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At Hebden Green School the Examinations Officers is Barbara Kilgallen.  The Examinations Administrator is Lisa Cliffe.  Michelle Parkes takes responsibility for internal moderation and ASDAN administration. 
The awarding bodies we currently use are:

· ASDAN

· AQA

· ED EXCEL PEARSON 

· OCR

Broadly there are two areas where clear policies regarding the provision and administration need to be in place: 

(a) internal policies for the benefit of teaching and non teaching staff and invigilators 

(b) policies for candidates and parents 

Please note the procedures outlines in this policy relate to internal and external examinations and are applicable to all awarding bodies including City and Guilds and ASDAN.    In-course tests/exams e.g. Entry Level Business Studies, photocopying and storage of papers will comply with same procedures as other types of exam papers, and  tests/exams should be carried out under exam conditions and should not, where possible, be held in the subject room.

a) Internal Policies 

1.  
Choice of Specification and Awarding Body 

· It is at the professional discretion of subject departments to chose which exam board offers the most appropriate specification designed to meet overall curriculum requirements. 

· Any changes in specifications must be notified to the examinations officer by subject teachers as soon as they are known. This applies equally to a change of board where revised intentions to enter/estimated entry numbers are often required many months ahead of exams being sat. 
2. 
 Entries 

· It is essential that all entries are made within deadlines posted by the exam boards. 

· In all cases internal entry forms will be issued to subject teachers by the exams officer. These need to be completed and returned within the required timescale. 

· When making entries it is essential that correct entry codes are given. Failure to do so can prove extremely costly and amendment fees will be charged to subjects. 

· Entry forms returned to the exams officer will be used to enter candidates 
· Where students request individual entries (for example as retakes) this must be agreed by subject teacher.  In such cases charges will be the responsibility of the student who may be required to pay before entry can be made. 
· Entry codes for GCSE need to include overall subject code as well as individual units. Without both of these entries will be incomplete and incur heavy financial penalties. This is the responsibility of subject teacher to inform exams officer accurately. 
3.   
Amendments 

· As a rule, amendments to entries should be avoided. 

4.  
Withdrawals 

· Withdrawal requests must be made in consultation with the exam officer.
5.  
Coursework 

a) 
Internally Assessed 

· In all cases subject teachers are responsible for collating coursework marks. These should be provided accurately and in good time to the exams officer. 

· All coursework marks will be submitted by appropriate means to exam boards by the exams officer. 

· External moderation of internally assessed work will be requested and work should be handed to the exams officer to be sent by them to the moderator. 

b)
Externally Assessed 

· Subject teachers should arrange for coursework to be sent to marker via exams officer in good time before any advised cut off dates. 

· All paperwork including Candidate Record Forms and Centre Declaration Sheets need to be completed by subject teachers and included with samples to be sent to boards or moderators. 

· Returned coursework will be distributed to subject teachers by the exams officer. All coursework must be retained securely by subject teachers until all dates for possible recall or appeal against marks awarded have passed. In practical terms this means holding onto coursework at least until certificates have been issued to students. 

6. 
Appeals against Assessment of Work for External Qualifications 

a)
Internally Assessed

Hebden Green Community School is committed to ensuring that whenever its staff assesses students’ work that it is done fairly, consistently and in accordance with the specification for the qualification concerned.  Assessments are conducted by staff who have appropriate knowledge, understanding and skills and who have been trained in this activity.  The school is committed to ensuring that assessment evidence provided by candidates is produced and authenticated according to the requirements of the relevant specifications for each subject.  Where a set of work is divided between staff, internal moderation and standardisation will ensure consistency. 

If a student feels that this may not have happened in relation to his work, he may make use of this appeals procedure.  Note that appeals may only be made against the process that led to the assessment and not against the mark or grade submitted by the school for moderation by the awarding body. 

This procedure is as follows: 

· Appeals should be made as early as possible and at least two weeks before the end of the last externally assessed paper in the examination series (e.g. the last GCSE written paper in the June GCSE exam series) 

· Appeals should be made in writing by the candidate’s parent/carer to the exams officer who will investigate the appeal with at least two other members of staff who have not been involved in the internal assessment decision. If the EO is not able to conduct the investigation, then the Head Teacher can appoint another member of staff of similar or greater seniority to conduct the investigation. 

· The purpose of the appeal will be to decide whether the process used for the internal assessment conformed to the published requirements of the awarding body and any changes made to the procedure relating to internal assessment. 

· The outcome of the appeal will be made known to the Head Teacher and will be logged as a complaint. A written record will be kept and made available to the awarding body upon request. Should the appeal bring any significant irregularity to light, the awarding body will be informed. 

After work has been internally assessed, it is moderated by the awarding body to ensure consistency between centres. Such moderation frequently changes the marks awarded for internally assessed work. This action is outside the control of Hebden Green Community School and is not covered by the above mentioned procedures. 

b)
Externally Assessed 

When a candidate is not satisfied with the mark awarded for a particular exam unit (e.g. written exam, coursework, practical assessment), a clerical check or re-mark may be requested via the Exams Officer. The candidate will be required to acknowledge that his grade may be confirmed, raised or lowered and will be responsible for paying the relevant fee at the time of the request.  There are occasions where the school may decide to pay the fee. The decision will be based on factors such as knowledge of the exam system and professional judgement. 

7. 
Forecast Grades 

These are an essential part of the system especially when candidates are absent for an element of the exam or in circumstances where re-marking is requested or an appeal lodged. 

8. 
Access Arrangements 

· All arrangements for access must be made by the exams officer in consultation with subject teachers

· Applications need to be submitted to the relevant boards in the November preceding the exam series. 

· Late applications will be considered on an individual basis according to circumstances. These must be indicated as soon as possible to the exams officer. 

· Full details of levels of access are held by the exams officer
· Students awarded access arrangements will sit exams in appropriate locations and will be supervised by support staff - usually teaching Assistants. 

9. 
Exam Clashes 

· These are infrequent at Hebden Green.  In the majority of cases clashes are dealt with without resorting to overnight supervision to avoid moving papers to the following day.  Where this is not possible, students will generally be supervised by parents at home. Parents are required to sign an agreement stating that the student must be kept in isolation or in the residential department of school.  Residential staff are briefed about suitable arrangements/relevant rules and regulations for this. 
· Students with clashes will be informed by the exams officer via a letter. Students with queries regarding clashes should seek clarification from the exams officer at least a fortnight prior to the day of the exam clash. 

10.
Storage of Papers 

· On arrival in school exam papers to be signed for by receptionist who will immediately lock them in secure storage and inform the Exam Officer of their arrival. 

· As soon as possible, all papers will be sorted and checked against delivery notes prior to being stored in chronological order within double locked filing cabinets in the Exam Safe Room which itself is locked. 

· Security of all material is the responsibility of the Exams Officer at all times whilst such materials are present on site 
· Exam papers and other required material will be distributed from the exam storage immediately prior to the required session. 
Internal Exams

· Exams which are set throughout the duration of the course and do not have to be set at specified times require the same security procedures as all other types of examinations.
· Test papers which need photocopying should be requested in writing to the Exam Officer one week before required.  They will then be locked away until the start of the test.
· Once papers are marked they should be returned to the Exam Officer to be put into safe storage.
 11.
Exam Venues 

· The main venue for exams is the Immersive Learning Space. It is occasionally necessary to use other rooms such as the I.T. Room/Independence Flats. 

· The Exams Officer is responsible for ensuring that all venues have the required signage including notices and warnings to candidates, silence notices, mobile phone warnings etc. All done in accordance with JCQ regulations. 

· All other materials that might affect performance in exams will be removed. 

· Sufficient clocks and whiteboards/flipcharts for exam time keeping will be provided by the Exams Officer. 

· Seating plans will be drawn up by the Invigilator. 

12. 
Invigilation 

· Invigilators will be members of the school staff (i.e. teaching assistants) who have received appropriate training and updates

· Exams will be started and finished by the Exams Officer or invigilators.  

· The JCQ have issued the following statement regarding teachers reading exam papers at the beginning of an exam: In the interest of the security of the examination and to protect teachers from potential accusation of malpractice, access to the question paper within the examination room for teachers unconnected with the administration or invigilation of that examination will only be possible from the end of the exam.  Where it has been agreed that candidates can take the examinations at a later time from the published timetable, no teacher who has accessed the question paper should be allowed contact with those candidates, who will be under examination supervision throughout the intervening period. 
· ‘Spare’ question papers will be given to the subject teacher after all students have taken the exam. 

· In all suspected cases of malpractice, it is essential that the Exams Officer and Headteacher are informed immediately. The school follows guidelines provided by JCQ in dealing with incidents. 

· Absent candidates are contacted by the pastoral teacher. 

13.
Special Consideration 

· All requests for special consideration must be made in writing by department or parent to the Exams Officer at the time of the exam. 

· The Exams Officer will complete required paperwork and send to appropriate board within the time frame published for each exam season. 

· Students and parents are informed that the awarding of extra marks via special consideration is extremely limited and should not be considered as a passport to higher grades. 

14. 
Results 

· All results are delivered electronically to the school and received by a nominated person on the published date or as soon as possible after that date. 

· Printed statements of results are issued to students by the nominated person. 
15. 
Distribution of exam certificates 

On arrival in school all certificates are checked and prepared for distribution to students. Students who have left the school receive a letter inviting them to collect their certificates and sign for them. Students still at school are presented with their certificate. 

