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Purpose of the policy 
The centre and its affiliate exam centre partners are committed to ensuring that the exams management and administration process is run effectively and efficiently and in compliance with the published JCQ regulations and awarding body requirements.   
This exam policy will ensure that: 
· all aspects of the centre’s exam process is documented, supporting the exams contingency plan, and other relevant exams-related policies, procedures and plans are signposted to the JCQ website
· 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 according to JCQ and awarding body regulations, guidance and instructions, thus maintaining the integrity and security of the exam/assessment system at all times 
· exam candidates understand the exams process and what is expected of them 
This policy is reviewed annually to ensure ways of working in the centre are accurately reflected and that exams and assessments are conducted to current JCQ (and awarding body) regulations, instructions and guidance.  
This policy will be communicated to all relevant centre staff. 
[bookmark: _Hlk87962104]The policy will be available for staff to view on the school website and in the Exams policy folder in the Exams Office.  
Roles and responsibilities overview 
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 examinations officer is the person appointed by the head of centre to act on behalf of, and be the main point of contact for, the centre in matters relating to the general administration of awarding body examinations and assessments.  
Head of centre responsibilities  
The ‘head of centre’ is the headteacher. It is the responsibility of the head of centre to ensure that all staff comply with the instructions in this booklet.  
Head of centre 	 
· Understands the contents, refers to and directs relevant centre staff to annually updated JCQ publications including: 
· General Regulations for Approved Centres (GR) o Instructions for Conducting Examinations (ICE) o Access Arrangements and Reasonable Adjustments (AA) o Suspected Malpractice - Policies and Procedures (SM) 
· Instructions for conducting non-examination assessments (NEA) (and the instructions for conducting coursework) 
· A guide to the special consideration process (SC) 
· Ensures the centre/affiliate centres have appropriate accommodation to support the size of the cohorts being taught including appropriate accommodation for candidates requiring access arrangements for exams and assessments  


Recruitment, selection and training of staff 
· Retains a workforce of an appropriate size and competence, including sufficient managerial and other resource, to undertake the delivery of the qualification as required by an awarding body. This includes taking reasonable steps to ensure occupational competence where this is required for the assessment of specific qualifications 
· Provides fully qualified teachers to mark non-examination assessments, and/or fully qualified assessors for the verification of centre-assessed components  
· Enables the relevant senior leader(s), the examinations officer (EO) and the SENCo to receive appropriate training and support in order to facilitate the effective delivery of examinations and assessments within the centre, and ensure compliance with the published JCQ regulations  
· Appoints a SENCo who will determine appropriate arrangements for candidates with learning difficulties and disabilities  
Internal governance arrangements 
· Has in place a written escalation process should the head of centre, or a member of the senior leadership team with oversight of examination administration, be absent. 
Public liability notice
• 	Complies with local health and safety rules which are in place and that the centre is adequately covered for public liability claims 
Security of assessment materials 
· Takes all reasonable steps to maintain the integrity of the examinations/assessments, including the security of all assessment materials, by ensuring: 
· the location of the centre’s secure storage facility in a secure room solely assigned to examinations for the purpose of administering secure examination materials 
· appropriate arrangements are in place to ensure that confidential materials are only handed over to authorised members of centre staff 
· access to the secure room and secure storage facility is restricted to the authorised two to four keyholders (ensuring only persons authorised by the head of centre and the exams officer are allowed access to the centre’s secure storage facility as one of the two to four key holders) 
· the relevant awarding body is immediately informed if the security of question papers or confidential supporting instructions is put at risk  
· that arrangements are in place to check that the correct question paper packets are opened by authorised members of centre staff 
· Makes arrangements to receive, check and store question papers and examination material safely and securely at all times and for as long as required in accordance with the current JCQ publication Instructions for conducting examinations  
· Makes arrangements to receive and issue material received from the awarding bodies to staff and candidates, and notify them of any advice and instructions relevant to the examinations and assessments 
· Allows candidates access to relevant pre-release materials on, or as soon as possible after, the date specified by the awarding bodies 
· Obtains written approval from the relevant awarding body before permitting a third party to deliver any part of a qualification including assessments 
· Through taking an ethical approach and working proactively to avoid malpractice among students and staff takes all reasonable steps to prevent the occurrence of any 
malpractice/maladministration before, during the course of and after examinations have taken place 
· Ensures irregularities are investigated and informs the awarding bodies of any cases of alleged, suspected or actual incidents of malpractice or maladministration, involving a candidate or a member of staff, are reported to the awarding body immediately  
· Ensures risks to the exam process are assessed and appropriate risk management processes/contingency plans are in place (that allow the senior leadership team to act immediately in the event of an emergency or staff absence)  
Exam Contingency Plan 
[bookmark: _Hlk87809589]The Contingency Plan is available for staff to view in the Exams policy folder in the Exams Office. 
• 	Ensures required internal appeals procedures are in place and drawn to the attention of candidates and (where relevant) their parents/carers 

Internal Appeals Procedures 
The Internal Appeals Procedure is included in the Complaints and Appeals Policy available in the Exams policy folder in the Exams Office.
 
· Ensures the centre’s equalities policy demonstrating the centre’s compliance with relevant legislation is in place and details the processes followed in respect of identifying the need for, requesting and implementing access arrangements 
Equalities Policy 
The Equalities Policy is available for staff to view in thee Exams policy folder held in the Exams Office  
· Ensures a complaints and appeals procedure covering general complaints regarding the centre’s delivery or administration of a qualification is in place and drawn to the attention of candidates and their parents/carers 
Complaints and Appeals Procedure (Exams) 
The Complaints and Appeals Procedure (Exams) is included in Complaints and Appeals Policy in the Exams policy folder in the Exams Office.
· Ensures the centre has a child protection/safeguarding policy in place, including Disclosure and Barring Service (DBS) clearance, which satisfies current legislative requirements 
Child Protection/Safeguarding Policy 
[bookmark: _Hlk87809714]The Child Protection/Safeguarding Policy is available from the school website and is available for staff to view in the Exams policy folder in the Exams Office 
· Ensures the centre has a data protection policy in place that complies with General Data 
Protection Regulation and Data Protection Act 2018 regulations 
Data Protection Policy 
The Exams Data Protection Policy is available for staff to view in then Exams policy folder in the Exams Office.  
· Ensures the centre has documented processes in place relating to access arrangements and reasonable adjustments 
Access Arrangements Policy 
The Access Arrangements Policy is included in Exams Equality Policy  available for staff to view in a folder within the exams folder held in the Exams Office in the Exams policy folder
 
     Word Processor Policy (Exams) 
The Word Process Policy (Exams) is available for staff to view in the Exams policy folder in the Exams Office. 
Conflicts of interest 
· Ensures the relevant awarding bodies are informed of any Conflict of Interest where  
o a member of centre staff is taking a qualification at the centre which includes internally assessed components/units (taking at the centre as a last resort where unable to find an alternative centre) 
· a candidate is being taught and prepared for a qualification which includes internally assessed components/units by a member of centre staff with a personal connection to the candidate 
· Maintains records that confirm the measures taken/protocols in place to mitigate any potential risk to the integrity of the qualifications affected by the above, and where o a member of exams office staff have a personal connection to a candidate being entered for exams and assessments at the centre or at another centre 
· a member of centre staff is taking a qualification at the centre which does not include internally assessed components/units (taking at the centre as a last resort where unable to find an alternative centre) 
· a member of centre staff is taking a qualification at another centre 
· Ensures other relevant centre staff where they may be involved in the receipt and dispatch of confidential exam materials are briefed on the requirements for maintaining the integrity and confidentiality of the exam materials 
All staff are required to complete a “declaration of interest” in September. Following this the EO will notify the exam boards of any staff who are teaching or preparing members of their family or close friends and their immediate family. The EO will also keep records of all measures taken to mitigate any potential risks. 
· Ensures members of centre staff do not forward e-mails and letters from awarding body or JCQ personnel without prior consent to third parties or upload such correspondence onto social media sites and applications 
· Ensures members of centre staff do not advise parents/candidates to contact awarding bodies/JCQ directly nor provide them with addresses/email addresses of awarding body examining/assessment or JCQ personnel 
Centre inspections 
· Co-operates with the JCQ Centre Inspection Service, and awarding body or a regulatory authority when subject to an inspection, an investigation or an unannounced visit, and takes all reasonable steps to comply with all requests for information or documentation made by an awarding body or regulatory authority as soon as is practical 
Senior leaders and Exams officer  
· Understands the contents of annually updated JCQ publications including: 
· General Regulations for Approved Centres o Instructions for Conducting Examinations o Suspected Malpractice - Policies and Procedures o Post-results services (PRS) 
· A guide to the special consideration process  
· of the exam materials 
Special educational needs co-ordinator (SENCo) 
· Understands the contents, refers to and directs relevant centre staff to annually updated JCQ publications including: o Access Arrangements and Reasonable Adjustments 
· Leads on the access arrangements and reasonable adjustments process (referred to in this policy as ‘access arrangements’) 
· If not the qualified access arrangements assessor, works with the person appointed, on all matters relating to assessing candidates and ensures the correct procedures are followed 
· Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s qualification 
Invigilators 
· Attend/undertake training, update, briefing and review sessions as required 
· Provide information as requested on their availability to invigilate 
· Sign a confidentiality and security agreement and confirm whether they have any current maladministration/malpractice sanctions applied to them 
Reception staff 
· Support the EO in the receipt and dispatch of confidential exam materials and follow the requirements for maintaining the integrity and confidentiality of the exam materials 

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 policy identifies roles and responsibilities of centre staff within this cycle. 
Blessed Education and Affiliate partners abide by the rules and regulations of the JCQ’s Exams Office https://www.jcq.org.uk/exams-office/





Appendices 
JCQ
Instructions for conducting exams (ICE) 
https://www.jcq.org.uk/exams-office/instructions-for-conducting-examinations-ice/ 
Access Arrangements, Reasonable Adjustments and Special Considerations
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
Non-examination Assessment Policy
https://www.jcq.org.uk/exams-office/coursework-nea/ 
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