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The purpose of this Exam Policy is: 

e to ensure the planning and management of exams is conducted efficiently and in the 
best interest of candidates 

e 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 

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

e advises on Appeals and Review of Marking 

e 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’ 

 



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

e 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 

e 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 

e ensures that candidates and their parents are informed of and understand iiese aspects 
of the exam timetable that will affect them 

e provides and confirms detailed data on estimated entries 

e receives, checks and stores securely all exam papers and completed scripts 

e administers Access Arrangements and makes applications for Special Consideration 
along with SENCO. Using the JCQ ‘Access Arrangements and Reasonable Adjustments-for 
candidates with disabilities and learning difficulties’ 

e identifies and manages exam timetable clashes 

e accounts for income and expenditures relating to all exam costs/charges - invoices 
checked for the Finance Department 

e organises the recruitment, training and monitoring of a team of exams invigilators 
responsible for the conduct of exams. 

e arranges for dissemination of exam results and certificates to candidates and forwards, 
in consultation with the SLT, any Appeals/Review of Marking requests 

e maintains systems and processes to support the timely entry of candidates for their 
exams. 

Headteacher 
e organisation of teaching and learning. 

e external validation of courses followed at key stage 4 / post-16. 

Subject Leaders 
e guidance and pastoral oversight of eandidares who are unsure about exam entries or 

amendments to entries. 

e involvement in post-results procedures. 

e accurate completion of coursework mark sheets and declaration sheets. 

submits candidates’ coursework marks, despatches and stores returned coursework 
and any other material required by the appropriate Awarding Bodies correctly and on 
schedule 

e accurate completion of entry and all other mark sheets/OMR’s and adherence to 
deadlines as set by the Exams Officer. 

Entrust Careers a & Participation Service 
e guidance and careers information. 

Teachers . 
e 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). 

e submission of candidate names to SENCO DEPT.




