considers 

the benefits of the students having the papers to outweigh the benefits of exam board recommended best 

practice of retaining papers securely to provide evidence of exam performance.   

 

Misconduct  

This should be reported to the Deputy Exams Officer in the first instance, who will decide what action to 

take. 

 

Policy Documents 

Under JCQ Regulations, the school must have policy documents on post results services and coursework 

available for students to see.  Students’ version of these documents can be found in: SV09 ►Students 

►Public Exams ► Policy Documents 

These policy documents can also be found in: SV09 ►Teachers ►General Information ► public exam 

matters ► Post Results Services 

 

JM Sergeant  

Examinations Officer 

Jan 2015 


