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1. Introduction and aims 

Poole High School is committed to ensuring that exams are managed and administered effectively.  
The aim of this policy is to ensure: 
 

• The planning and management of exams is conducted in the best interest of candidates 

• Our system of exam administration is efficient and clear, and staff and pupils understand what is 
required and expected of them 

• We comply with requirements and guidance set out by the Joint Council for Qualifications (JCQ) and 
awarding bodies. 

2. Roles and responsibilities 

2.1 Head of Centre 

The head of centre has overall responsibility for Poole High School as an exams centre, and is responsible for 
ensuring that all suspected or actual incidents of malpractice are reported, in line with the JCQ guidance on 
suspected malpractice in examinations and assessments 

2.2 Exams officer & Assistant exams officer 

The exams officer and assistant exams officer administer exams. They: 

• Manage the administration of internal and external exams 

• Advise the senior leadership team (SLT), subject and class tutors, and other relevant support staff on 
annual exams timetables and procedures as set by awarding bodies 

• Oversee the production and distribution of an annual calendar for all exams in which candidates will 
be involved, and communicate regularly with staff about imminent deadlines and events. This 
calendar must be provided to all staff and candidates. 

• Ensure that candidates and their parents are informed of, and understand, aspects of the exams 
timetable that will affect them 

• Check with teaching staff that the necessary coursework and/or controlled assessments are 
completed on time and in accordance with JCQ guidelines 

• Provide and confirm detailed data on estimated entries 

• Maintain systems and processes to support the timely entry of candidates for their exams 

• Receive, check and securely store all exam papers and completed scripts, and ensure that scripts are 
dispatched as per the guidelines 

• Administer access arrangements and make applications for special consideration following the 
regulations in the JCQ guidance on the special consideration process 

• Identify and manage exam timetable clashes 

• Account for income and expenditures relating to all exam costs/charges 

• Line manage the exams invigilator team and organising the recruitment, training, and monitoring of 
a team of exams invigilators responsible for the conduct of exams 

• Ensure candidates’ coursework/controlled assessment marks are submitted correctly and on 
schedule, along with any other material required by the awarding bodies 

• Track, dispatch and store returned coursework/controlled assessments 

• Arrange for dissemination of exam results and certificates to candidates, and forward, in 
consultation with the SLT, any post-results service requests 

• Report all suspected or actual incidents of malpractice, in line with the JCQ guidance on suspected 
malpractice in examinations and assessments 

• Advise on appeals and re-marks 
 

https://www.jcq.org.uk/exams-office/malpractice/suspected-malpractice-in-examinations-and-assessments-2018-19
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2.3 Heads of department  

Heads of department are responsible for: 

• Advising the exams officer of any changes to syllabus or assessment details for their subjects, 
including the confirmation of subject codes. 

• Advising the exams officer of entries for their subjects 

• Guidance and pastoral care for candidates who are unsure about exam entries or amendments to 
entries 

• Accurately completing entry and mark sheets, and adhering to deadlines as set by the exams officer 

• Accurately completing coursework/controlled assessment mark sheets and declaration sheets 

• Decisions on post-results procedures 

2.4 Teachers 

Teachers are responsible for: 

• Supplying information about entries, coursework and controlled assessments as required by the 
head of department and/or the exams officer 

2.5 Special educational needs coordinator (SENCO) 

The SENCO is responsible for: 

• Identifying and testing candidates’ requirements for access arrangements and notifying the exams 
officer in good time so that they can put exam day arrangements in place 

• Processing any necessary applications in order to gain approval (if required) 

• Working with the exams officer to provide the access arrangements required by candidates in exam 
rooms 

2.6 Lead invigilator(s) 

The lead invigilator(s) are responsible for: 

• Assisting the exams officer to run exams efficiently, according to JCQ regulations 

• Collecting exam papers and other material from the exam’s office before the start of the exam 

• Collecting all exam papers in the correct order at the end of the exam and ensuring they’re returned 
to the exam’s office 

2.7 Candidates 

Candidates are responsible for: 

• Confirming and signing entries 

• Understanding coursework/controlled assessment regulations, and signing a declaration that 
confirms the coursework to be their own 

• Ensuring they conduct themselves in all exams according to the JCQ regulations 

  



Poole High School Examinations Policy Page | 6 

 

3. Qualifications offered 

The headteacher, in liaison with the Assistant Headteacher (Examinations), decides the qualifications we 
offer. We offer the following types of qualifications: 

• A-Level 

• Extended Project Qualifications 

• BTEC Level 1, 2 & 3 

• OCR Cambridge National 

• GCSEs 

• VTQs & AAQs 
 

The subjects offered for these qualifications in any school year may be found on the curriculum pages of our 
school website.  If there will be a change to a specification for the next year, the exams office must be 
informed by the end of the preceding September. Heads of department are responsible for informing the 
exams office of changes to a specification. Decisions on whether a candidate should be entered for a 
particular subject will be taken by the Senior Leadership Team in consultation with pastoral leaders and 
heads of department. 

4. Exam series 

Internal exams (which we often refer to as mock examinations or diagnostic examinations) and assessments 
are scheduled on the approximate timeline below each year: 

• November - Year 11 Core Diagnostic Examinations 

• November – Year 13 VTQ mock examinations 

• January – Year 13 VTQ external examinations  

• January – Year 10 Religious Studies Diagnostic Examination 

• January – Sixth form Diagnostic Examinations 

• February – Year 11 Diagnostic Examinations 

• April – Year 10 Diagnostic Examinations 

• External exams and assessments are scheduled in the following exam series: 

• October – GCSE English & Maths Resits 

• May – Terminal GCSE, GCE, & BTEC Examinations 

• June – Extended Project Qualification 
 

The centre undertakes a range of on-demand assessments. These can be scheduled only in windows agreed 
between the exams officer and senior leadership team.  

5. Exam timetables 

Once confirmed, the exams officer will circulate the exam timetables for internal exams at a specified date 
before each series begins. These will be distributed to candidates through registration tutors, and to 
teaching staff via email. This will usually be at least one week in advance of any exam. 
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6. Entries (including entry details and late entries) 

Candidates or parents/carers cannot request subject entry, change of level or withdrawal. We do not accept 
entries from private candidates, and we do not act as an exams centre for other organisations.  
 
Entry deadlines are circulated to heads of department via email.  Heads of department will provide the 
exams officer with estimated entry information to meet JCQ and awarding body deadlines.  
 
Entries and amendments made after an awarding organisation’s deadline require written authorisation from 
the exams officer and the Assistant Headteacher (examinations). 

6.1 Re-sits 

We allow re-sits for GCSEs, A-levels, BTECs, and Functional skills. The senior leadership team, or the head of 
sixth form in consultation with the exams officer, will make re-sit decisions. 

7. Exam fees 

Candidates or departments will not be charged for tier changes, withdrawals made through the proper 
procedures, or alterations arising from administrative processes, provided these are made within the time 
allowed by the awarding bodies. 
 
The exams officer will publish the deadline for actions well in advance of each exam series. 
Internal candidates may be charged the pass-through fees for resit examinations, reviews of marking, or 
appeals. We may waive these fees under exceptional personal circumstances. If you would like to discuss 
waiving relevant fees, please contact the Examinations Office. 

8. Equalities 

All our staff must meet the requirements of any equality legislation.  
 
We will comply with the legislation, including making reasonable adjustments to the service that we provide 
to candidates in accordance with the requirements defined by the legislation, awarding bodies, and JCQ. The 
exams officer and the SENCO are responsible for this.  

9. Access Arrangements 

The SENCO will inform subject teachers of candidates with special educational needs and any special 
arrangements that individual candidates will need during the course and in any assessments/exams. 
 
A candidate’s access arrangements requirement is determined by the SENCO. Ensuring there is appropriate 
evidence for a candidate’s access arrangement is the responsibility of the SENCO. 
 
The exams officer will organise room arrangements, invigilation, and support for candidates using access 
arrangements, as defined in the JCQ access arrangements regulations.  

10. Contingency planning 

The head of centre, deputy headteacher, and exams officer are responsible for contingency planning for 
exam administration. Contingency plans are available to staff internally and align with guidance from Ofqual, 
JCQ, and awarding organisations. 
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11. Estimated grades 

Heads of department are responsible for submitting estimated grades to the exams officer when requested. 

12. Managing invigilators 

A dedicated team of staff will invigilate examinations. These invigilators will invigilate internal and external 
exams.  
 
The exams officer and the HR officer are responsible for recruiting invigilators. The HR officer is responsible 
for obtaining DBS checks, and the centre pays the fees. The operations director sets invigilators' pay rates. 
 
The exams officer recruits, timetables, trains, and briefs invigilators, in conjunction with specialist staff for 
safeguarding training.  

13. Malpractice 

The head of centre, in consultation with the assistant headteacher, is responsible for ensuring that 
suspected malpractice is thoroughly investigated. 

14. Exam days 

The exams officer will book all exam rooms (after liaising with other relevant users and the cover manager), 
and make question papers, exam stationery and materials available for the invigilator team 

 
Site management staff are responsible for setting up the allocated rooms and will be advised of 
requirements at least 3 days in advance. 
 
The lead invigilator will start and finish all exams in accordance with JCQ guidelines. Subject staff may not be 
present at the start of the exam to assist with identification of candidates. Any staff present must be in 
accordance with the rules defined by JCQ concerning who is allowed in the exam room and what they can 
do.  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 heads of department in accordance with JCQ’s recommendations and 
no later than 24 hours after candidates have completed them.  After an exam, the exams officer will arrange 
for the safe dispatch of completed exam scripts to awarding bodies, working in conjunction with the 
invigilation team.  
 
In practical exams, subject teachers’ availability will be in accordance with JCQ guidelines. 

15. Candidates 

The exams officer will provide written information to candidates in advance of each exam series. A formal 
briefing session for candidates may be given by the assistant headteacher (examinations) during assembly. 
 
Our published rules on acceptable dress and behaviour apply at all times. Candidates’ personal belongings 
remain their own responsibility, and we accept no liability for their loss or damage. 
 
In an exam room, candidates must not have access to items other than those clearly allowed in the 
instructions on the question paper, the stationery list, or the specification for that subject. This is particularly 
true of mobile phones and other electronic devices with text or digital facilities. Watches are also not 
allowed. 
 
Any prohibited items must not be taken into the exam room.  
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Disruptive candidates are dealt with in accordance with JCQ guidelines. Candidates are expected to stay for 
the full exam time at the discretion of the assistant headteacher. 
 
Candidates who leave an exam room must be accompanied by an appropriate member of staff at all times. 
The exams officer is responsible for handling late or absent candidates on exam day.  

15.3 Clash candidates 

The exams officer will arrange clash candidates, including supervising escorts and identifying a secure venue. 

16. Special consideration 

If a candidate cannot attend an exam because of illness, bereavement, or other trauma, or becomes ill or 
otherwise disadvantaged during an exam, they must alert the invigilators, who will then liaise with the 
exams officer and Assistant Headteacher. 
 
The candidate must support any special consideration claim with appropriate evidence within 2 days of the 
exam. The exams officer will make a special consideration application to the relevant awarding body within 7 
days of the exam. 
 

17. Internal assessment 

Heads of department must ensure all internal assessment is ready for dispatch on time. The exams officer 
will assist by keeping a record of each dispatch, including the recipient details and the date and time sent. 
Any internal assessment to be submitted electronically is the responsibility of heads of department. 
 
Heads of department provide marks for internally assessed work to the exams officer. The exams officer will 
inform staff of the deadline date for appeals against internal assessments. Any appeals will be dealt with in 
accordance with our internal appeals procedure document.  

18. Results and certificates 

Candidates will receive individual results slips on results days, and the pre-examination series letter will 
provide details. The results slip will be produced by the centre.  
 
Arrangements for the centre to be open on results days are made by the senior leadership team and the 
exams officer.  The senior leadership team and the exams officer are responsible for providing the necessary 
staff on results days.  The school will publicise results day dates each year to all candidates through the 
school website and letters home. 

18.1 Enquiries about results (EARs) 

EARs may be requested by centre staff or the candidate following the release of results. A request for a re-
mark or clerical check requires the written consent of the candidate. A request for a re-moderation of 
internally assessed work may be submitted without the consent of a group of candidates.  The cost of EARs 
will be paid by the candidate if requested by the candidate, and by the school if requested by the school. The 
cost of EARs is set out in this policy (see ‘Exam fees’). 
 
All decisions about whether to make an application for an EAR will be made by the head of department.  If a 
candidate’s request for an EAR is not supported, the candidate may appeal, and we will respond by following 
the process in our internal appeals procedure document.  
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The exams officer will process all EARs in line with JCQ guidance.  

18.2 Access to scripts (ATS) 

After the release of results, candidates may ask subject staff to request the return of written exam papers 
within 7 days of the receipt of results. Centre staff may also request scripts for investigation or for teaching 
purposes. For the latter, candidates must consent.  
 
Applications for EARs cannot be submitted once an original script has been returned. The exams officer is 
responsible for processing requests for ATS. The cost of ATS will be paid by the centre unless requested by 
the candidate. The cost of ATS is set out in section 7 of this policy (‘Exam fees’). 
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NON-EXAMINATION ASSESSMENT (SUB-POLICY) 

1. Introduction and aims 

This policy aims to: 

• Cover procedures for planning and managing non-examination assessments 

• Define staff roles and responsibilities with respect to non-examination assessments 

• Manage risks associated with non-examination assessments 

2. Legislation 

The Joint Council for Qualifications (JCQ) requires each exam centre to have a non-examination assessment 
policy. This is outlined in the JCQ’s instructions for conducting non-examination assessments, which we refer 
to when carrying out non-examination assessments in our school. This policy also considers the JCQ’s 
guidance on post-results services and general regulations for approved centres. 

3. Definition 

The JCQ explains that non-examination assessments measure subject-specific knowledge and skills that 
timed written papers cannot test. There are three assessment stages, and rules apply to each. The rules 
often vary across subjects. The stages are task setting, task taking and task marking. 

4. Roles and responsibilities  

This section sets out the key responsibilities of staff in relation to non-examination assessments. For more 
detailed guidance on the requirements for conducting non-examination assessments, staff should read the 
JCQ guidance referred to above. 

4.1 Head of centre 

The head of centre is responsible for: 

• Ensuring that the centre’s non-examination assessment policy is fit for purpose 

• Ensuring that non-examination assessments comply with JCQ guidance and awarding body subject-
specific instructions 

• Ensuring that JCQ’s information for candidates is distributed to all candidates prior to assessments 
taking place 

• Ensuring the centre’s internal appeals procedure clearly details the procedure to be followed by 
candidates (or their parents/carers) appealing against an internal assessment decision, and that 
details of this procedure are communicated and made widely available and accessible 

• Drawing to the attention of candidates and their parents/carers the centre’s complaints procedure, 
for general complaints about the centre’s delivery or administration of a qualification. 

4.2 Senior leaders 

Senior leaders are responsible for ensuring that non-examination assessments comply with JCQ guidance 
and awarding body subject-specific instructions. 

4.3 Heads of department 

Heads of department are responsible for: 

• Familiarising themselves with JCQ instructions for conducting non-examination assessment 

https://www.jcq.org.uk/exams-office/non-examination-assessments/instructions-for-conducting-non-examination-assessments
http://www.jcq.org.uk/exams-office/post-results-services
http://www.jcq.org.uk/exams-office/post-results-services
https://www.jcq.org.uk/exams-office/general-regulations
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/instructions-for-candidates---non-examination-assessments
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• Understanding and complying with specific instructions relating to non-examination assessment for 
the relevant awarding body 

• Ensuring that individual teachers understand their responsibilities with regard to non-examination 
assessment 

• Ensuring that teachers use the correct task for the year of submission and take care to distinguish 
between tasks and requirements for legacy and new specifications, where relevant 

• Obtaining confidential materials/tasks set by awarding bodies in sufficient time to prepare for the 
assessment(s), where relevant, and ensuring that such materials are stored securely at all times 

• Undertaking appropriate departmental standardisation of non-examination assessments 

4.4 Teachers 

Teachers are responsible for: 

• Understanding and complying with JCQ instructions for conducting non-examination assessment 

• Understanding and complying with the awarding body’s specification, where provided, for 
conducting non-examination assessments, including any subject-specific instructions, teachers’ 
notes or additional information on the awarding body’s website 

• Marking internally assessed work to the criteria provided by the awarding body 

4.5 Exams officer 

The exams officer is responsible for supporting the administration/management of non-examination 
assessment. 

4.6 Special educational needs co-ordinator (SENCO) 

The SENCO is responsible for ensuring that all relevant staff are aware of any access arrangements that need 
to be applied. 

5. Task setting 

Where the centre is responsible for task setting, in accordance with specific awarding body guidelines, heads 
of department will select from non-examination assessment tasks provided by the awarding body, or design 
their own tasks, in conjunction with candidates where permitted, using criteria set out in the specification. 
 
Teachers will ensure that candidates understand the assessment criteria for any given assessment task. 

6. Task taking 

Where appropriate to the component being assessed, the following arrangements apply unless the awarding 
body’s specification says otherwise. 

6.1 Supervision 

• Invigilators are not required 

• Centres are not required to display the JCQ ‘no mobile phone’ poster or JCQ ‘warning to candidates’ 

• Candidates do not need to be directly supervised at all times 

• The use of resources, including the internet, is not tightly prescribed, but teachers will always check 
the subject-specific requirements issued by the awarding body 

• Teachers will ensure that: 

• There is sufficient supervision of every candidate to enable work to be authenticated 

• The work that an individual candidate submits for assessment is his/her own 
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• Work may be completed outside of the centre without direct supervision provided that the centre is 
confident that the work produced is the candidate’s own  

• Where candidates work in groups, the teacher will keep a record of each candidate’s contribution 

• The teacher will also:  

• Ensure that candidates understand the need to reference work 

• Give guidance on how to do this, and 

• Ensure that candidates are aware that they must not plagiarise other material 

6.2 Advice and feedback 

• Teachers will not provide model answers or writing frames specific to the task (such as outlines, 
paragraph headings or section headings)  

• Unless specifically prohibited by the awarding body’s specification, teachers may: 

• Review candidates’ work and provide oral and written advice at a general level 

• Having provided advice at a general level, allow candidates to revise and redraft work 

• Any assistance that goes beyond general advice will be recorded and either taken into account when 
marking the work or submitted to the external examiner 

• When marking work, teachers will use annotations to explain how marks were applied in the context 
of the additional assistance given 

• Teachers will not provisionally assess work and then allow candidates to revise it 

• Explicitly prohibited assistance will not be given 

• Failure to follow this procedure constitutes malpractice 

6.3 Resources 

• Teachers will be aware of the awarding body’s restrictions with regard to access to resources 

• Unless otherwise specified by the awarding body, in formally supervised sessions candidates can 
only take in preparatory notes. They will not access the internet nor bring in their own computers or 
electronic devices 

• Candidates will not introduce new resources between formally supervised sessions 

• Preparatory work and the work to be assessed will be collected and stored securely at the end of 
each session and will not be accessible to candidates 

6.4 Group work 

• Unless the specification says otherwise, candidates are free to collaborate when carrying out 
research and preparatory work 

• Where it is permitted, some assignments may be undertaken as part of a group 

• Where an assignment requires written work to be produced, each candidate will write up his/her 
own account of the assignment. Individual contributions will be clearly identified 

• Group assessment is not permitted. 

7. Authentication 

Teachers will be sufficiently familiar with the candidate’s general standard to judge whether the piece of 
work submitted is within his/her capabilities. 
 
Where required by the awarding body’s specifications: 

• Candidates will sign a declaration to confirm that the work they submit for final assessment is their 
own unaided work 

• Teachers will sign a declaration of authentication after the work has been completed, confirming 
that: 
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• The work is solely that of the candidate concerned 

• The work was completed under the required conditions 

• Signed candidate declarations are kept on file 
 
If there is concern that malpractice may have occurred or the work is unable to be authenticated, the senior 
leadership team will be informed. 

8. Task marking 

8.1 Internally assessed work 

Teachers are responsible for marking work in accordance with the relevant marking criteria. Annotation will 
be used to provide evidence to indicate how and why marks have been awarded. 
We will inform candidates of internally assessed marks as candidates are allowed to request a review of the 
centre’s marking before marks are submitted to the awarding body.  
We will also make it clear to candidates that any internally assessed marks are subject to change during the 
moderation process. 

8.2 Externally assessed work 

The format of external assessment will depend on the awarding body’s specification and the component 
being assessed.  
Teachers will complete the attendance register, clearly indicating which candidates are present or absent.  
Where candidates’ work needs to be dispatched to an examiner, we will ensure it is sent by the date 
specified by the awarding body. 

9. Malpractice 

The head of centre and senior leaders will make sure teaching staff involved in supervising candidates are 
aware of the potential for malpractice. Teachers will familiarise themselves with the JCQ guidance on sharing 
assessment material and candidates’ work.  
 
Teachers will remain vigilant about candidate malpractice. Candidates must not: 
 

• Submit work which is not their own 

• Make their work available to other candidates through any medium, including social media 

• Allow other candidates to have access to their own independently sourced material 

• Assist other candidates to produce work 

• Use books, the internet or other sources without acknowledgement or attribution 

• Submit work that has been word processed by a third party without acknowledgement 

• Include inappropriate, offensive or obscene material 
 

Failure to report allegations of malpractice or suspected malpractice constitutes malpractice in itself. We will 
report malpractice to senior leaders or directly to the awarding body. 

10. Enquiries about results 

We will make candidates aware of the arrangements for enquiries about results before they take any 
assessments. 
 
Senior members of staff will be accessible to candidates immediately after the publication of results so that 
results may be discussed and decisions made on the submission of enquiries. 

https://www.jcq.org.uk/exams-office/non-examination-assessments/notice-to-centres---sharing-nea-material-and-candidates-work
https://www.jcq.org.uk/exams-office/non-examination-assessments/notice-to-centres---sharing-nea-material-and-candidates-work
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A review of marking is available for externally assessed components. We will obtain written consent from 
candidates for reviews of marking, and inform candidates that their marks may be lowered as a result of a 
review of marking. 
 
A review of moderation is available for internally assessed components only when marks have been changed 
by an awarding body during moderation. If marks have been accepted without change, this will not be 
available. A review of moderation is not available for an individual candidate. 
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EXAMINATION CONTINGENCY (SUB-PLAN) 

1. Purpose of the plan 

This plan examines potential risks and issues that could disrupt the exam process at Poole High School. By 
outlining actions/procedures to be invoked in the event of disruption, it aims to mitigate the impact on our 
exam process.  
 
Alongside internal processes, this plan draws on scenarios in the Joint Contingency Plan for widespread 
disruption to the examination system in England, Wales and Northern Ireland.  

2. Causes of potential disruption to the exam process 

Exam officer extended absence at key points in the exam process (cycle) 

Criteria for implementation of the plan 

Key tasks required in the management and administration of the exam cycle not undertaken including: 

Planning 

• annual data collection exercise not undertaken to collate information on qualifications and awarding 

body specifications being delivered 

• annual exams plan not produced identifying essential key tasks, key dates and deadlines 

• sufficient invigilators not recruited 

Entries 

• awarding bodies not being informed of early/estimated entries, which prompts release of early 

information required by teaching staff 

• candidates not being entered with awarding bodies for external exams/assessment 

• awarding body entry deadlines missed or late or other penalty fees being incurred  

Pre-exams 

• invigilators not trained or updated on changes to instructions for conducting exams 

• exam timetabling, rooming allocation; and invigilation schedules not prepared 

• candidates not briefed on exam timetables and awarding body information for candidates 

• exam/assessment materials and candidates’ work not stored under required secure conditions  

• internal assessment marks and samples of candidates’ work not submitted to awarding bodies/external 

moderators 

Exam time 

• exams/assessments not taken under the conditions prescribed by awarding bodies 

• required reports/requests not submitted to awarding bodies during exam/assessment periods, for 

example very late arrival, suspected malpractice, special consideration 

• candidates’ scripts not dispatched as required for marking to awarding bodies 

Results and post-results 

• access to examination results affecting the distribution of results to candidates  

• the facilitation of the post-results services 

Centre actions 

• An assistant exams officer is fully trained to undertake the EO role with the support of administrative 

staff. 
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SENCO extended absence at key points in the exam cycle 

Criteria for implementation of the plan 

Key tasks required in the management and administration of the access arrangements process within the exam 

cycle not undertaken including: 

Planning 

• candidates not tested/assessed to identify potential access arrangement requirements 

• centre fails to recognise its duties towards disabled candidates as defined under the terms of the 

Equality Act 2010 

• evidence of need and evidence to support normal way of working not collated  

Pre-exams 

• approval for access arrangements not applied for to the awarding body 

• centre-delegated arrangements not put in place 

• modified paper requirements not identified in a timely manner to enable ordering to meet external 

deadline 

• staff providing support to access arrangement candidates not allocated and trained 

Exam time 

• access arrangement candidate support not arranged for exam rooms 

Centre actions 

• SENCO deputy and admin staff undertake the role. 

Teaching staff extended absence at key points in the exam cycle 

Criteria for implementation of the plan 

Key tasks not undertaken including: 

• Early/estimated entry information not provided to the exams officer on time; resulting in pre-release 

information not being received 

• Final entry information not provided to the exams officer on time; resulting in candidates not being 

entered for exams/assessments or being entered late/late or other penalty fees being charged by 

awarding bodies 

• Non-examination assessment tasks not set/issued/taken by candidates as scheduled 

• Internal assessment marks and candidates’ work not provided to meet awarding body submission 

deadlines 

Centre actions 

• Key Stage coordinator or subject UPR holders to provide the information if HoD absent. 

Invigilators - lack of appropriately trained invigilators or absence 

Criteria for implementation of the plan 

Failure to recruit and train sufficient invigilators to conduct exams 
Invigilator shortage on peak exam days 
Invigilator absence on the day of an exam 

Centre actions 

• Recruitment review at beginning of academic year. 

• Centre-trained support staff used. 

• Alternative invigilator contacted to come in or support staff used. 
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Exam rooms - lack of appropriate rooms or unavailable at short notice 

Criteria for implementation of the plan 

Exams officer unable to identify sufficient/appropriate rooms during exams timetable planning 

Insufficient rooms available on peak exam days 

Main exam venues unavailable due to an unexpected incident at exam time 

Centre actions 

• Classrooms used as necessary. 

Cyber-attack 

Criteria for implementation of the plan 

Where a cyber-attack may compromise any aspect of delivery of the examinations 

Centre actions 

• The latest version of the centre’s “Cyber Response Plan’ will be involved to ensure continuity of 

operation and restoration of centre files, as required. 

• Any examinations will run without electronics – paper registers will be used. 

• Any coursework affected will be restored, as per the centre’s ‘Cyber Response Plan’. 

• Exam board contacted for advice and followed through, e.g. special consideration. 

Failure of IT systems 

Criteria for implementation of the plan 

MIS system failure at final entry deadline 

MIS system failure during exams preparation 

MIS system failure at results release time 

Centre actions 

• System managers to urgently fix the MIS system and if not, direct contact with exam boards for 

extension of deadline and to print of exam results and electronically download them to alternative 

system, e.g. Excel. 

Emergency evacuation of the exam room (or centre lockdown) 

Criteria for implementation of the plan 

Whole centre evacuation (or lock down) during exam time due to a serious incident resulting in exam candidates 

being unable to start, proceed with or complete their exams 

Centre actions 

• Special consideration sought from exam boards.  

Disruption of teaching time - center closed for an extended period 

Criteria for implementation of the plan 

Centre closed or candidates are unable to attend for an extended period during normal teaching or study 
supported time, interrupting the provision of normal teaching and learning 
Centre closed interrupting the of normal teaching and learning 

The centre to communicate with parents, carers and students about the potential for disruption to teaching time 

and plans to address this. [Joint Contingency Plan (JCP) scenario 1] 

Centre actions 
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• In the case of modular courses, candidates would be advised to sit examinations in an alternative series 

• Alternative accommodation would be sought locally or temporary accommodation brought onto 

premises to facilitate learning. 

Candidates unable to take examinations because of a crisis – centre remains open 

Criteria for implementation of the plan 

Candidates are unable to attend the examination centre to take examinations as normal 

The centre to communicate with relevant awarding organisations at the outset to make them aware of the issue. 

The centre to communicate with parents, carers and candidates regarding solutions to the issue. [JCP scenario 2] 

Centre actions 

• Options explored on an individual student basis to best allow examinations to be taken. This may include 

sitting examinations at an alternative venue.  

• Exam board contacted for advice and followed through, e.g. special consideration. 

Centre unable to open as normal during the exams period 

Criteria for implementation of the plan 

Centre unable to open as normal for scheduled examinations (including centre being unavailable for examinations 

owing to an unforeseen emergency) 

A centre which is unable to open as normal for examinations must inform each awarding organisation with which 

examinations are due to be taken as soon as is possible. [JCP scenario 5] 

Centre actions 

• Exam board contacted for advice and followed through, particularly on the day of the exam. 

• The centre’s alternative venue (Poole Stadium Concourse) would be contacted, with whom the centre has 

a good working relationship. Other venues are available for staff to consider as needed. 

• Any examination would be able to take place in their large concourse, grandstand, and function room 

areas  

• An estimated capacity at the venue of 500 seats is more than enough for all our regular GCSE and GCE 

cohorts. 

• Laptops from the centre would be able to be utilised for any urgent coursework or NEA Matters. 

• Exam boards for upcoming examinations would be contacted in advance and followed through. 

Disruption in the distribution of examination papers 

Criteria for implementation of the plan 

Disruption to the distribution of examination papers to the centre in advance of examinations 

The centre to communicate with awarding organisations to organise alternative delivery of papers. [JCP scenario 

3] 

Centre actions 

• Secure download service used and copies made in school. 

Disruption to the transportation of completed examination scripts 

Criteria for implementation of the plan 

Delay in normal collection arrangements for completed examination scripts 
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The centre to communicate with relevant awarding organisations at the outset to resolve the issue. [JCP scenario 

4] 

Centre actions 

• Scripts taken to Parcelforce centre by EO. 

Assessment evidence is not available to be marked 

Criteria for implementation of the plan 

Large-scale damage to or destruction of completed examination scripts/assessment evidence before it can be 

marked 

It is the responsibility of the head of centre to communicate this immediately to the relevant awarding 

organisation(s) and subsequently to students and their parents or carers. [JCP scenario 6] 

Centre actions 

• Advice taken from exam boards, but students to normally redo the work if possible or special 

consideration applied for. 

Centre unable to distribute results as normal 

Criteria for implementation of the plan 

Centre is unable to access or manage the distribution of results to candidates, or to facilitate post-results services 

Centres to contact awarding organisations about alternative options. [JCP scenario 11] 

Centre actions 

• Students advised and results distribution is delayed until possible. University applicants will know their 

grades via the UCAS system. 

• Exam boards to be contacted for priority post result and paper copies of results. 

Teaching staff extended absence at key points in the exam cycle 

Criteria for implementation of the plan 

A key teacher in the delivery of the course has an extended absence at key point in the exam cycle. 

Centre actions 

• Adjustments to within school timetable in order to allow alternative teaching to take the class  

Lack of appropriately trained and qualified assessor or IV and their absence 

Criteria for implementation of the plan 

Lack of appropriately trained and qualified assessor or IV and their absence: 

Centre actions 

• Recruitment review ahead of a new academic year as part of timetable planning. 

• Class teacher trained in exam board IV processes through exam board official training 

• Success planning for departments with multiple staff to ensure as many staff are trained in the delivery 

as vocational courses. 

Withdrawal of qualification 

Criteria for implementation of the plan 

Qualification accreditation or funding is withdrawn at short notice 

Centre actions 
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• Yearly qualification review against exam board specifications and EFSA funding. 

• Identification of alternate qualifications that are close to equivalent. 
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WORD PROCESSING IN EXAMS (SUB-POLICY) 

1. Purpose of the plan 

This policy relates to the appropriate use of word processors in examinations and assessments, based on the 
latest JCQ regulations and guidance in Access Arrangements and Reasonable Adjustments and Instructions 
for conducting examinations.  This policy details how the centre manages and administers the use of word 
processors (including laptops and tablets) in examinations and assessments. 

2. Principles for using a word processor 

Poole High School complies with Access Arrangements (AA) Chapter 4: Adjustments for candidates with 
disabilities and learning difficulties regulations and guidance. The only exceptions are due to a temporary 
injury or impairment, or a diagnosis of a disability or manifestation of an impairment relating to an existing 
disability arising after the start of the course. 

2.1 The use of a word processor 

Poole High School complies with AA Chapter 5: Access Arrangements. 
• Poole High School complies with ICE 8.8 Word processors instructions by ensuring: 

• word processors are used as a typewriter, not as a database, although standard formatting software 
is acceptable 

• word processors have been cleared of any previously stored data, as must any portable storage 
medium used 

• an unauthorised memory stick is not permitted for use by a candidate 

• where required, candidates are provided with a memory stick, which has been cleared of any 
previously stored data, by a nominated member of centre staff 

• word processors are in good working order at the time of the examination 

• word processors are accommodated in such a way that other candidates are not disturbed and 
cannot read the screen 

• where a candidate using a word processor is accommodated separately, a separate invigilator is 
used 

• word processors are either connected to a printer so that a script can be printed off, or have the 
facility to print from a portable storage medium 

• documents are printed after the examination is over 

• candidates are present to verify that the work printed is their own 

• word-processed scripts are inserted in/attached to any answer booklet which contains some of the 
answers (and according to instructions issued by the individual awarding body) 

• word processors are used to produce scripts under secure conditions, and if they are not then the 
centre is aware that they may be refused by the awarding body 

• word processors are not used to perform skills which are being assessed 

• word processors are not connected to an intranet or any other means of communication. 

• candidates are not given access to other applications such as a calculator (where prohibited in the 
examination), spreadsheets, etc. when using a word processor 

• graphic packages or computer-aided design software is not included on a word processor unless 
permission has been given to use these 

• predictive text software or an automatic spelling and grammar check is disabled unless the 
candidate has been permitted a scribe or is using voice recognition technology (the script must have 
a completed scribe cover sheet included), or the awarding body's specification permits the use of 
automatic spell checking 

• voice recognition technology is not included on word processors unless the candidate has 
permission to use a scribe or relevant software 
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• word processors are not used on the candidate's behalf by a third party unless the candidate has 
permission to use a scribe 

3. Centre-specific processes 

The Exams Office will issue students with instructions on how to use the laptop, and they can try it out for 
mocks. Instructions to include: 

• Details to go at the top, e.g. name, centre number, candidate number, paper reference 

• Use WordPad (no spell check available) 

• Use font size 12 

• Student has the option to use the word processor for all or only some questions 

• Student to accompany invigilator at the end to the exams office to sign the printout to verify it’s all 
there and their own work 

3.1 Laptops and tablets  

Poole High School further complies with ICE 8.8 instructions by ensuring: 

• tablets used during examinations/assessments are designed to run for a long period of time once 
fully charged and are 'free-standing' 

• the battery capacity of all laptops and/or tablets is checked before the candidate's examination(s), 
with the battery sufficiently charged for the entire duration of the examination. All exam laptops are 
plugged into sockets to prevent the battery from running low and shutting down. 

• Candidates with fully charged laptops or tablets are given the opportunity to be seated within the 
main examination hall without the need for separate invigilation and power points. Seat all laptop 
users in the M&M Hall with other students who have access arrangements. All laptops are plugged 
into the mains. 

• Candidates are reminded that their centre number, candidate number and the unit/component code 
must appear on each page as a header or footer 

• Candidates using Notepad or WordPad software (which do not allow for the insertion of a header or 
footer) are escorted at the end of the exam to the Exams Officer, where the Exams Officer or 
Assistant Exams Officer will insert a header (candidate and exam information) and footer (page 
numbers) onto the document and then print.   

• candidates are instructed to appropriately number each page 

• candidates are instructed to use a minimum 12pt font and double spacing 

• invigilators remind candidates to save their work at regular intervals 

• where it is possible, 'autosave' is set up on each laptop/tablet 

• candidates are present at the end of the examination when their script is printed off so they can 
verify that the work printed is their own 

3.2 Accommodating word processors in examinations 

Candidates using word processors (including laptops or tablets) are internally accommodated in the 
following manner: 

• sat with the cohort by a suitable electricity source with regard to health and safety for cable 
management 
 

Invigilation arrangements relating to the use of word processors include the following: 

• always invigilated 

• Other arrangements relating to the use of word processors include: 

• The invigilator brings the candidate to the exams office for the script to be printed off, along with 
the completed cover sheet. 

• For diagnostic examinations, a cover sheet is not required, and an LSA can accompany the candidate. 
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3.2 The criteria Poole High School uses to award and allocate word processors for examinations 

The ‘normal way of working’ for exam candidates, as directed by the head of centre, is that candidates 

handwrite their exams. An exception to this is where a candidate may have an approved access 

arrangement in place, for example the use of a scribe/speech recognition technology.  

Awarding word processors 

There are also exceptions where a candidate may be awarded the use of a word processor in exams 

where he/she has a firmly established need, it reflects the candidate’s normal way of working and by not 

being awarded a word processor would be at a substantial disadvantage to other candidates. 

Exceptions might include where a candidate has, for example: 

• a learning difficulty which has a substantial and long-term adverse effect on their ability to 

write legibly 

• a medical condition 

• a physical disability 

• a sensory impairment 

• planning and organisational problems when writing by hand 

• poor handwriting 

 

Allocating word processors 

The Exams Office will allocate appropriate exam-compliant word processors in liaison with the SENCO. In 
exceptional circumstances where the number of appropriate word processors may be insufficient for the 
cohort of candidates approved to use them in an exam session, the cohort will be split into two groups. 
One group will sit the exam earlier than or later than the published start time. The security of the exam 
will be maintained at all times, and candidates will be supervised in line with section 2.11 of ICE. 
 

 
Statement produced by: Mrs S Stillman, SENCO   Date: October 2026 
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VOCATIONAL REGISTRATION AND CERTIFICATION 
(SUB-POLICY) 

1. Purpose of the plan 

Poole High School is committed to ensuring that the VTQ registration and certification process is run 
effectively and efficiently. This policy will ensure that: 

• Individual learners are registered on the correct programme within the agreed timescales 

• All learner certificates are claimed for within agreed timescales 

• A secure, accurate and accessible audit trail is constructed to ensure that individual learner  
 

To ensure that the purpose of this policy is met, Poole High School will ensure that: 

• Each learner is registered within the exam board requirements 

• Provide a mechanism for programme teams to check the accuracy of learner registrations 

• Make each learner aware of their registration status 

• Inform the exam board of withdrawals, transfers or changes to learner details 

• Ensure that certificate claims are timely and for internal unit-based internally verified or moderated 
assessment records 

• Audit the certificates received from the exam board to ensure accuracy and completeness 

• Keep all records safely and securely for three years post certification. 

2. Roles and responsibilities overview 

This section of the policy identifies roles and responsibilities of centre staff within this cycle. 

2.1 Registration 

At the end of each academic year, the Exams Officer requests up-to-date course information from course 
leads. At the start of each academic year, this information is reconfirmed and used to check that the centre 
is approved to run these qualifications, and to request approval if none has previously been obtained.   
At the end of September each academic year, the Exams Officer asks course leads to confirm their 
department's VTQ registrations.  
 
The information requested is as follows: 

• Full course title and QAN code 

• List of students due to be registered 
 

The Exams Officer then uses this information to register each qualification via an EDI file uploaded through 
A2C (Transport Application). Once the Exams Officer makes the registrations, they will send copies of the 
registration listing to course leads for checking. If amendments are needed, the course lead will annotate the 
registration listing and return it to the Exams Officer to update the details with Edexcel. Any amendments 
are made using an amendment file, which is uploaded again via A2C (Transport Application). 
 
Once verified as correct, the subject teachers will notify students that they have been registered. Where a 
student starts part way through an academic year, the course lead requests that the Exams Officer registers 
the student on the required course. 

2.2 Transfer 

Occasionally it is necessary to transfer a student onto another programme. The Exams Officer is notified of 
any transfer students by the associated course lead. This is completed via the exams boards online systems 
using the ‘Transfer’ option. 
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2.3 Withdrawal 

Sometimes, a student must be withdrawn from a course if they leave Poole High School or decide to drop a 
subject. The Exams Officer is notified of students who need to be withdrawn from a course by the course 
lead. If the withdrawal takes place within the same year as the registration, the Exams Officer liaises with 
their Account Manager at the exam board to withdraw the student. If it is not in the same academic year, 
then the Exams Officer withdraws the student via the exams boards online system.  

2.4 Unit Certification 

Unit certification in Poole High School is rare because most students complete the required units for full 
certification. However, if this situation arises, the course lead will notify the Exams Officer, who will 
complete the unit certification via the exam boards online system. 

2.5 Certification 

For BTEC Level 3 courses requiring internal unit grade confirmation, course leads must complete the full 
award process via Edexcel Online by 30th June. Course leads ensure the following information is correct: 

• The student name 

• The full unit code and title of each unit 

• A grade for each unit 
 
The course lead inputs the grade information into the student record on Edexcel Online and then certifies 
the student.  
 
For all other exam boards and VTQ subjects the exams officer will process the final grade via a cash in code 
which is recorded and sent via A2C (Transport Application). 

2.6 Key dates and actions 

The end of the summer term – Exams Officer notified by course lead of all proposed courses for next 
academic year. This information is also shared with the Director of Vocational Education. 
  
By the end of September – Course leads notify the Exams Officer of VTQ registrations for their department. 
 
By 30th June – For level 3 BTEC courses, course leads will process internal unit grades and claim certification.  

2.7 Receipt and distribution of certificates 

Upon receipt, the Exams Officer checks that the centre has received certificates for all relevant learners. The 
Exams Officer then checks that names and spellings are correct. Any that need changing are returned to the 
exam board. 
 
The centre sends all certificates from the summer series of exams to leavers via first-class delivery if they 
have requested this; otherwise, students come into the centre to collect their certificates. The centre keeps 
a record of the Royal Mail delivery number for five years. The centre issues certificates to students who have 
joined the Sixth Form, and they sign to confirm collection. The centre also keeps these records on file for five 
years.  
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MALPRACTICE AND MALADMINISTRATION (SUB-
POLICY) 

1. Purpose of the plan 

Poole High School is committed to ensuring that all assessments within the school are carried out with the 
utmost integrity to ensure malpractice and maladministration are avoided. This policy will ensure that: 

• To identify and minimise the risk of malpractice by staff or learners  

• To respond to any incident of alleged malpractice promptly and objectively  

• To standardise and record any investigation of malpractice to ensure openness and fairness  

• To impose appropriate penalties and/or sanctions on learners or staff where incidents (or attempted 
incidents) of malpractice are proven  

• To protect the integrity of the centre and all qualifications.  
 

To ensure that the purpose of this policy is met, Poole High School will ensure that: 

• Seek to avoid potential malpractice by using the induction period and the learner handbook to 
inform learners of the centre’s policy on malpractice and the penalties for attempted and actual 
incidents of malpractice  

• Show learners the appropriate formats to record cited texts and other materials or information 
sources  

• Ask learners to declare that their work is their own  

• Ask learners to provide evidence that they have interpreted and synthesised appropriate 
information and acknowledged any sources used  

• Conduct an investigation in a form commensurate with the nature of the malpractice allegation. The 
Head Teacher and all personnel linked to the allegation will support the investigation. It will proceed 
through the stages later in this policy.  

2. Malpractice 

Malpractice consists of those acts that undermine the integrity and validity of examination or assessment, 
the certification of qualifications and/or damage the authority of those responsible for conducting the 
assessment and certification. 
 
Poole High School will not tolerate actions or attempted actions of malpractice or maladministration by 
students or staff. All cases of suspected malpractice or maladministration will be reported to the Head 
Teacher, Examinations Officer, and Director of Vocational Education. This will prompt a full investigation. If 
suspected malpractice or maladministration is proven, the incident will be referred to the awarding body, 
which will decide on the appropriate sanctions to impose on the student or centre.  

2.1 Definition of Malpractice by candidate/learner 

This list is not exhaustive, and other instances of malpractice may be considered by this centre at its 
discretion:  

• Plagiarism of any nature  

• Collusion by working collaboratively with other learners to produce work that is submitted as 
individual learner work  

• Copying (including the use of ICT to aid copying)  

• Deliberate destruction of another’s work  

• Fabrication of results or evidence  

• False declaration of authenticity in relation to the contents of a portfolio or coursework  

• Impersonation by pretending to be someone else in order to produce the work for another or 
arranging for another to take one’s place in an assessment/examination/test.  
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2.2 Definition of Malpractice by centre staff 

This list is not exhaustive, and other instances of malpractice may be considered by this centre at its 
discretion:  

• Improper assistance to candidates  

• Inventing or changing marks for internally assessed work (coursework or portfolio evidence) where 
there is insufficient evidence of the candidates’ achievement to justify the marks given or 
assessment decisions made  

• Failure to keep candidate coursework/portfolios of evidence secure  

• Fraudulent claims for certificates  

• Inappropriate retention of certificates  

• Assisting learners in the production of work for assessment, where the support has the potential to 
influence the outcomes of assessment, for example where the assistance involves centre staff 
producing work for the learner  

• Producing falsified witness statements, for example, for evidence the learner has not generated  

• Allowing evidence, which is known by the staff member not to be the learner’s own, to be included 
in a learner’s assignment/task/portfolio/ coursework 

• Facilitating and allowing impersonation  

• Misusing the conditions for special learner requirements, for example, where learners are permitted 
support, such as an amanuensis; this is permissible up to the point where the support has the 
potential to influence the outcome of the assessment  

• Falsifying records/certificates, for example by alteration, substitution, or by fraud 

• Fraudulent certificate claims, that is, claiming for a certificate prior to the learner completing all the 
requirements of assessment.  

2.3 Maladministration 

Maladministration refers to any practice or activity that contravenes the regulator’s administrative 
guidelines and compromises the integrity of the examination or assessment process, including certification.  

3. Roles and responsibilities 

All staff members are expected to be vigilant in identifying suspected malpractice or maladministration, but 
it is acknowledged that those most likely to identify cases are teachers, teaching assistants, and exams office 
staff. These groups will minimise risk by promoting best practice among students and staff, maintaining the 
centre's integrity and the validity of all assessments and examinations offered.  
 
This will be achieved through the VTQ induction period and the VTQ student handbook. In all other cases, we 
will discuss malpractice and its possible consequences in assemblies and the classroom. All students will be 
issued with the ‘Warning to Candidates’ document to ensure they are clear of the requirements as set out by 
the exams baords. For both classroom-based assessment and examinations, students will be reminded of the 
malpractice policy by the teacher and/ or invigilator. 
 
This ongoing process will include showing VTQ learners how to correctly record cited texts and other 
materials or information sourced from websites. Learners and teachers will be directed to specific exam 
board documentation as necessary. Staff will receive best practice and regulatory expectations through 
annual training. 

4. Preventing Malpractice  

All staff involved in the delivery of assessments and examinations understand the requirements for 
conducting these as specified in the following JCQ documents and any further awarding body guidance.  
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4.1 AI Use in Assessments 

Students complete most exams and many other assessments under close staff supervision, with limited 
access to authorised materials and no permitted access to the internet. The delivery of these assessments 
should be unaffected by developments in AI tools, as students must not be able to use such tools when 
completing these assessments.  
 
There are some assessments in which access to the internet is permitted in the preparatory, research or 
production stages. The majority of these assessments will be Non-Examined Assessments (NEAs), 
coursework and internal assessments for General Qualifications (GQs) and Vocational & Technical 
Qualifications (VTQs). JCQ’s guidance, which is designed to help students and teachers complete NEAs, 
coursework and other internal assessments successfully, is followed in relation to these assessments. 
 
It is expected that all Poole High School staff reinforce the JCQ regulations prior to assessment, including 
reference to any inappropriate use of resources, including AI.  

5. Reporting Suspected Cases of Malpractice or Maladministration 

The internal handling of malpractice and maladministration incidents and allegations involves the following 
phases: 

• The allegation and investigation 

• The report 

• The referral to the awarding body 

• Rights of the individual 

• The decision 

• The appeal 

5.1 The allegation and investigation 

All instances of suspected malpractice or maladministration involving staff or students must be reported to 
the Head of Centre, Exams Officer (and if vocational, the Director of Vocational Education) immediately. This 
referral will prompt a full, objective and confidential investigation which will be conducted by the Head 
Teacher and/or the Assistant Headteacher and/or the Exams Officer. 
 
The aim of the investigation is to establish the full facts and circumstances of any alleged malpractice so that 
a decision can be taken as to whether there is sufficient evidence to refer the incident to the exam board.  
If the investigation shows the individual has no case to answer, the Head Teacher will advise them to 
minimise their risk of being in a similar situation in the future.  

5.2 The report 

Regardless of the outcome, a full report will be written to identify who was involved in the incident 
(including students, invigilators, and members of staff) and to outline the facts of the case as established by 
evidence and statements from those involved.  
 
In addition, where the incident involves awarding bodies covered by JCQ regulations, ‘Form JCQ M1’ 
(suspected candidate malpractice) or ‘Form JCQ/M2a’ (suspected malpractice/maladministration involving 
centre staff) will be used. Current versions of these forms are available from the JCQ website: 
http://www.jcq.org.uk/exams-office/malpractice  

 

 

http://www.jcq.org.uk/exams-office/malpractice
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5.3 Referral  

Where suspected cases of malpractice or maladministration have been proven, the centre will refer the 
incident to the awarding body. This will be done by sending a full report that clearly accounts for the 
incident, details the investigations carried out by the centre, and includes written statements from the 
involved parties, which must be signed and dated. If included, written statements from the students 
concerned, which must be signed and dated. The relevant JCQ forms will also be provided. 

5.4 Rights of the individual 

At the earliest opportunity, the individual will be made fully aware of the allegation of malpractice or 
maladministration and will have the opportunity to make a statement responding to the allegations made 
against them.  They will also receive a copy of the letter sent to the awarding body, along with details of the 
possible consequences or sanctions that could be imposed if the malpractice or maladministration allegation 
is proven. The candidate will be made fully aware of the procedures (as set out in the VTQ learner handbook 
if a VTQ qualification) and how they may appeal. Finally, the appeal rights will also be detailed.  

5.5 The decision 

Once the Head Teacher receives the outcome of reported malpractice or maladministration, the individual 
will be informed of the awarding body's decision in writing. This will be recorded on the individual’s file. 

5.6 The appeal  

All individuals have the right to appeal. Appeals should be addressed to the Head Teacher and should be 
received in school within 14 working days of the date of the outcome letter. The appeal letter should contain 
any mitigating factors and any other information that the individual feels is relevant to the case. 
 
If the centre feels that there is sufficient new information to submit to the awarding body, the appeal will be 
forwarded to them within 7 working days. 
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VTQ EXAMINATION AND SPECIAL CONSIDERATIONS 
(SUB-POLICY) 

1. Purpose of the plan 

Public examinations provide vital summative assessment that gives students, parents, other educational 
institutions, local authority and government agencies, and employers information about the knowledge, 
understanding, and skills achieved. To this end, the VTQ Subject Areas participate willingly in the 
administration of these examinations in the best interests of the students and the school, and if the 
conditions set out below in this policy are met in full, the school will meet the cost for entry and all 
delegated administrative matters leading to final certification. 
 
In addition to external examinations, other internally set and marked examinations (mocks) may take place 
at other stages in a student’s progress through school, in order to both prepare for public examinations and 
to check student learning. 
 
This policy will ensure that: 

• The VTQs offered in school combine entitlement with flexibility. 

• Students are given the opportunity to demonstrate the highest achievement of which they are 
capable and competent. 

• Students undertake VTQ controlled assignments, examinations and coursework knowing what is 
expected of them in terms of preparation and behaviour. 

• Students and parents are guided and informed about decisions on VTQ levels of entry or withdrawal 
from courses. These decisions are taken with pupils and parents fully understanding the implications 
for careers or future education. 

• Staff understand their obligations and responsibilities with relation to VTQ controlled assignments, 
examinations and coursework fully. 

• The school meets the requirements of all VTQ exam boards security and is properly equipped to 
undertake the administration of VTQ controlled assignments, examinations and coursework, 
including data processing and a results service. 

• Accurate VTQ controlled assignment, examination and coursework data is available to inform target 
setting. 

2. External Examinations 

For any controlled assignments, examinations and coursework systems to run efficiently, key people must 
take on responsibility for various tasks: 

• The Head Teacher has overall responsibility for the school as an examination centre. 

• The Assistant Headteacher (Teaching and Learning) is responsible for the provision of learning in 
liaison with the Director of Vocational Education for opportunities for external validation of VTQ 
courses followed at Key Stage 4. 

• The Head of Sixth Form is responsible for the provision of learning in the Sixth Form in liaison with 
the Director of Vocational Education for opportunities for external validation of courses followed at 
Key Stage 5.  

• The Deputy Headteacher is responsible for overseeing the work of the Examinations Officer and 
providing support whenever necessary. If the Exams Officer is absent, the Assistant Examinations 
Officer will take over the day-to-day running of the exams. 

• The Exams Officer is responsible for administration of entries, relevant paperwork, organisation of 
examination sessions and examination data (see Job Description for full details). 

• Guidance and advice to students who are unsure about examination entries: consult with class 
teachers. Students are entered for the correct papers or combination of papers, based upon 
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historical evidence of performance. The case for non-entry must be evidence-based and agreed by 
the Assistant Head for Key Stage 4 or the Head of Sixth for Key Stage 5. 

• Entries must be made by the relevant dates to avoid the school incurring unnecessary charges. 

• Administrative staff will offer support for the input of data, communication with the examination 
boards, posting of examination papers and the post-results procedures. 

• Classroom teachers are responsible for supplying accurate information to their course lead who links 
with the Director of Vocational Education regarding controlled assignments, examinations and 
coursework. 

• High controlled VTQ examinations require invigilators who are responsible for the smooth running of 
the exam sessions and report directly to the Exam Officer. 

• The SENCO is responsible for liaising with the Assistant Exams Officer about arrangements for VTQ 
candidates with Special Needs.  

3. Procedures 

3.1 Entries 

Entry and examination fees for VTQ courses which students take on the recommendation of the school are 
paid for by Poole High School under the following circumstances: 

• At Key Stage 4, students who opt for a VTQ programme will usually finish the course at the end of 
two years of study, having completed the required controlled assignments, examinations and 
coursework. 

• In the Sixth Form, students who opt for a VTQ programme will finish the course at the end of two 
years of study, having completed the required controlled assignments, examinations and 
coursework. All VTQ resits will be paid for by the student or parents 

• Controlled assignments are an essential component of VTQ courses, and all students are expected to 
complete them on the specified time/date required.     
 

All VTQ controlled assignments, examinations and coursework will be conducted according to the rules laid 
down by the exam board and JCQ.  Any malpractice will be reported to the relevant exam board. (Refer to 
Appeals Policy) . 

3.2 External exams/ controlled assignments and coursework-  

Please see:  

• Assessment Policy 

• Internal Verification Policy  

• Registration and Certification Policy 
 
The Exam Officer is responsible for the organisation and conduct of all VTQ external written examinations. 

• Final confirmation of entry numbers and levels will be made with the Director of Vocational 
Education. 

• All VTQ exam papers will be counted in by the Exam Officer and locked securely away. 

• No VTQ exam papers can be removed from the exam room before the end of a session.  

• All VTQ exams will be conducted according to the rules laid down by the JCQ and within the start 
and finish times determined by them.  

• Any misconduct or irregularity must be reported to the Exam Officer as soon as possible, who will 
then inform the relevant exam board.  

• In the absence of the Exam Officer or delegated representative at the end of any exam, papers will 
be collected and taken to the office for safe storage.  

• Students will not be allowed to leave an exam unless their paper has been picked up and secured by 
an invigilator.  

https://docs.google.com/document/d/1tHrR122vXlWVBya6Atm-Nmzb7LJ-O4zId7SW1HBNJq8/edit?usp=sharing
https://docs.google.com/document/d/1tHrR122vXlWVBya6Atm-Nmzb7LJ-O4zId7SW1HBNJq8/edit?usp=sharing
https://docs.google.com/document/d/1UJbUF_r9pHso478wJF7Qg9wU9yEPeWXHyQzLwVXq6Hw/edit?usp=sharing
https://docs.google.com/document/d/11QICPdVY670BwcJUkh_tFJVlU_oLT2RTrswiFmN95J8/edit?usp=sharing
https://docs.google.com/document/d/1M2G7GueCfIsyQmk6fVZ_zVrl8dO9EM1wCszLggmu5pw/edit?usp=sharing
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• After the release of results, the course lead may request the return of papers or a re-mark at the 
school’s expense. If a student requests this service, he/she will be charged personally. 

3.3 Coursework/Coursework/Controlled Conditions Assignments 

The Director of Vocational Education is responsible for ensuring all units required for external validation are 
dispatched on time. The Director of Vocational Education may liaise with the Exam Officer if necessary. 

3.4 Invigilation 

The Exam Officer will ensure each VTQ exam session has an appropriate number of invigilators who fully 
understand their responsibilities and duties. Invigilators must not take any work into the exam venue but 
give full attention to the conduct of the examination. 

3.5 Results 

When VTQ results are published, appropriate staff will distribute the results, be available to give guidance to 
students and prepare data for publication and monitoring purposes. Administrative staff will support this 
service. The day prior to results being issued to candidates, designated staff only (these will be nominated by 
the Headteacher and the Exams Officer notified) will have access to the results electronically. 

3.6 Special Needs 

The SENCO must ensure that the Assistant Exams Officer has all information needed on each VTQ candidate 
with special educational needs. The Assistant Exams Officer will ensure requests for special consideration are 
sent to the relevant exam board and process the replies. In the case of pupils with specific learning 
difficulties, arrangements can be made as follows: 

• Extra time in examinations 

• Rest periods 

• A reader 

• A scribe 

• Enlargements 

• Separate room/invigilator 

• Use of word processing/printing facility 

• Use of coloured overlays 
 

Special arrangements can also be made for pupils to take their examinations outside school, e.g. phobic 
pupils, seriously ill or hospitalised pupils. In these cases, invigilation/examination rules must be adhered to. 
The Exams Officer must complete the alternative site form, which can be found on the JCQ Centre Admin 
Portal. 
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VTQ ASSESSMENT (SUB-POLICY) 

1. Purpose of the plan 

Poole High School is committed to ensuring that VTQ assessment is run as effectively and efficiently as 
possible. This policy will ensure that: 

• Assessment methodology is valid, reliable and does not disadvantage or advantage any group or 
learners or individuals 

• The assessment procedure is open, fair and free from bias and meets national standards 

• There is accurate and detailed recording of assessment decisions 

2. Roles and responsibilities 

To ensure that the purpose of this policy is met, Poole High School will ensure that: 

• Learners are provided with assignments that are fit for purpose, to enable them to produce 
appropriate evidence for assessment  

• For BTEC level 3 courses, a clear and accurate assessment plan is produced at the start of the 
programme/academic year 

• Learners are provided with clear, published dates for handout of assignments and deadlines for 
Assessment 

• Learners’ evidence is assessed using only the published assessment and grading criteria 

• Assessment decisions are impartial, valid and reliable 

• Assessment procedures will be developed to minimise the opportunity for malpractice 

• Poole High School maintains accurate and detailed records of assessment decisions 

• There is a robust and vigorous internal verification/moderation procedure 

• Samples of work are available for verification/moderation as required by the exam board 

• Standards verification/moderation reports are monitored, and any remedial action is undertaken as 
required 

• Good assessment practice will be shared between all VTQ programme teams 

• VTQ assessment methodology and the role of the assessor are understood by all VTQ staff  

• Resources are provided to ensure that assessment can be performed accurately and appropriately 

2.1 Assignment design/assignment brief 

At Poole High School,  course leads are to use the relevant PSAs or assignment briefs as directed by the 
examboard for the required submission/moderation date. For BTEC level 3 courses the course lead is 
encouraged to personalised the assignment briefs by using local contextual information.  
 
The PSA/assignment brief is the document issued to learners at the start of the assessment process. For 
BTEC Level 3 assignment briefs they will clearly: 

• Inform the learner of the tasks set 

• Inform the learner of the methods of assessment 

• Set clear deadlines for submission of work 
 

For BTEC Level 3 courses, the course lead must complete the “BTEC IV of Assignment Brief” document in 
accordance with the BTEC Internal Verification Policy each year before the assessment date has started as 
per the assessment plan. 

2.2 Assessment plans (BTEC Level 3 only) 
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The course lead for each subject is responsible for the production and maintenance of the assessment plan 
for any courses they are responsible for. The assessment plan must be recorded via Edexcel Online and 
shared with Pearson. The assessment plan should be:  

• Completed in good time for the start of a course 

• Shared with other assessors within the subject 

• Made available to the Director of Vocational Education upon request 

• Made available to the Standards Verifier upon request 

• Monitored on a regular basis to ensure the assessment plan is being followed or to make minor 
alterations to consider unavoidable delays 

• Made available at VTQ meetings upon request to share good practice. 

2.3 Coursework Assessment 

Teachers use assessment to judge learners’ attainment. For learners, assessment indicates successful 
learning and the need for further study, evidence, or intervention. Assessment can be formative and 
summative; teachers use both to assess learners’ attainment, as set out by the relevant exam boards 
requirements. 
 
Before starting an assessment, the assessor must ensure each learner understands the assessment 
requirements, including access to the content required and the importance of time management and 
submission deadlines. The learners must also be aware of the restrictions in how the assessor can provide 
support once the assessment has been started.  
 
Once the assignment brief or task has been given out, the assessor must not provide specific assessment 
feedback directly related to the achievement of specific assessment criteria. Learners must use their 
knowledge/notes/textbook to work independently towards the task; however, please be mindful to check 
for collusion and plagiarism.  
 
Only one submission is allowed for each assignment task. This must be handed in to the assessor on the 
designated deadline day, unless there has been an agreed extension between the assessor and the learner. 
The course lead must be informed of any agreed extensions. Those granted extra time as per their access 
arrangements will be given a separate deadline date based on the percentage amount of extra time that has 
been awarded.  

 
For each assignment task (BTEC Level 3) and at the end of the internal assessment (all other VTQs), the 
learner must submit: 

1. An assignment which consists of evidence towards the targeted assessment criteria  
2. A signed and dated declaration of authenticity which confirms the evidence has been produced 

independently  
3. Appropriate referencing  
 

The feedback from the assessor must be completed on the exam boards required documentation by the 
allotted date given. An appropriate number should be handed on for internal verification/moderation across 
all the grades. Internal verification/moderation should be completed within a maximum of 10 working days 
of the assessor’s decision and for BTEC level 3 recorded on the internal verification of assessment decisions 
document.  
 
The assessor must formally record and confirm the achievement of specific assessment criteria on the 
required assessment feedback form. They should also complete a confirmation that the evidence they have 
assessed is authentic and is the learner’s own work. Feedback confirms which assessment criteria have been 
achieved and what evidence has been provided towards criteria not achieved or the total marks awarded for 
each task. The assessor must not provide feedback on how to improve the evidence to achieve higher 
grades.   
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2.4 Coursework Resubmission 

The course lead may authorise one opportunity for the learner to resubmit evidence to meet assessment 
criteria or gain further marks. This can only be authorised if the following conditions are met: 

• The learner has met the initial deadline set in the assignment, or has met an agreed deadline 
extension  

• The assessor judges that the learner will be able to provide improved evidence without further 
guidance  

• The original work has been authenticated by both the learner and the teacher (BTEC Level 3 only) 
 

For BTEC level 3, if any of the above three conditions are not met, the course lead must not authorise a 
resubmission. If the course lead authorises a resubmission, it must be: 

• Recorded on the assessment feedback form  

• Completed within 15 working days of the learner receiving the results of the assessment, but this 
must not cover a holiday period and must be within the same academic year as the feedback being 
given.  

• Undertaken by the learner without any further guidance  

• The learner and the assessor must complete the appropriate forms to confirm the authenticity of the 
resubmitted work  

2.5 Coursework Retakes (BTEC Level 3 only) 

If a learner has met all of the conditions listed above in resubmission but has still not achieved the targeted 
pass criteria following resubmission of an assignment, the course lead may authorise one retake opportunity 
to meet the required pass criteria.  
 
The course lead must only authorise a retake in exceptional circumstances where they believe it is 
necessary, appropriate and fair to do so.  

• The retake must be a new task or assignment targeted only to the pass criteria which were not 
achieved in the original assignment  

• The assessor must agree and record a clear deadline before the learner starts a retake 

• The learner and the assessor must sign declarations of authentication as they both did for the 
previous submissions 

• The assessor cannot award a merit or distinction grade for a retake 

• The learner will not be allowed any further resubmissions or retakes.  
 

Standards Verifiers will require this to be included as evidence of any retakes in sampling.  

3. External Assessment 

Teachers/assessors teach the content of the units to be externally examined and prepare students for sitting 
the paper. Students must sit these examinations, as they are a major component of success in their VTQ 
qualification.   

4. External Retakes 

Following receipt of external assessment marks and after discussion with the learner and the course lead or 
Director of Vocational Education will consider whether it is appropriate to re-enter the learner for an 
external assessment. The course lead will send this information to the Exams Officer, who will check 
assessment availability and make the entries via the exams boards system as appropriate. Once the entries 
are made, the course lead will confirm them and the exams office will send a letter home to confirm and ask 
for payment from the student/parent. 
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5. Assessment recording/tracking for learners 

To ensure effective assessment takes place, all courses must have an assessment tracker in place prior to the 
start of delivery. The tracker must: 

• Be understandable 

• Be up to date 

• Track progress from starting point / prior attainment towards a challenging target that supports 
positive value added  

• Cover all aspects of the course 

• Be used regularly by teachers, course leads and HODs where necessary.  

• Be accessible to learners so that they are able to engage with the tracker (under teacher guidance) 
to see their own individual progress 

• Be able to be used to facilitate early intervention for learners in danger of becoming at risk.  

• Be stored on SharePoint via the Vocational Education mini site and shared with all teachers involved 
in the course to have access to them.  

• Be reviewed regularly by teachers, course leads and the HODs accordingly throughout the academic 
year. Be accessible to the Director of Vocational Education upon request.  

 

6. Key dates and actions 

The Exams Officer, in conjunction with the Director of Vocational Education, HODs, and course leads, is 
responsible for learner entry and registration, submission of grades for internally assessed units, and 
certification. The Exams Officer will inform HODs and course leads of key dates and deadlines accordingly.  
 
The Director of Vocational Education is responsible for liaising with the Centre Quality Reviewer and 
Standards Verifiers/moderators (if required). Once the Director of Vocational Education has made first 
contact with the SV/moderator, they hand over to the course lead. The Director of Vocational Education 
requests to be copied into all email communication to maintain a good overview and ensure timely 
responses.  
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INTERNAL APPEALS (SUB-POLICY) 

1. Purpose of the plan 

Poole High School is committed to ensuring that all assessment (internal & external) is run as effectively and 
efficiently as possible in order to allow learners the ability to reach their full potential. This policy will: 

• Ensure candidates are enabled to enquire, question or appeal against an assessment decision  

• Attempt to reach an agreement between the candidate and the Assessor at the earliest opportunity  

• Standardise and record any appeal to ensure openness and fairness  

• Facilitate a candidate’s right to appeal to an awarding body 

• Protect the interests of all candidates and the integrity of the qualification.  
 
In order to achieve this, Poole High School will: 

• Inform the candidate at induction of the Appeals Policy and procedure  

• Record, track and validate any appeal  

• Forward the appeal to the awarding body when a candidate considers that a decision continues to 
disadvantage her/him after the internal appeals process has been exhausted (in line with what is 
allowable by JCQ). 

• Keep appeals records for inspection for a minimum of 12 months  

• Take appropriate action to protect the interests of other candidates and the integrity of the 
qualification, when the outcome of an appeal questions the validity of other results  

• Monitor appeals to inform quality improvement.  

2. Internal appeals of Access Arrangements and Special Consideration 

2.1 Access Arrangements 

Poole High School will: 

• comply with the principles and regulations governing access arrangements and reasonable 
adjustments as set out in the JCQ publication Access Arrangements and Reasonable Adjustments 

• ensure that all staff who manage and implement access arrangements and reasonable adjustments 
are aware of the requirements and are appropriately supported and resourced in accordance with 
the regulations 

• recognise its duty to explore and provide access to suitable courses, through the access 
arrangements process submit applications for reasonable adjustments and make reasonable 
adjustments to the service the centre provides to disabled candidates 

• complies with its responsibilities in identifying, determining and implementing appropriate access 
arrangements and reasonable adjustments 
 

Failure to comply with the regulations has the potential to constitute malpractice which may impact on a 
candidate’s result(s). Examples of failure to comply include: 

• putting in place access arrangements/adjustments that are not approved 

• failing to consider putting in place access arrangements (which may be a failure to comply with the 
duty to make reasonable adjustments) 

• permitting access arrangements/adjustments within the centre which are not supported by 
appropriate evidence 

• charging a fee for providing reasonable adjustments to disabled candidates 

2.2 Special Consideration 

Special consideration is given to a candidate who has temporarily experienced illness, injury or some other 
event outside of their control at the time of the assessment. It is applied when the issue or event has had, or 
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is reasonably likely to have had, a material effect on a candidate’s ability to take an assessment or 

demonstrate his or her normal level of attainment in an assessment. Poole High School will: 
• comply with the requirements as set out in the JCQ publication A guide to the special consideration 

process 

• ensure that all staff who manage and administer special consideration applications are aware of the 
requirements 
 

Where Poole High School has appropriate evidence signed by a member of the senior leadership team to 
support an application, it will apply for special consideration at the time of the assessment for the affected 
candidate/candidates. All special consideration evidence will remain on file for 12 months after an 
examination series. 

2.2 Centre decisions relating to access arrangements/reasonable adjustments and special 
consideration 

This may include a decision not to award/apply for a specific access arrangement/reasonable adjustment or 
to apply for special consideration, in circumstances where a candidate does not meet the criteria for, or 
there is no evidence/insufficient evidence to support the implementation of an access 
arrangement/reasonable adjustment or the application of special consideration. 
 
Where Poole High School makes a decision in relation to the access arrangement(s)/reasonable 
adjustment(s) or special consideration that apply for a candidate or candidates: 

• If a candidate who is the subject of the relevant decision (or the candidate’s parent/carer) disagrees 
with the decision made and reasonably believes that the centre has not complied with its 
responsibilities or followed due procedures, a written request setting out the grounds for appeal 
should be submitted. 
 

To determine the outcome of the appeal, the head of centre will consult the respective JCQ publication to 
confirm the centre has complied with the principles and regulations governing access 
arrangements/reasonable adjustments and/or special consideration and followed due procedures. 
 
The appellant will be informed of the outcome of the appeal by writing at least 1 week before the deadline 
for special consideration.  
 
If a special consideration appeal is upheld, Poole High School will submit the special consideration request to 
the awarding body with relevant evidence. If an access arrangement appeal is upheld, Poole High School will 
review the evidence for access arrangements and put these in place for the affected candidate’s future 
examinations. 

2.3 Appeals regarding centre decisions relating to other administrative issues 

Circumstances may arise that cause Poole High School to make decisions on other administrative issues that 
may affect a candidate’s examinations/assessments. Where Poole High School may make a decision that 
affects a candidate or candidates: 

• If a candidate who is the subject of the relevant decision (or the candidate’s parent/carer) disagrees 
with the decision made and reasonably believes that the centre has not complied with its 
responsibilities or followed due procedures, a written request setting out the grounds for appeal 
should be submitted 

 
To determine the outcome of the appeal, the same process followed in section 2.2 will be applied. 
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3. VTQ Learner induction about the appeals procedure 

At the start of all VTQ courses, individual teachers deliver introductory lessons for the VTQ subjects, guided 
by the Director of Vocational Education and course leads for the specific subject. This involves a breakdown 
of the course, including examined units and internally assessed units, and the expectations during the 
course. 
 
Teachers introduce learners to the Poole High School VTQ Learner Handbook, which they must sign to agree 
to the expectations outlined in it via a Microsoft form. A copy is placed on the class Team for students to 
access and refer back to at any time. The handbook includes: 

• Assessment and grading 

• Malpractice policy 

• Appeals procedure 

• Access, recruitment and equal opportunities 

• External assessment including dates for January and May sittings as applicable  

4. The VTQ Appeals Process 

This policy is to be used in conjunction with the Poole High School complaints policy in terms of the appeals 
procedure. Poole High School encourages open dialogue between staff and learners to minimise the use of 
the appeals procedure. If a resolution cannot be reached, follow the procedures outlined below. The 
Director of Vocational Education may be engaged in the early stages if the assessor is the course lead. If the 
appeal is in relation to a unit assessed by the Director of Vocational Education, the appeal will be dealt with 
by the Assistant Headteacher responsible for Progress.   
 

Stage 1 Appeal made to the assessor 

• An appeal made in writing within 3 working days of the assignment being returned. 

• On receipt, the appeal will be logged using the PHS Internal Appeal Record Form (Appendix 1) and 
investigated. 

• Learner notified of the outcome, in writing, within 3 working days 

Stage 2 Appeal to be made to the course lead 

• This must be made in writing within 3 working days of the stage 1 outcome being received. 

• On receipt, the appeal will be logged on the original PHS Internal Appeal Record Form from stage 1 
and investigated. 

• Learner notified of the outcome, in writing, within 3 working days 

Stage 3 Appeal made to the Head of Department  

• This must be made in writing within 3 working days of the Stage 2 outcome being received 

• On receipt, the appeal will be logged on the original PHS Internal Appeal Record Form from stage 2 
and investigated. 

• Learner notified of the outcome, in writing, within 3 working days 

Stage 4 Appeal made to the Director of Vocational Education 

• This must be made in writing within 3 working days of the Stage 3 outcome being received 

• On receipt, the appeal will be logged on the original PHS Internal Appeal Record Form from stage 3 
and investigated. 

• Learner notified of outcome, in writing, within 3 working days 
 

Stage 5 Appeal made to the Headteacher 

• This must be made in writing within 3 working days of the Stage 4 outcome being received 

• On receipt, the appeal will be logged on the original PHS Internal Appeal Record Form from Stage 4 
and investigated. 

• Student notified of outcome, in writing, within 3 working days. 

• This decision will be final. 

 



Poole High School Examinations Policy Page | 41 

 

If the appeal is regarding an externally assessed unit, the learner may request this from the assessor / Lead 
IV. The course lead or the Director of Vocational Education will contact the Exams Officer, who will follow 
the procedures to request an appeal or remark as per JQC and Pearson guidelines.  

4.1 Recording each stage of the appeals procedure 

Should an appeals procedure be initiated, the assessor must use the Poole High School Internal Appeals 
Form to record the appeal. The form includes all stages and will be forwarded accordingly, depending on the 
stage. A copy of this form is shared in the BTEC Policies folder in vocational education mini site via 
SharePoint.  
 
Once a final decision has been reached (whichever stage it has reached), the Director of Vocational 
Education, course lead and Exams Officer will keep a copy for 18 months saved on the vocational education 
mini site on SharePoint.  

4.2 Monitoring appeals 

Poole High School, we aim to minimise the need for appeals through robust training and monitoring of staff, 
ensuring that:  

• Internal assessments are conducted by members of the teaching staff who have appropriate 
knowledge, understanding and skills in this area.  

• Assessment evidence provided by learners is produced and authenticated according to the 
requirements of Pearson. 

• The consistency of internal assessment will be maintained by internal verification and 
standardisation, all of which are recorded via the relevant documentation.  

• All student work being assessed by teaching staff for external qualifications is carried out fairly, 
consistently and in accordance with the rules and regulations of the specification relating to the 
qualification.  
 

Throughout the appeals procedure, the Director of Vocational Education should be informed of all appeals, 
regardless of the stage reached. This information can then be used to discuss best practice and support 
further training for course leads and assessors.  
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CONFLICT OF INTEREST (SUB-POLICY) 

1. Purpose of the plan 

It is the responsibility of the head of centre to ensure that Poole High School has a written conflicts of 
interest policy in place and available for inspection.  
This policy confirms Poole High School manages conflicts of interest by informing the awarding bodies, 
before the published deadline for entries for each examination series, of: 

• any members of centre staff who are taking qualifications at their own centre, which include 
internally assessed components/units 

• any members of centre staff who are teaching and preparing members of their family (which 
includes step-family, foster family and similar close relationships) or close friends and their 
immediate family (e.g. son/daughter) for qualifications which include internally assessed 
components/units and maintain clear records of all instances where: 

• exams office staff have members of their family (which includes step-family, foster family and similar 
close relationships) or close friends and their immediate family (e.g. son) being entered for 
examinations and assessments either at the centre itself or other centres 

• centre staff are taking qualifications at their own centre, which do not include internally assessed 
components/units 

• centre staff are taking qualifications at other centres 
 

Poole High School collects conflict of interest information for the current academic year from all centre staff 
to identify and manage any conflicts of interest in relation to exams. 

2. Procedure for planning and managing conflicts of interest 

2.1 The Process 

A declaration of conflict-of-interest form is sent electronically to all centre staff in advance of formal 
examinations taking place in the centre. Staff return completed forms before the examinations start.  
A conflict of interest log is maintained, recording any potential conflicts declared. The relevant awarding 
bodies are informed (where required) of specific conflicts of interest before the published deadlines for 
entries for the exam series by identifying and following the individual awarding bodies' process.  
 
The exams officer ensures the process for collecting declarations of interest is carried out and that record-
keeping is up to date each academic year, in advance of formal examinations at the centre. 

 


