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1. Purpose
The purpose of this policy is:

e To ensure the planning and management of exams are 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.

e To ensure that internal assessments and appeals are conducted in accordance with

the exam board regulations.

It is the responsibility of everyone involved in the exam processes at North Halifax Grammar School.

School to read, understand and implement this policy.

The exam policy will be reviewed every three years and will be reviewed by the Exams

Office in consultation with the Leadership Group (LG) and the Heads of

Faculty/Subject.

2. Exam Responsibilities

o Exams Office (Exams Officer and Assistant Exams Officer) manages the administration of public
and internal exams including:

e Advising LG, Heads of Faculty/Subject, teaching staff and other relevant staff on
annual exam timetables and application procedures as set by the various awarding
bodies.

e Overseeing the production and distribution to staff and candidates of an annual
calendar for all exams in which candidates will be involved and communicating
regularly with staff concerning imminent deadlines and events.

e Ensuring that candidates and their parents are informed of and understand those
aspects of the exam timetable that will affect them.

e Consulting with Heads of Faculty/Subjects to ensure that necessary internal
assessments are completed on time and in accordance with JCQ guidelines.

¢ Providing and confirming detailed data on estimated entries by the exam board
deadlines.

e Receiving, checking and storing securely all exam materials.

e Despatching of completed scripts and exam materials to the exam boards.

Administering access arrangements and making applications for special

consideration using the JCQ publications Access Arrangements, Reasonable

Adjustments and Special Consideration.

Identifying and managing exam timetable clashes.

Accounting for income and expenditures relating to all exam costs/charges.

Line managing the team of invigilators in organising the recruitment, training and

monitoring of a team of exams invigilators responsible for the conduct of exams.

e Submitting candidates’ coursework marks on behalf of Heads of Faculty/Subjects
required by the appropriate awarding bodies correctly and on schedule.

e Arranging for dissemination of exam results and certificates to candidates and
liaising with exam boards on issues regard appeals/re-mark requests.

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

e Liaising with School Organisation Manager to make necessary room bookings and cover
arrangements for available staff to start exams.

¢ Liaising with Catering Manager to ensure candidates requiring early lunches are
catered for.

3. Heads of Faculty/Subject Responsibilities:

e Ensuring that all candidates are entered for the correct units and tiers during each
exam series.
e Ensuring that internal assessment marks are completed on schedule in accordance with exam board
regulations.
e Updating the Exams Office of changes in the curriculum affecting exam entries to
enable the Exams Office to process ‘Intention to Enter’ and ‘Estimated Entry’
submissions where appropriate.
e Ensuring that all internal assessments are conducted in accordance with exam
board regulations.
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e Liaising with School Organisation Manager and Exams Office for rooming and invigilation
requirements for internal assessments when appropriate.

4. Heads of Year/6th Form Management Team Responsibilities:

e Advising the Exams Office of any relevant changes in candidate details affecting exam entries
including: new students, leavers, repeating year, dropping or picking up subjects (GCE).

e Advising the Exams Office of candidates potentially eligible for special consideration.

e Being present, if required, at the beginning of external exams to identify candidates in accordance
with exam board regulations — all exam candidates are required to wear ID badges which carry
photographic ID. If there is any doubt as to the identity of a student, the relevant Year Group Leader
will be asked to assist.

e Checking on absentees during external exams and coordinating absences, informing the Exams
Office of any developments/problems which arise out of the process.

e Liaising with School Organisation Manager to ensure appropriate supervision arrangements for Year
11 candidates requiring early lunch.

5. Teachers’ Responsibilities:

¢ Identification to Learning Support of potential SEND access arrangements for Learning Support to
follow up and investigate.

¢ Understanding internal assessment regulations and ensuring that each candidate signs a
declaration that authenticates the internal assessment as their own.

e Being familiar with the contents of the relevant specification(s).

e Being familiar with procedures on requesting re-marks and copies of scripts.

6. Learning Support/SEND Coordinator (SENDCo) Responsibilities:

¢ Identification and testing of candidates and subsequent identification of requirements for special
access arrangements in exams.

e Providing EO with necessary evidence to enable an application for special access arrangements to
be made.

e 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.

[ ]

7. Invigilators’ Responsibilities:

e Understanding the external regulations and internal procedures pertaining to the conduct of external
exams as set out in the JCQ Guidelines Booklet.

8. Candidates’ Responsibilities:

e Confirmation of exam entries.

e Understanding internal assessment regulations and signing a declaration that authenticates the
internal assessment as their own.

¢ Knowing when they have exams (date & time).

e Ensuring that the correct equipment is brought to each exam.

e Abiding by the relevant JCQ regulations as set out in the Student & Parent Examination Guidance
booklet.

9. Qualifications

The qualifications offered at North Halifax Grammar School are decided by the LG in conjunction with Heads
of Faculty/Subject. The qualifications offered are: GCE, EPQ, and GCSE.

Informing the Exams Office of changes to a syllabus is the responsibility of Heads of Faculty/Subject.
Decisions on whether a candidate should be entered for a particular subject will be taken Year Group
Leaders in consultation with Learning Support, Heads of Faculty/Subject, and teaching staff.

10. Exam Series and Timetables

10.1 Exam series

Internal exams are scheduled in December May and June and held under external exam conditions.
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External exams are scheduled in November (resits only) and May and June of each academic year. Internal
assessments are scheduled at the discretion of Heads of Faculty/Subject to meet appropriate exam board
deadlines.

10.2 Timetable

Once the entries are confirmed, the Exams Office will circulate the generic exam timetable for internal exams
and each external exam series on the intranet and internet.

Individual timetables will be issued to candidates following entries being sent to the exam boards.

11. Entries, Entry Details and Late Entries

Candidates are selected for their exam entries by the Head of Faculty/Subjects in consultation with teaching
staff.

Parents/guardians may request a subject entry, change of level or withdrawal, however, the final decision
rests with the Principal. Candidates may be withdrawn from a qualification if they have not satisfied
attendance and internal assessment requirements.

Entry deadlines are circulated to Heads of Faculty/Subject via email and internal post/pigeon hole. Late
entries are authorised by the Exams Office in consultation with Heads of Faculty/Subject.

Re-sits are allowed in accordance with the rules set out in each specification. Re-sit decisions will be made
in consultation with candidates, Heads of Faculty/Subject and teaching staff.

12. Exam fees

External exam entry fees are paid by NHGS. Late entry or amendment fees are paid by NHGS or the
candidate depending on the circumstances.

Candidates or Faculties/Subjects 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 time
allowed by the awarding bodies.

Fee reimbursements are sought from candidates who decide to sit an exam after the late entry/withdrawal
deadline/fail to sit an exam/do not meet the necessary internal assessment requirements without medical
evidence or evidence of other mitigating circumstances.

GCE re-sit fees for first and any subsequent attempts are paid by candidates.

GCSE re-sit fees pre-certification are paid by NHGS.

Candidates must pay the fee for an enquiry about a result or to request a re-mark or copy/original of exam
script.

13. The Disability Discrimination Act, Special Educational Needs and Access
Arrangements

Overview

It is the responsibility of the Principal and Learning Support to ensure that NHGS meets the requirements of
the DDA by ensuring that NHGS is accessible and improves candidate experience.

The Equality Act 2010 extends the application of the Equality Act to general qualifications. All examination
centre staff must ensure that the access arrangements and special consideration regulations and guidance
are consistent with the law.

Introduction

This policy aims to ensure that every student who has additional needs will be supported through every
examination series, this ensures that there is equality of opportunity.



Procedures

¢ All exam rooms are accessible, chairs are available when queuing outside when required.

e There is an appropriate toilet near or in all of these areas.

¢ Emergency evacuation procedures are appropriate for all candidates and risk assessments are carried out
as appropriate prior to the examination series.

¢ All areas have had internal risk assessments carried out.

o If any candidate needs to take regular medication, invigilators will make this possible.

e The Exams Officer should be notified if there are any exceptional health issues.

¢ Any specialised equipment will be provided and an appropriate examination area selected.

e Invigilators will be briefed of any exceptional issues concerning communication or other factors which may
affect the candidate.

e Recruitment of invigilators will follow normal school policy with regards to disabled applicants.

¢ All invigilators will either receive group training including disability issues or will work alongside an
experienced invigilator.

e The SENDCO will make the Exams Officer aware of any issues concerning individuals in the main exam r
rooms.

e The SENDCO/Exams Officer will take the lead in making access applications based on their close
knowledge of the needs of students under their care. They will produce a list of Page 3 of 4 the students
involved together with their concessions and this list will be available in all exam rooms in the files.

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

Review

The Reviewing of this policy will take place at the start of each academic year. The Schools reaction
response to any policy will be evaluated and any amendments to this policy made as appropriate.

Access Arrangements

Learning Support will inform teaching staff of candidates with special educational needs who are embarking
on a qualification leading to an assessment. The SENDCo can then inform individual staff of any special
arrangements that individual candidates can be granted during the course and in exams.

A candidate's access arrangements requirement is determined by Learning Support.

Making access arrangements for candidates taking exams is the responsibility of both Learning Support and
the Exams Office.

Submitting completed access arrangement applications to the awarding bodies is the responsibility of the
Exams Office.

Rooming for access arrangement candidates will be arranged by the Exams Office in consultation with
Learning Support and the School Organisation Manager.

Invigilation and support for access arrangement candidates will be organised by the Exams Office.

The Disability Discrimination Act 2005 extends the application of the DDA to general qualifications. All exam
centre staff must ensure that the access arrangements and special consideration regulations and guidance
are consistent with the law.

14. Contingency Planning

Contingency planning for exams administration is the responsibility of Leadership in consultation with the
Exams Office.

The Assistant Exams Officer is capable of running an exam season on her own, with the support of LG. LG
members are trained to start external examinations. Invigilators are fully trained to run an exam independent
of the EO.

See separate Examination Contingency Plan.



Contingency Planning
In the event of the examinations officer not being present during exam period

Exam officer role
LC

9

If seating plans are not
already printed print
them off exam module in
SIMS

%

Additional Keyholders

Ensure SEN invigilator

are the Assistant Exams
Officer (LC) & the Site
Manager (IP)
Unlock the cabinets and
open the exam packages
1 hr before exam

v

has the correct number of
copies of exam papers
for them to do their
colour copies

Set the exam papers out

Write the exam details on

on the desks

the whiteboard

Take remaining exam

7|\

papers over to the exam
room(s)

If there are any clashes
on the exam day, LC has
copies of these as
students have already
been informed.

é.

Put the seating plans at

one copy for the
invigilator

the front of the room, and

All exam areas will already have the
| exam posters on the outside and inside
of the rooms
(there are spare copies in the exam
office if needed)
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All exam rooms need invigilator trays,
which contain stationery stocks and
JCQ guidance booklet. Each room has
these but spare stocked trays are in the
main school office if needed

At the end of the exam
collect the papers from
the exam room and
return to the main School
Office

l

Any subsequent absentees that
arrive are taken to the exam room
to sit the exam according to the
regulations outlined in the JCQ
guidance book in the tray

present according to the
register in the tray. Any
absentees are then chased

Invigilator checks all

by LC

All the required
stationery is in Exam
Store.

LC will be the designated
person to intercept and
pack the exams for
Parcelforce

If the exam has gone
beyond the collection
time ensure the papers
are locked away in the
exam office until the

following day when they
can be safely collected

Any requests arising
from the exam (special
consideration, late
candidates, etc) can be
dealt with by LC as she
has access to the
passwords for the exam
board sites




15. Private Candidates

Managing private candidates is the responsibility of the Exams Office. Normally, private candidates will be
restricted to former NHGS students who wish to take exams which are part of the current curriculum. Private
candidates will be charged a fee to cover administrative costs associated with the processing of entries and
results in addition to the exam entry fee costs.

16. Managing Invigilators

External staff are employed on a casual basis and used to invigilate examinations.

Invigilators are allocated, briefed and trained by the Exams Officer. These invigilators will be used for internal
exams for the Year 11 mocks, and all external exams.

Recruitment of invigilators is the responsibility of the Exams Officer.

DBS fees for securing such clearance are paid by NHGS.

Invigilator rates of pay are set by NHGS.

17. Malpractice

The Exams Officer is responsible for investigating suspected malpractice in accordance with JCQ
regulations.

18. Exam Days
The premises team is responsible for setting up the allocated rooms. The Exams Officer will book all exam
rooms after liaison with the premises team and the School Organisation Manager and make the question

papers, other exam stationery and materials and equipment available for the invigilators.

The Exams Officer/Invigilators/LG will start all exams in accordance with the JCQ guidelines.
In practical exams teaching staff may be on hand in case of any technical difficulties.

Exam papers must not be read by teaching staff or removed from the exam room before the end of a
session. Papers will be distributed to Heads of Faculty/Subject at the end of the exam day. Note that if there
is a clash with candidates taking the exam the following day, then the papers will not be released until after
they have taken the exam.

19. Candidates, Clash Candidates and Special Consideration

19.1 Candidates

The published rules on acceptable dress, behaviour and candidates' use of mobile phones and other
electronic devices apply at all times.

Candidates' personal belongings remain their own responsibility and NHGS accepts no liability for their loss
or damage.

Disruptive candidates are dealt with in accordance with JCQ guidelines. Candidates are expected to stay for
the full exam time.

Candidates may only leave the exam room for a genuine purpose and are required to return immediately to
the exam room. They must be accompanied by a member of staff at all times.

The Exams Officer is responsible for handling late or absent candidates on exam day or subsequently.
19.2 Clash Candidates

The Exams Officer will be responsible as necessary for supervising escorts, identifying a secure venue and
arranging overnight stays.



19.3 Special Consideration

Should a candidate be ill before an exam, suffer bereavement or other trauma, be taken ill during the exam
itself or otherwise disadvantaged or disturbed during an exam, then it is the candidate's responsibility to alert
NHGS, the Exams Officer, or the invigilator, to that effect.

The candidate must support any special consideration claim with appropriate evidence within three days of
the exam, for example by providing a letter from the candidate's doctor.

The Exams Officer will then make a special consideration application to the relevant awarding body within
seven days of the exam.

20. Internal Assessment and Appeals
In accordance with the Joint Council for Qualifications (JCQ) Code of Practice, NHGS must:

e Have in place a published appeals procedure relating to internal assessment decisions;
e Make this document available and accessible to students.

NHGS will ensure that:

e Internal assessments submitted by students have been authenticated as original work according to
the guidance issued by the JCQ

e Students are given written guidance about the regulations issued by awarding bodies on the
production of internal assessment, the internal deadlines for submission, and consequences of not
meeting deadlines as well as information about the appeals procedure.

e Departments give students adequate and appropriate time to produce the internal assessment;

¢ Internal assessments are conducted by staff who have an appropriate level of knowledge,
understanding and skill;

e The consistency of the internal assessment is secured through the departmental mark scheme or
marking criteria,;

¢ Each type of internal assessment has a fit-for-purpose internal standardisation
process.

o The staff responsible for internal standardisation of a subject will attend required
training sessions given by the relevant awarding body

21. Controlled Assessment
For full guidance refer to JCQ publication ‘Instructions for conducting controlled assessments’

Controlled assessment is currently an integral and important part of the examined courses that students
undertake at KS4 and 5. It constitutes varying proportions of the marks in different subjects and is vital for
students to gain success in external examinations at the end of the Key Stage.

Definitions

Controlled assessment is defined as work assigned to and completed by a student during a course of study.
It makes up a proportion of the student’s final grade at the end of the course. It is designed to measure skills
that are not effectively assessed by external assessment. Controlled assessment replaced coursework in
GCSE and A-level subjects from September 2009.

External Dependencies

Controlled assessment forms an element of the assessment procedures of both the internal and external
examination system of students and as such is subject to regulation by the relevant examining body and
JCQ.

Controlled Assessment Scheduling

Due to the number and range of subjects in which students will take controlled assessment it will not be
possible to ensure that students are not undertaking more than one piece of controlled assessment at once
and therefore students may be under considerable pressure at certain points during their courses with
controlled assessment preparation and deadlines.



Therefore, the school will:

e Take reasonable steps to minimise this by producing an annual controlled assessment calendar in order
to provide a structured guide for students and parents/guardians as to when controlled assessment will
be happening during the academic year.

e Ensure that students are supported and appropriately paced throughout their controlled assessments
(as far as is possible).

e Ensure that students are supported through the tutorial system with the recording and management of
controlled assessment deadlines and preparation pressures.

e  Where feasible provide catch up sessions for students who miss a controlled assessment session when
initially scheduled.

The School’s Responsibilities are:

e Ensure that all students have equal access to everything they need to complete their controlled
assessments in a fair way.

e Ensure that an effective communications strategy is in place to make sure that parents are fully
informed about their child’s preparation and progress in controlled assessments in alignment with the
whole school policy on reporting.

e Ensure that each academic department develops, maintains and implements its own internal
assessment procedures in line with the whole school policy for assessment and recording.

The Department Leader’s Responsibilities are:

e Decide on the awarding body and specification for a particular GCSE.

Where appropriate, develop new assessment tasks or contextualise sample awarding body assessment

tasks to meet local circumstances, in line with awarding body specifications and control requirements.

e Ensure the assessment procedures as outlined in the Department’s policy are in accordance with the
examination board’s policy and are implemented fully in practice.

o Ensure the deadlines are clear, realistic, agreed and shared with department teaching staff, other school
staff with an interest (AL, pastoral team etc), students and parents/guardians as appropriate.

o Ensure that individual teachers understand their responsibilities with regard to controlled assessment.

¢ Ensure that individual teachers understand the requirements of the awarding body's specification and
are familiar with the relevant teachers' notes, and any other subject specific instructions.

e Ensure that all teacher feedback refers to published mark schemes and guidelines.

e Standardise internally the marking of all teachers involved in assessing an internally assessed

component.

Keep records of controlled assessment preparation and task taking maintained and up to date.

Supply to the exams officer details of all unit codes for controlled assessments.

Ensure that all staff in the department follow the same procedures.

Individual Subject Teachers’ Responsibilities:

Each subject teacher is responsible, under the guidance of the DL, for the implementation of external and
internal assessment of classes allocated to them in the relevant academic year. Classroom teachers will be
supported in all of these activities by the management structure of the school and specifically their DL.

Therefore, class teachers are required to:

e Understand and comply with the general guidelines contained in the JCQ publication Instructions for

conducting controlled assessments, a copy of which is available on the VLE.

Understand and comply with the awarding body specification for conducting controlled assessments,
including any subject-specific instructions, teachers’ notes or additional information on the awarding
body’s website.

e Understand the scheduling of controlled assessments in their department.

e Ensure that students are fully aware of the implications of controlled assessment and the procedures for
task marking, internal standardisation and external moderation.

e Mark internally assessed components using the mark schemes provided by the awarding body. Submit
marks through the exams office to the awarding body when required, keeping a record of the marks
awarded.

e Understand the application of task setting, task taking and task marking as relevant to the examination
body of the course their classes are undertaking.



e Supervise assessments (at the specified level of control). Undertake the tasks required under the
regulations, only permitting assistance to students as the specification allows.

e Ensure students are fully aware of controlled assessment requirements by giving them the task
requirements, course specification and marking criteria in advance of the task being taken.

e Retain candidates’ work securely between and after assessment sessions.

e Ensure that students and supervising teachers sign authentication forms on completion of an
assessment.

e 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.

e Ask the appropriate special educational needs coordinator (SENCO) for any assistance required for the
administration and management of access arrangements.

Exams office staff

e Enter students for individual units, whether assessed by controlled assessment, external exam or on-
screen test, before the deadline for final entries.

e Enter students' ‘cash-in' codes for the terminal exam series.

o Where confidential materials are directly received by the exams office, to be responsible for receipt, safe
storage and safe transmission, whether in CD or hard copy format.

o Distribute marksheets from the exam board (where these are provided) for teaching staff to use, and
collect and send marksheets to awarding bodies before deadlines.

e On the few occasions where controlled assessment cannot be conducted in the classroom arrange
suitable accommodation where controlled assessment can be carried out, at the direction of the senior
leadership team.

Special educational needs coordinator/additional learning support

e Ensure access arrangements have been applied for where applicable. Candidates with a physical
disability are allowed to sit their examinations in a ground floor room. A scribe or reader will be provided
where appropriate. Students with a mental health condition will be given the option to sit their
examinations in a separate, smaller room.

o Work with teaching staff to ensure requirements for support staff are met.

Student and Parental Responsibilities are:

e Parents - avoid taking their child out of school where such actions will impact on their child’s ability to
complete controlled assessments.

e Parents — providing suitable evidence (such as a doctor’s note) for any absence of their son/daughter
from a controlled assessment.

e Students — understanding controlled assessment regulations and signing a declaration that
authenticates the controlled assessment as their own work.

Ownership of Controlled Assessment

Any piece of controlled assessment created by the student remains under ownership of the school and once
submitted will be securely stored by the school until it has no further value as examination materials. The
examination board will request samples of students work to assess the internal marking of student work. In
these circumstances any work sent to the board under this process may be retained by the examination
board and used by them for training purposes.

It is recommended that students are given a copy of each piece of controlled assessment for their own
records. This may be before or after the work has been marked depending on the requirements of the task.
DL’s may make their own arrangements to return work to students once it has no further value to the school.
22. Appeals Procedure

e The grounds for appeal relate only to the procedures used in arriving at internal assessment

decisions or the production of externally assessed work and do not apply to the judgements
themselves.
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e The appeal must be made in writing to the Examinations Officer by 31 May of the year that the
internal assessment was assessed. The grounds for the appeal must be clearly stated. The student
can be supported in the presentation of their case by a parent/carer/friend.

e The Principal will nominate a member of staff, normally the Examinations Officer (EO), to lead the
enquiry provided that the EO has played no part in the original assessment process. An experienced
Head of Faculty/Subject to act as an independent member will also be on the panel.

e The panel will examine the evidence for the procedures used in the assessment, decide upon their
appropriateness and whether the procedures have been properly followed as required by the
awarding body concerned.

e The enquiry will be completed within 6 weeks of receipt of the appeal and the panel’s findings will be
formally reported back to the student/parent/carer within 8 weeks of receipt of

e Records of the request for the appeal, the evidence, deliberations of the panel and the result will be
kept by the Examinations Officer and made available to the awarding body if required.

23. Results

Results, enquiries about results (EARS) and access to scripts (ATS)
¢ Candidates will receive individual result slips on results days, in person at NHGS.

e Results slips not collected will be posted to candidates that day.

o Arrangements for NHGS to be open on results days are made by the Principal.

e The provision of staff on results days is the responsibility of the Exams Office.

o NHGS aggregates (i.e. cashes in) at the end of year 12 for AS grades (where applicable)
EARs

Where a Head of Faculty/Subject has concerns about a cohort and believes there has been an error in
marking then EARs may be requested through the Exams Office in accordance with the JCQ regulations on
Post-Results Services. The EARs will be funded by NHGS however the Head of Faculty/Subject must obtain
the candidates consent before any EAR is requested.

If a result is queried, a candidate may request an EAR at their own expense through the Exams Office in
accordance with the JCQ regulations on Post-Results Services.

If the unit grade increases, then the candidate will be reimbursed the fee.

ATS

After the release of results, candidates may request through the Exams Office the return of papers up to the
deadline set by the exam boards.

NHGS staff may also request scripts for investigation or for teaching purposes. For the latter, the consent of
candidates must be obtained.

Re-marks cannot be applied for once an original script has been returned.

24. Certificates and Transcripts
Certificates

Certificates are presented in person and a signature collected.

Certificates may be collected on behalf of a candidate by a third party, provided they have been authorised
to do so.

Candidates can request that their certificates be posted to them subject to receipt of £2.50 to cover the
Recorded Delivery charge.

Certificates are not withheld from candidates who owe fees.

In accordance with NHGS Record Retention & Disposal Schedule certificates are retained for 5 years and
then destroyed.

Transcripts

NHGS will provide a transcript of results to a candidate.
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25. Emergency Evacuation Procedure

The purpose of this Evacuation Procedure is firstly to ensure the safety and wellbeing of the students.
Secondly, to ensure the security of the examination papers.

In the event of a fire alarm being sounded during an external examination the following procedures MUST be
followed:

1 Ask the candidates to stop writing and put their pens down.

2 Collect the Attendance Register.

3 Make a note of the time of the disruption — write it down.

4 Await the arrival of the Exams Officer or the Assistant Exams Officer.

5 Students will be escorted to a secure area of the grounds. This will be on the field at the far side
where staff members assemble. Students undertaking different exams will be escorted by a
different member of staff to ensure confidentiality of the papers. Students should remain in silence
and should not discuss the details of the examination.

6 The Exams Officer will ensure that the Examination Room is locked to ensure that security of the
papers is maintained.

7 Once authorisation has been received to re-enter the building, students will be escorted to the Exam
Room. Students will be given a few moments to settle down.

8 Make a note of the re-start time of the exam(s).

9 The lost time will be added to the finish time and the new end time will be noted on the White Board.

10 Write a full report of the incident and action taken.

11 A note for special consideration will be processed for each group and sent to the relevant awarding
body.
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Appendix 1

Information required by the appeals panel (to be provided by Head of Subject)

1.

13.

Departmental minutes from the first meeting of the school year to indicate that the school procedure
for internally assessments was discussed and given out to new and existing members of the
department. Absentees were given their copy.

The mark scheme or marking criteria for the internal assessment provided by the awarding body.
The departmental mark scheme or marking criteria given to the teachers for marking the internal
assessment if this differs from that of the awarding body.

Dates when the internal assessment was set and to be handed in for that student.

Evidence that all teaching groups have been given the same length of time.

The departmental policy for students who were absent when the internal assessment was set or were
absent for part of the period during which the internal assessment was being carried out.

Dates when the internal assessment was marked by the teachers.

The name of the teacher in charge of the internal standardisation.

Dates when members of the department attended the last awarding body standardisation meeting.
Evidence that the information from this meeting was disseminated to the department.

Date(s) for departmental standardisation meeting and teacher attendance.

If the teacher assessing the internal assessment was absent from the departmental standardisation
meeting, what was done to ensure that the information was given to them.

Copy of internal assessment marks sent to the awarding body.

In the event of an appeal application being received, the relevant Head of Subject would only have a short
time to provide this information for the appeal panel. Appeals have to be made by 31 May in the year that the
work was assessed. The evidence above may also be requested by an awarding body inspector visiting the
school or the awarding body if a parent makes a further appeal against the panel’s decision.
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