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Including Disability Policy: Exams
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The purpose of this Exam Policy is:

1. to ensure the planning and management of exams is conducted efficiently and in the best interest of candidates
1. to ensure the operation of an efficient exam system with clear guidelines for all relevant staff.
It is the responsibility of everyone involved in the Centre’s exam processes to read, understand and implement this Policy.

This Exam Policy will be reviewed by the Governors every two years.







1. EXAM RESPONSIBILITIES

Head of Centre
Overall responsibility for the school as an Exam Centre:

1. advises on Appeals and Review of Marking
1. the Head of Centre is responsible for reporting all suspicions or actual incidents of malpractice. Refer to the JCQ document ‘Suspected Malpractice: Policies and Procedures (JCQ, 2026)’

Exams Officer
Manages the administration of external and internal exams and makes available exam results:

1. advises the Senior Leadership Team, subject and class tutors and other relevant support staff on annual exam timetables and application procedures as set by the Exam Boards
1. oversees the production and distribution to staff and candidates of an annual calendar for all exams in which candidates will be involved and communicates regularly with staff concerning imminent deadlines and events
1. ensures that candidates and their parents are informed of and understand those aspects of the exam timetable that will affect them
1. provides and confirms detailed data on estimated entries
1. receives, checks and stores securely all exam papers and completed scripts
1. administers Access Arrangements and makes applications for Special Consideration along with SENCO. Using the JCQ Access Arrangements and Reasonable Adjustments (2026–27)
1. identifies and manages exam timetable clashes
1. accounts for income and expenditures relating to all exam costs/charges – invoices checked for the Finance Department
1. organises the recruitment, training and monitoring of a team of exams invigilators responsible for the conduct of exams.
1. arranges for dissemination of exam results and certificates to candidates and forwards, in consultation with the SLT, any Appeals/Review of Marking requests
1. maintains systems and processes to support the timely entry of candidates for their exams.
1. Maintains a secure exam materials log (receipt, storage, issue, return) and scripts dispatch log
Head of Centre
1. organisation of teaching and learning.
1. external validation of courses followed at key stage 4 / post-16.
Subject Leaders
1. guidance and pastoral oversight of candidates who are unsure about exam entries or amendments to entries.
1. involvement in post-results procedures.
1. accurate completion of NEA mark sheets and declaration sheets; submits candidates’ NEA marks, despatches and stores returned coursework and any other material required by the appropriate Awarding Bodies correctly and on schedule
1. accurate completion of entry and all other mark sheets/OMRs and adherence to deadlines as set by the Exams Officer.
Entrust Careers & Participation Service
1. guidance and careers information.

Teachers
1. notification of Access Arrangements and any potential exams dispensation e.g. separate invigilation, specific seating requests, anxiety counselling (as soon as possible after the start of the course).
1. submission of candidate names to SENCO.
1. Where a possible conflict of interest exists (e.g., close personal relationship), this must be declared and work submitted for moderation.

SENCO
1. administration of Access Arrangements along with Exam Officer using Access Arrangements online (A.A.O.)
1. identification and testing of candidates’ requirements for Access Arrangements.
1. provision of additional support — with spelling, reading, mathematics, dyslexia or essential skills, hearing impairment, English for speakers of other languages, IT equipment — to help candidates achieve their course aims.
Lead Invigilator/Invigilators
1. collection of exam papers and other material from the Exam Office before the start of the exam.
1. correct distribution of exam papers onto the desks in readiness for the start of the exam
1. ascertaining attendance and advising of any absences 
1. collection of all exam papers in the correct order at the end of the exam and their return to the Exams Office, including the completion of an Attendance Register
1. assisting the Exams Officer in the efficient running of exams according to JCQ regulations
Candidates
1. confirmation and signing of entries. Receipt of Exam Information booklets and copies of all JCQ notices and guidelines.
1. understanding coursework regulations and signing a declaration that authenticates the coursework as their own.
Administrative staff 
1. maintain log of receipt of materials from Exam Board, notifies the Exam Officer and Site Supervisor when such materials have been delivered and securely stores them in reception until collected for storage in the Exams secure storage facility.

1. secure storage in reception of parcelled, completed scripts for collection by Parcelforce.

1. THE STATUTORY TEST AND QUALIFICATIONS OFFERED

The statutory tests and qualifications offered at this centre are decided by the Head of Centre, Subject Leaders, Heads of Sixth Form and the SLT.

The statutory tests and qualifications offered are GCSE, A levels and BTECs and some Entry Level.

The subjects offered for these qualifications in any Academic Year may be found in the Centre’s published prospectus for that year. If there has been a change of syllabus from the previous year, the Exam Office must be informed by September in the year prior to the first examination.  All subject leaders will complete a course information form.

At Key Stage 4
All candidates will be entitled, and enabled, to achieve an entry for qualifications from an external Awarding Body – mainly for GCSE & Level 2 BTEC
At post-16 
All candidates will be entitled, and enabled, to achieve an entry for qualifications from an external Awarding Body – mainly for linear A2 & Level 3 BTEC. Some students may opt to take AS Level examinations.


1. EXAM SEASONS AND TIMETABLES


3.1 Exam seasons
· Internal exams are scheduled in November, January. February and April.
· The main external exams are scheduled in May/June and in November if GCSE re-sits are required. Some BTEC and Art exams will be sat earlier in the year.  BTEC On-Screen tests are scheduled on demand.
· All Internal exams are held under External exam conditions.
· Which exam series are used in the centre is decided by the subject leaders and the SLT 
3.2 Timetables
· The Exam Officer will circulate the exam timetables for both external and internal exams once these are confirmed. 


1. ENTRIES, ENTRY DETAILS, LATE ENTRIES AND RE-TAKES

4.1 Entries
· Candidates are selected for their exam entries by the Subject Leaders, Subject Teachers and the SLT.
· A candidate or parent/carer can request a subject entry, change of level or withdrawal provided the approval of the Subject Leader is obtained and the request is made by a Centre determined deadline. The Senior Learning Mentor is kept informed of all changes for their students.
· The Centre accepts discretionary entries from external candidates.
4.2 Late entries
· Entry deadlines are circulated to Subject Leaders via internal post.
· Late entries are authorised by SLT.
4.3 Re-sits
· Candidates are allowed appropriate re-sits per subject.
· Re-sit decisions will be made in consultation with the candidates, Subject Teachers and the Subject Leaders.
· (See also section 5: Exam fees) 

1. EXAM FEES


· GCSE initial Registration and entry exam fees are paid by the Centre.

· AS initial Registration and entry exam fees are paid by the Centre.

· A2 initial Registration and entry exam fees are paid by the Centre.

· Late entry or amendment fees are paid by the candidate or the departments.

· External candidates, if accepted, will be asked to pay the Exam Board entry fee, in addition to an administration charge of £100. 

· Candidates or departments will not be charged for changes of tier, withdrawals made by the proper procedures or alterations arising from administrative processes, provided these are made within the deadlines set by the Awarding Bodies.

· Reimbursement will be sought from candidates who fail to sit an exam or meet the necessary coursework requirements.

· This fee Reimbursement Policy will be communicated in writing to GCSE candidates and parents/carers along with their Examinations Entry letter.

· GCSE re-sit fees for Maths & English are paid for by the College; any other subject re-sits are paid by the candidates.
(See also section 4.3: Re-sits) Westwood College will reimburse fees where the overall Award Grade improves, in line with the Exam Board Policy.

· If a candidate requests a Review of Results, the candidate must pay the appropriate fee, in line with the Awarding Bodies fee structure. 
(See also section 10.2: Review of Results [RoR])

1. THE DISABILITY DISCRIMINATION ACT (DDA), SPECIAL NEEDS 
AND ACCESS ARRANGEMENTS

6.1 DDA
This policy complies fully with the Equality Act 2010. The Centre will make reasonable adjustments to ensure disabled candidates are not disadvantaged, in line with the JCQ Access Arrangements and Reasonable Adjustments (2026–27). All staff must ensure that practice reflects the Equality Act and JCQ regulations.
6.2 Special Needs
· A candidate’s special needs requirements are determined by the SENCO and the educational psychologist / specialist teacher.
· The SENCO will inform Subject Teachers of candidates with special educational needs who are embarking on a course leading to an exam and the date of that exam.
· The SENCO can then inform individual staff of any special arrangements that individual candidates may be granted during the course and in the exam
6.3 Access arrangements
· Making special arrangements for candidates to take exams is the responsibility of the SENCO and Exam Officer.
· Submitting completed Access Arrangement applications to the Awarding Bodies is the responsibility of the Exam Officer.
· Rooming for AA candidates will be arranged by the SENCO with the Exam Officer.
· Invigilation and support for AA candidates will be organised by the SENCO with the Exam Officer.

1. MANAGING INVIGILATORS AND EXAM DAYS

7.1 Managing Invigilators
· The recruitment of Invigilators is the responsibility of the Exams Officer.
· Initiating a request for Disclosure & Barring Service (DBS) clearance is the responsibility of the Personnel Manager.
· Securing the necessary (DBS) clearance for new Invigilators is the responsibility of the Office Manager.
· DBS fees for securing such clearance are paid by the Centre.
· Invigilators are timetabled and briefed by the Exam Officer.
· Invigilators’ rates of pay are set by the Centre Administration.

7.2 Exam days
· The Exam Officer will book all exam rooms after liaison with other users and make the question papers, other exam stationery and materials available for the Invigilator.
· Site management is responsible for setting up the allocated rooms.
· The Exam Officer/Invigilator will start all exams in accordance with JCQ guidelines.
· Subject staff may only be present at the start of the exam, outside the Exam Hall. 
· In practical exams Subject Teachers may be on hand in case of any technical difficulties.
· Exam papers must not be read by Subject Teachers or removed from the Exam Room before the end of a session. Papers will be distributed to Subject Leaders 24 hours after the end of the exam in accordance with JCQ guidelines (to take in to account any overnight supervision of candidates elsewhere).
1. CANDIDATES, CLASH CANDIDATES AND SPECIAL CONSIDERATION

8.1 Candidates
· In addition to JCQ Regulations regarding behaviour, mobile phones and electronic devices, the Centre’s published rules on acceptable dress, behaviour and candidates’ use of mobile phones and all electronic devices always apply.
· Candidates’ personal belongings remain their own responsibility and the Centre accepts no liability for their loss or damage.
· Disruptive candidates are dealt with in accordance with JCQ guidelines.
· Candidates may leave the Exam Room for a medical reason/genuine purpose requiring an immediate return to the Exam Room, in which case a member of staff must accompany them.
· The Exam Officer will attempt to contact any candidate who is not present at the start of an exam and deal with them in accordance with JCQ guidelines.


8.2 Clash candidates
· The Exam Officer will be responsible as necessary for identifying escorts, identifying a secure venue and identifying overnight stays.

8.3 Special consideration
· Should a candidate be too ill to sit an exam, suffer bereavement or other trauma or be taken ill during the exam itself, it is the candidate’s responsibility to inform the Centre, Exam Office or Invigilator, to that effect.
· Any Special Consideration claim must be supported by appropriate evidence, there is no requirement for a doctor’s letter, a signed statement of events by the Head of Centre/ Head of Year will suffice.
· The Exam Officer will then complete a Special Consideration form online with the relevant Awarding Body within seven days of the last exam in the specification.

1. NON-EXAMINATION ASSESSMENT (NEA) and APPEALS AGAINST INTERNAL ASSESSMENTS

9.1 NEAs
· Candidates who must prepare portfolios should do so by the end of the Course or Centre defined date.
· Subject Leaders will despatch all NEA on time and will keep a record of what has been sent when and to whom along with a proof of posting.
· Marks for all Internally Assessed work are submitted to the Awarding Bodies by the Subject Leaders online or some may be postal.
· Staff must not provide templates, writing frames, or model answers to candidates.
· Teachers may give only general feedback and must record any permitted assistance.
· All candidate work must be authenticated. Teachers must not accept unauthenticated work for assessment.
· Candidates must reference any sources, including use of AI tools, in line with JCQ Plagiarism in Assessments guidance.
· All NEA must be securely stored between sessions.
· For vocational/technical qualifications, the Centre will follow JCQ Instructions for conducting non-examination assessments (Vocational and Technical Qualifications) 2025–26.

9.2 Appeals against Internal Assessments
The Centre is obliged to publish a separate procedure on this subject, which is published on the College website.

The main points are:

1. Appeals will only be entertained if they apply to the process leading to an assessment. 
1. There is no appeal against the mark or grade awarded
1. Candidates may appeal if they feel their NEA has been assessed unfairly, inconsistently or not in accordance with the specification for the qualification
1. Appeals should be made in writing to the Head of Centre (or other nominee) who will decide whether the process used conformed to the necessary requirements
1. the Head of Centre’s findings will be notified in writing, copied to the Exam Officer and recorded for Awarding Body inspection.
1. Appeals may also be lodged against decisions to reject a candidate’s work on grounds of malpractice or inability to authenticate work. The Centre’s Malpractice Policy applies.
1. 

1. RESULTS, ENQUIRIES ABOUT RESULTS (EARS) AND ACCESS TO SCRIPTS (ATS)

10.1 Results
· Candidates will receive individual results slips on Results Day in person at the Centre.
· Arrangements for the school to be open on Results Days are made by the SLT.
· The provision of staff on Results Days is the responsibility of the SLT.

10.2 Enquiries About Results (EARs) / Reviews of Results (RoRs)
· EARs/RoRs may be requested by Centre staff (with candidates’ consent) or candidates themselves, if there are reasonable grounds for believing there has been an error in marking. 
· If Subject Leaders do not believe that there has been an error in marking, but the candidate or candidate’s parent/carer still wishes to proceed, the candidate must pay the EARs/RoRs fee.  
· All EARs/RoRs are processed by the Exam Officer from the Centre.
· EARs/RoRs requested by Centre staff are paid for by the department.
· The Centre will inform candidates of their centre-assessed marks/grades in NEA before submission to Awarding Bodies, to allow for requests for a review of marking.
· Requests for reviews must be submitted within the timeframe set by JCQ, using the Centre’s published internal appeals procedure.

10.3 Access to Scripts
· After the release of results, candidates may ask Subject Leaders to request the return of papers(scripts).
· If a result is queried, the Exam Officer, teaching staff and Head of Centre will investigate the feasibility of asking for a RoR at the candidate’s expense.  Charged as in 10.2 RoRs/EARs.
· Centre staff may also request scripts for investigation or for teaching purposes. For the latter, the consent of candidates must be obtained.

1. CERTIFICATES

· Certificates are presented in person.
· Certificates may be collected on behalf of a candidate by a third party, provided they have been authorised to do so.
· The Centre is legally obliged to retain certificates for a minimum of 12 months. After this period, unclaimed certificates will be destroyed in line with JCQ guidance.
· Candidates will be informed of certificate collection arrangements in writing.
· The Centre will keep a log of certificates issued and collected. Candidates (or authorised third parties) must sign for receipt.

1.  MALPRACTICE
12.1 Definition
· Malpractice is any breach of JCQ regulations, awarding body rules, or Centre procedures that compromises the integrity of assessment, results or qualifications.
· It includes maladministration (e.g. failing to follow correct processes).

12.2 Candidate Malpractice
Candidates must not:
· Submit work which is not their own.
· Plagiarise or use sources (including AI tools) without acknowledgement.
· Collude with others or make work available to other candidates.
· Breach assessment conditions (e.g. bringing unauthorised materials into exams).
· Behave in a way that causes disruption in the exam room.

12.3 Staff Malpractice
Staff must not:
• Provide templates, writing frames or model answers for NEA/coursework.
• Give unauthorised feedback or assistance beyond that permitted by the awarding body.
• Fail to authenticate candidates’ work or record assistance given.
• Fail to report suspected malpractice.

12.4 Reporting and Investigation
• The Head of Centre is responsible for reporting all suspicions or incidents of malpractice to the awarding body, in line with JCQ Suspected Malpractice: Policies and Procedures (2025).
• All allegations will be investigated promptly, fairly and in line with the Centre’s Malpractice Policy.
• Staff and candidates will be informed of their rights, including access to appeal.

12.5 Sanctions
• Sanctions may be applied by the awarding body against candidates, staff or the Centre, as set out in JCQ regulations.
• The Centre will also take internal disciplinary action where appropriate.


Mrs R Jukes                                                                                                                         Mrs L Bethell

Head of Centre                                                                                                                  Exams Officer

17th September 2026



Disability Policy: Exams

This policy should be read in conjunction with the Westwood College Equality & Diversity Policy, SEND Policy, and Accessibility Plan.
All centre staff must ensure that the JCQ Access Arrangements and Special Consideration Regulations (2026–27) are applied consistently with the Equality Act 2010. The Centre will make reasonable adjustments to ensure candidates are not disadvantaged.

	 Type of Disability or Disadvantage
	Centre Solution

	Wheelchair user
	The main Exam Hall is on the ground floor.  Should a candidate need access to upper floors there is a lift.  There is an accessible toilet on the same floor as the main Exam Hall.

	Use of crutches for broken leg or any other lower limb complaint
	The main Exam Hall is on the ground floor.  Should a candidate need access to upper floors there is a lift.  There is an accessible toilet close to the main Exam Hall. 

	Broken arm / collar bone / finger or other such complaint
	The Centre will apply via JCQ Access Arrangements Online (AAO) for temporary arrangements such as a scribe, laptop and/or extra time, where this reflects the candidate’s needs.

	Generally feeling unwell
	The Centre may seat the candidate in a smaller room or alone (staffing permitting). Supervised rest breaks may be granted without penalty. Candidates likely to leave quickly will be seated near the exit to minimise disruption. Special Consideration will be requested if illness disadvantages the candidate.

	Visual disability
	All exam rooms in the school are well lit. Candidates are permitted the use of their coloured film overlays as required. Modified/enlarged papers will be applied for if this reflects the candidate’s normal way of working.

	Hearing disability
	Candidates may have the use of a live speaker for pre-recorded exam components, or a sign language interpreter. Candidates will be accommodated in a room on their own.

	Long term illness or disability
	Candidates with long term illness or a disability that makes travel to the school difficult may be allowed to sit their exams at home with permission from the individual Exam Boards.

	Emergency evacuation
	Emergency evacuation procedures are appropriate for all candidates.  The main exam Hall has a wheelchair accessible emergency exit directly out of it. 

	Candidates taking regular medication
	If any candidate needs to take regular medication, invigilators will be made aware and will make this possible.   The Exam Officer should be notified if there are any exceptional health issues. 

	Communication or any other difficulties
	Invigilators will be briefed of any exceptional issues concerning communication or other factors which may affect the candidate. 
The SENCO will make the Exam Officer aware of any issues concerning individuals in the main exam rooms. 

	Learning disabilities
	Candidates within the Centre are assessed and permitted the use of a Scribe, Reader and/or Extra Time as recommended by the Centre’s SENCO and subject to Access Arrangements approval from the Exam Boards.



Complaints
Any complaints made by candidates with disabilities should be directed in the first instance to the Examinations Officer who will initiate an enquiry.

Staffing
Recruitment of invigilators will follow normal school policy with regards to disabled applicants. All invigilators will receive group training including disability issues. 




Mrs R Jukes
Head of Centre





Mrs L Bethell
Exams Officer


17th September 2026

Review Date: September 2027
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