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St. Vincent’s School is committed to offering equal access to the examinations system for all pupils, as laid down by the Code of Practice produced by the Joint Council for Qualifications for GCSE, GCE and VCE.

Responsibility

· Subject coordinators will take ultimate responsibility for all examination entries, amendments and withdrawals. They will be required to liase with the Examinations Officer/assistant and adhere to all the internal and external deadlines published by the Examinations Office for their subjects.  The Examinations Officer must be notified by the Subject coordinators of any changes in specifications or Awarding Bodies.
· The Examinations Officer/assistant is responsible for the checking and security of all examination material and test papers, which will be locked in the secure examinations room until required.  

· The Examinations Officer/assistant is responsible for the correct despatch of all materials relating to the examination process and should ensure that Subject coordinators are aware of correct postal/despatch procedures.

External Examinations

· Examinations are offered in May/June only (subject to the approval of the Principal). 
· The Examinations Officer will be responsible for the administration of all external examinations. 

· The Examinations Officer will liase with Learning Support Manager and Deputy Principal for the provision of appropriate personnel for invigilation and transcription (of Braille scripts) of examinations, and for the provision of readers and scribes when required.

· The Examinations Officer will be responsible for making examination entries to the Boards by the deadlines set and will require Subject coordinators to provide lists of completed entries and access arrangements by the internal date set.  

· The Examinations Officer will check, collate and prepare entries for despatch and will involve Subject coordinators in checking a final print out for errors.  

· The Examinations Officer will inform Subject coordinators of the deadlines for withdrawing and/amending entries and of the fees payable. Subject coordinators will provide details, before the set deadlines, for any entry amendments or withdrawals.  

Late amendments/entries will be charged to the relevant department.

· The Examinations Officer will inform Office staff of any alterations required to the candidates transport arrangements as a result of extra time allowances. The office staff will liase with parents and transport providers to ensure appropriate arrangements are made.

Invigilation

· The Examinations Officer will liase with the Learning Support Manager and deputy Principal for the provision of appropriate personnel for invigilation and transcription (of Braille scripts) of examinations, and for the provision of readers and scribes when required.

· When external personnel are used for invigilation, or act as readers and/or scribes, the Learning Support Manager will inform the office staff, who will issue identity badges. If such personnel have not undergone an Enhanced Police Check, they must be accompanied by a member of staff at all times when not in the examination room.

· The Subject coordinator may be present only at the beginning of any examination involving their subject.

· Examination papers must not be removed from the examination room until all candidates have completed the examination.  

· Subject coordinators will be responsible for the storage of exam papers from previous examination series.

Communication with pupils 

· The Examinations Officer will inform candidates of their examination schedule, and will inform them of details of examination rules and regulations. 

· All examinations will be held in the School Hall unless otherwise stated. 

· Pupils will be issued with Statements of Entry, which they should check and take home for parents to ensure no clashes with hospital/medical appointments or family holidays.  

· Timetable clashes, and requests for early start times, will be dealt with by the Examinations Officer (after liasing with appropriate staff). Pupils will be informed of any arrangements.

· Any queries by pupils regarding the published timetable should be addressed to the Examinations Officer in the first instance.

Coursework

· Subject coordinators are responsible for the monitoring and collating of coursework, setting of internal deadline dates for candidates and subject staff, to ensure completion of documentation by the deadline set by the Examinations Officer.

· The Examinations Officer will collate and forward centre marksheets for all subjects to the Examination Boards by the due date. 

· The Examinations Officer will ensure the despatch of coursework to external moderators.  Subject coordinators must ensure all declarations are completed and enclosed in the packages before dispatch. 

Internal Appeals

· Under the JCQ Code of Practice, pupils are entitled to appeal against the mark awarded for coursework/controlled assessments or against a decision made by the centre regarding Appeals upon results.  The School has an Appeals Policy (see Appendix A) and all staff should ensure that they are familiar with this procedure.

Results / Enquiries about Results

· Results will only be issued to pupils on the day notified by the Awarding Bodies.  

· Pupils will collect their results in either in person, by phone call to the school after 10 a.m. on the day of publication, or are required to provide the Examinations Officer with a stamped addressed envelope to the pupil’s home address.  A designated person may collect pupils’ results on production of a signed letter by the pupil.

· The pupil must make applications for Post Results Services to the Examinations Officer.  Pupils are responsible for the necessary fees to the awarding body and payment must accompany the request.

Access Arrangements

· Subject coordinators must inform the Examinations Officer of any access arrangements (readers/scribes, use of word processor) they consider necessary for individual pupils by the internally set deadline.

· 100% extra time allowance will normally be requested for all candidates unless otherwise stated.

· MLP and Braille papers will be requested after consultation with the candidate’s most recent visual assessment and the Learning Support Manager, unless otherwise stated by the Subject coordinator. 

· The SENco must liase with the Examinations Officer with regard to arrangements for candidates with Special Needs (other than visual impairment) and to ensure that all information is current and available.  The SENco will arrange for all assessments for pupils and will ensure that the Examinations Officer has all the necessary information for an application prior to the published external deadline.  

· The Examinations Officer will ensure that all requests for Access arrangements are forwarded to the Awarding Bodies and all replies processed.  
· Information regarding Access arrangements can be found in the JCQ document Regulations and Guidance Relating to Candidates who are eligible for Adjustments to Examinations.

APPENDIX A

Internal Assessments for External Qualifications

· St. Vincent’s School is committed to ensuring that when staff assess candidates work for external examinations, it is done fairly, consistently, and in accordance with the specification for the qualification concerned.

· Assessments will be conducted by staff who have the appropriate knowledge, understanding and skills, and who have been trained in this activity.  

· The work of candidates must be produced and authenticated in accordance with the requirements of the awarding body.  When assessment of a piece of work is divided among several staff, consistency will be maintained by internal moderation and standardisation.

· If a candidate feels that these procedures have not been carried out in relation to his/her work then he/she must first discuss the matter with the Subject coordinator.  If the problem cannot be resolved in this way, the candidate may use the formal appeal procedure outlined below.  Appeals may be made only against the procedures that led to the assessment and not against the mark or grade.

The Appeals Procedure

· The parent or guardian of the candidate must write to the Principal.  The application must be made as soon as the circumstances become known and always before the date of the first written paper of the examination series.

· The Principal and another experienced member of the teaching staff, not directly involved in the assessment in question, will conduct the appeal.  If the Principal was directly involved in the assessment in question, or is otherwise unable to investigate, the Principal will appoint another Senior Manager in his place.

· The Teachers who conduct the appeal will decide whether the procedures used for the internal assessment conformed to the requirements of the awarding body and the QCA Code of Practice.

· The outcome of the appeal will be reported in writing to the parent or guardian of the candidate before the last written paper of the examination series.  Any changes made to the assessment of the work, any changes made to improve the School’s application of the procedures, and any correspondence with the awarding body will also be reported.

· The outcome of the appeal will be logged as a complaint under the School’s complaints procedure.  The School will notify the awarding body of any outcome of the appeal that has implications for the conduct of the examination or the issue of results.  A written record of the appeal will be kept and must be made available to the awarding body at their request.

Notes

· Due to the nature of the school and size of cohort for each examination, all candidates work is sent to external moderators for the verification and standardisation of marks awarded.  Such moderation may change the marks awarded internally but it is beyond the control of the School.

· Appeals against the marking of externally assessed examination components are dealt with after the publication of results according to the procedures published by the awarding bodies.

· More information about the awarding bodies’ procedures may be obtained from the Examinations Officer or the examination boards website

Appendix B
Staff responsibilities

Re: GCSE controlled assessments

Senior Leadership Team:

· Are accountable for the safe and secure conduct of controlled assessments. 
They must ensure assessments comply with JCQ guidelines and awarding bodies’ subject-specific instructions.

· At the start of the academic year, SLT begin coordinating with subject coordinators to schedule controlled assessments, to ensure that there is an even distribution of controlled assessments throughout Key Stage 4 (not just in the Spring and Early Summer term of last year of the course).  

SLT will resolve:

· clashes/problems over the timing or operation of controlled assessments; 

· issues arising from the need for particular facilities (rooms, IT networks, time out of school etc.); 

· Ensure that all staff involved have a calendar of events.

· Create, publish and update an internal appeals policy for controlled assessments.

Subject Coordinators:

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

· Standardise internally the marking of all teachers involved in assessing an internally assessed component.

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

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

· Where appropriate, develop new assessment tasks or adapt sample awarding body assessment tasks to meet local circumstances, in line with the awarding body’s specification and control requirements. 

Teaching staff:
· Understand and comply with the general guidelines detailed within the JCQ publication Instructions for conducting controlled assessments.

· Understand and comply with the awarding body’s specification for conducting controlled assessments, including any subject-specific instructions, teachers’ notes or additional information on the awarding body’s website. 
· Supply to the exams office details of all unit codes for controlled assessments.

· Obtain confidential materials/tasks set by awarding bodies in sufficient time to prepare for the assessment(s) and ensure that such materials are stored securely at all times.
· Supervise assessments (at the specified level of control).  Undertake the tasks required under the regulations, only permitting assistance to candidates as the specification allows.

· Ensure that candidates and supervising teachers sign authentication forms on completion of an assessment.

· Mark internally assessed components using the mark scheme provided by the awarding body. Submit marks to the awarding body by the published deadline, keeping a record of the marks awarded.

· Retain candidates’ work securely between assessment sessions (if more than one).  

· 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.

· Ask the appropriate examination office staff for any assistance required for the administration and management of access arrangements. 

Exams office staff:

· 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.
· Download and distribute mark-sheets for teaching staff to use.

· In exceptional circumstances where controlled assessments cannot be conducted in the classroom, arrange suitable accommodation where controlled assessments can be carried out at the direction of the senior leadership team.
· Ensure access arrangements have been applied for.

·  Work with teaching staff to ensure requirements for support staff are met.
GCSE controlled assessments - Risk management process

	Risks and issues


	 Remedial action
	Staff 

	
	Forward planning
	Action
	

	Timetabling

	Controlled assessment schedule clashes with other activities
	Plan/establish priorities well ahead (e.g. at the start of the academic year) 
	Plan dates in consultation with school calendar – negotiate with other parties
	Examinations officer

	Too many controlled assessments close together across GCSE subjects
	Plan controlled assessments so they are spaced over the duration of the course 
	Space controlled assessments to allow candidates some time between them
	SLT/Examinations Staff with subject coordinator input

	 
	 
	 
	

	Accommodation

	Insufficient space in classrooms for candidates
	Once the size of the cohort is known at the start of the year, flag instances where regular classroom space may not be suitable to conduct controlled assessments
	Use more than one classroom or multiple sittings where necessary

Use examinations hall
	Examinations staff

	Insufficient facilities for all candidates 
	Careful planning ahead and booking of rooms / centre facilities
	
	Subject coordinator and examinations staff

	
	
	
	


	Risks and issues


	Remedial action
	Staff

	
	Forward planning
	Action
	

	Downloading awarding body set tasks

	IT system unavailable on day of assessment
	Download tasks well ahead of scheduled assessment date in all cases
	Book IT equipment well ahead and download tasks before scheduled date of assessment
	Subject coordinator

	Teaching staff unable to access task details
	Test secure access rights ahead of controlled assessment schedule every year and every session
	Ensure teaching staff have access rights for the correct area of awarding body secure extranet sites well ahead of the controlled assessment schedule
	Examinations officer

	Loss of task details in transmission
	Download tasks well ahead of scheduled assessment date
	Contact awarding body and ask for replacement task; download again
	Examinations staff

	
	
	
	

	Absent candidates

	Candidates absent for all or part of assessment (various reasons)
	Plan alternative session(s) for candidates 
	 Re-schedule accommodation/equipment staffing
	Subject coordinator and examinations staff

	
	
	
	


	Risks and issues


	Remedial action
	Staff

	
	Forward planning
	Action
	

	Control levels for task taking

	The assessment is undertaken under incorrect level of control (time, resources, supervision and collaboration)
	Ensure teaching staff know what level is applicable and understand what is involved.  Provide training if required
	Seek guidance from the awarding body.

If security of test is compromised awarding body malpractice procedures to be followed. 
	Examinations staff

	
	
	
	

	Supervision 

	Student study diary/plan not provided or completed* 
	Ensure teaching staff are aware of the need for study diary/plans to be completed early in course
	Ensure candidates start, continue and complete study diary/plans that are signed after every session.
	Subject coordinator

	Teaching staff do not understand that the supervision of controlled assessments is their responsibility
	Ensure teaching staff fully understand the nature of controlled assessments and their role in supervising assessments
	 Ensure staff read examinations policy and JCQ procedures re: controlled assessments. 
	Examinations staff/SLT

	A suitable supervisor has not been arranged for an assessment where teaching staff are not supervising  
	A suitable supervisor must be arranged for any controlled assessment session where a teacher is not supervising, in line with the awarding body’s specification
	 Assessment re-scheduled until supervisor can be arranged.
	Examinations staff

	
	
	
	


* Not all GCSE controlled assessments will require the completion of a study diary or study plans
	 Risks and issues


	Remedial action
	Staff 

	
	Forward planning
	Action
	

	Task setting

	Teaching staff fail to correctly set tasks
	Ensure teaching staff fully understand the task setting arrangements as defined in the awarding body’s specification**
	Seek guidance from the awarding body.

Arrange for subject staff to attend standardising meeting.
	Examinations office staff

SLT/CPD coordinator

	Assessments have not been moderated in line with the awarding body’s specification
	Check specification and plan required moderation appropriately
	Seek guidance from the awarding body.

Arrange for subject staff to attend standardising meeting.
	Examinations office staff

SLT/CPD coordinator

	
	
	
	

	Security of materials

	Assessment tasks not kept secure before assessment
	Ensure teaching staff fully understand the importance of task security
	Contact the awarding body to request/obtain different assessment tasks
	Examinations office staff

	Candidates’ work not kept secure during or after assessment
	Define the appropriate level of security, in line with the awarding body’s requirements, for each department as necessary
	Seek guidance from the awarding body
	Examinations office staff

	Insufficient or insecure storage space
	Look at provision for suitable storage at the start of the GCSE course
	Find alternative storage within the centre
	Examinations office staff


** All tasks whether set by the awarding body or the centre must be developed in line with the requirements of the specification.
	Example risks and issues


	Possible remedial action
	Staff

	
	Forward planning
	Action
	

	Deadlines

	Deadlines not met by candidates


	Ensure all candidates are briefed on deadlines and the penalties for not meeting them.
	Mark what candidates have produced by the deadline.

Seek guidance from awarding body on further action.
	Subject staff

Examinations office staff

	Deadlines for marking and/or paperwork not met by teaching staff
	Ensure teaching staff are given clear deadlines (prior to the awarding body deadline) to complete marking/paperwork. 
(Marks can then be processed and submitted ahead of awarding body deadlines)
	Seek guidance from awarding body.

 
	Examinations office staff

	Authentication

	Candidate fails to sign authentication form
	Ensure all candidates have authentication forms to sign

Ensure that the authentication form is securely attached to their work when it is completed and handed in for marking.
	Find candidate and ensure authentication form is signed.


	Subject teacher – exams staff to check all paperwork completed prior to dispatch

Examinations office staff

	Teaching staff fail to complete authentication forms or leave before completing the authentication process
	Ensure teaching staff fully understand the importance of authentication forms and the requirement of a signature
	Return the authentication form to the teacher for signature 

Ensure authentication forms are signed as work is marked
	Examinations office staff


	 Risks and issues


	Remedial action
	Staff

	
	Forward planning
	Action
	

	Marking
	
	
	

	Teaching staff interpret marking descriptions incorrectly
	Ensure appropriate training and practicing of marking
Plan for sampling of marking during the practice phase
	Arrange for re-marking
Consult the awarding body’s specification for appropriate procedures
	SLT

	Centre does not run the standardisation activity as required by the awarding body
	Plan against the awarding body’s requirements for standardisation, i.e. when and how this activity must be conducted
	Check with the awarding body whether a later standardisation event can be arranged
	SLT

	
	
	
	


 St. Vincent's School

A Specialist School for Sensory Impairment and Other Needs

Centre number: 34385
Emergency evacuation procedure for examinations

The invigilator must take the following action in an emergency such as a fire alarm or bomb alert.

· Stop the candidates from writing.

· Collect the attendance register (in order to ensure all candidates are present).

· Evacuate the examination room in line with the instruction given by the appropriate authority

· Advise candidates to leave all question papers and scripts in the examination room.

· Candidates should leave the room in silence.

· Make sure that the candidates are supervised as closely as possible while they are out of the examination room to make sure that there is no discussion about the examination.

· Make a note of the time of the interruption and how long it lasted.

· Allow the candidates the full working time set for the examination.
· If there is only a few candidates, consider the possibility of taking the candidates (with question papers and scripts) to another place to finish the examination.

· Make a full report of the incident and of the action taken, and send to the relevant awarding body. 
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