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Purpose of the Policy

As an examination centre, Ruislip High School is committed to ensuring that the examination
management and administration process is run effectively and efficiently. This examination
policy will ensure that:

▶ all aspects of the centre’s examination processes are documented and other relevant
examination- related policies, procedures and plans are signposted

▶ staff are well informed and supported
▶ all centre staff involved in the examination process clearly understand their roles and

responsibilities
▶ all examinations and assessments are conducted in accordance with JCQ and

awarding body regulations, guidance and instructions, thus ensuring that
 “... the integrity and security of the examination/assessment system is maintained at

all times andis not brought into disrepute.” [JCQ General Regulations for Approved
Centres(GR) 1]

▶ examination candidates understand the examination process and what is expected of
them.

This policy is reviewed annually to ensure ways of working in the centre are accurately
reflected and that examinations and assessments are conducted to current JCQ (and
awarding body) regulations, instructions and guidance.

This policy will be published on the school’s website to be accessible to all relevant centre
staff, candidates and their parents/guardians.

Roles and responsibilities overview

Role Name

Head of Centre Mr Gareth Davies

Member of senior leadership with
responsibility for examinations

Mrs Ruth Hill

Examinations Lead Mr Greg Hankin

SENCo Mrs Louise Ware

Exams Officer Mrs Patricia Brittain

Deputy for Exams Officer Mrs Justine O’Driscoll

The Head of Centre is the individual who is accountable to the awarding bodies for ensuring
that the centre is compliant with the published JCQ regulations and awarding body
requirements in order to ensure the security and integrity of the examinations/assessments
at all times.

The SLT Member in Charge of Exams is the person appointed by the Head of Centre to
oversee the implementation of the examinations policy and procedures, and to be the main
point of contact for the Examinations Officer.

The SENCo is the member of staff with responsibility for approving access arrangements
and reasonable adjustments for candidates such as those with evidence-based special
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educational needs and/or medical conditions that may have an impact on their ability to
complete the examination to the best of their ability. Appropriate support and adjustments
are arranged by the SENCo. Such adjustments will only be considered for students for
whom appropriate evidence has been provided.

The Examinations Officer is the person appointed by the Head of Centre to act on behalf of,
and be the main point of contact for, the centre in matters relating to the general
administration of awarding body examinations and assessments.

The Deputy for Exams Officer is the member of staff who will deputise for the Exams Officer
in the instance of an unavoidable absence.

Head of Centre

Understands the contents, refers to and directs relevant centre staff to annually updated
JCQ publications including:

General Regulations for approved centres (GR)
Instructions for Conducting Examinations (ICE)
Access Arrangements and Reasonable Adjustments (AA)
Suspected Malpractice in Examinations and Assessments (SMEA)
Instructions for conducting non-examination assessments (NEA)

▶ Ensures the centre has appropriate accommodation to support the size of the cohorts
being taught including appropriate accommodation for candidates requiring access
arrangements for exams and assessments

▶ Takes responsibility for responding to the National Centre Number Register annual
update (administered on behalf of the JCQ member awarding bodies by OCR
ocr.org.uk/administration/stage-1-preparation/ncn-annual-update/) by the end of
October each year confirming they are both aware of and adhering to the latest
version of the JCQ regulations and signs and returns the Head of Centre’s
declaration which is then kept on file for inspection purposes

▶ Ensures the Exams Officer(EO) receives appropriate support from relevant centre
staff and enables the EO to attend appropriate training and other events in order to
facilitate the effective delivery of exams and assessments within the centre (for
example, EO networking events and relevant events offered by awarding bodies, MIS
providers and other external providers)

▶ Ensures a named member of staff acts as the Special Educational Needs
Co-ordinator (SENCo)

SLT Member in Charge of Exams

▶ Ensures centre staff are supported and appropriately trained to undertake key tasks
required to carry out all the exam processes and procedures

▶ Ensures centre staff undertake key tasks within the exams processes and
procedures and meet internal deadlines set by the EO

▶ Ensures “that a teacher who teaches the subject being examined, or a senior
member of teaching staff who has had overall responsibility for the candidates
preparation for the examination, is not an invigilator during the timetabled written
examination or on-screen test…”
[ICE 12]

▶ Ensures that confidentiality and security within the processes and procedures  is
compliant with and managed according to JCQ and awarding body regulations,
guidance and instructions including:
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● the location of the centre’s secure storage facility in a secure room
solely assigned to examinations for the purpose of administering
secure examination materials

● appropriate arrangements are in place to ensure that confidential
materials are only delivered to authorised members of centre staff

● access to the secure room and secure storage facility is restricted to
the authorised 2-4 keyholders

● the relevant awarding body is immediately informed if the security of
question papers or confidential supporting instructions is put at risk

● that arrangements are in place to check that the correct question
paper packets are opened by authorised members of centre staff

▶ Takes all reasonable steps to prevent the occurrence of any malpractice (which
includes maladministration) before, during the course of, and after examinations have
taken place

▶ Ensures irregularities are investigated and informs the awarding bodies of any cases
of alleged, suspected or actual incidents of malpractice or maladministration,
involving a candidate or a member of staff, are reported to the awarding body
immediately

▶ Ensures risks to the exam process are assessed and appropriate risk management
processes/contingency plans are in place (that allow the Head of Centre to act
immediately in the event of an emergency or staff absence)

Exams Officer

▶ Understands the contents of annually updated JCQ publications including:
General regulations for approved centres
Instructions for conducting examinations
Suspected Malpractice in Examinations and Assessments
Post-results services (PRS)

▶ Is familiar with the contents of the Standard Operating Procedures (SOP)
▶ Maintains and updates the internal monitoring systems as detailed in the SOP
▶ Is familiar with the contents of annually updated information from awarding bodies on

administrative procedures, key tasks, key dates and deadlines
▶ Ensures key tasks are undertaken and key dates and deadlines met
▶ Recruits, trains and deploys a team of internal/external invigilators; appoints lead

invigilators, as required, and keeps a record of the content of training provided to
invigilators for the required period

▶ Supports the Head of Centre and senior leader in charge of exams in ensuring that
awarding bodies are informed of any declaration/conflict of interest involving
candidates and relevant members of centre staff before the published deadline for
entries

▶ Briefs other relevant centre staff where they may be involved in the receipt and
dispatch of confidential exam materials on the requirements for maintaining the
integrity and confidentiality of the exam materials

Special Educational Needs Co-ordinator(SENCo)

▶ Is familiar with the contents, refers to and directs relevant centre staff to annually
updated JCQ publications including:

Access Arrangements and Reasonable Adjustments
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▶ Leads on the access arrangements and reasonable adjustments process (referred to
in this policy as ‘access arrangements’) for students with special educational needs
and medical requirements

▶ If not the qualified access arrangements assessor, works with the person appointed,
on all matters relating to assessing candidates and ensures the correct procedures
are followed

▶ Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s
qualification

Curriculum Leader (CL)

▶ Ensures teaching staff undertake key tasks, as detailed in this policy, within the
exams process (exam cycle) and meet internal deadlines set by the EO, SLT
member in charge of exams and SENCo

▶ Ensures teaching staff keep themselves updated with awarding body subject and
teacher-specific information to confirm effective delivery of qualifications

▶ Ensures teaching staff attend relevant awarding body training and update events
▶ Ensures the provision of examination materials that are ‘fit for purpose’ for all internal

examination cycles

Teaching staff

▶ Undertake key tasks, as detailed in this policy, within the exams process and meet
internal deadlines set by the EO, SLT member in charge of exams and SENCo

▶ Keep updated with awarding body subject and teacher-specific information to confirm
effective delivery of qualifications

▶ Attend relevant awarding body training and update events

Invigilators

▶ Provide the centre with an up-to-date DBS
▶ Attend training, update, briefing and review sessions as required
▶ Follow the procedures and systems prescribed by the centre to protect the integrity of

all examinations
▶ Are to be vigilant and alert at all time throughout an examination
▶ Provide information as requested on their availability to invigilate
▶ Sign a confidentiality and security agreement and confirm whether they have any

current maladministration/malpractice sanctions applied to them

Reception staff

▶ Support the EO in the receipt and dispatch of confidential exam materials and follow
the requirements for maintaining the integrity and confidentiality of the exam
materials

Site staff

▶ Support the EO in relevant matters relating to exam rooms and resources
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The Exam Cycle: Procedures and Responsibilities

A comprehensive SOP can be found in Appendix 1. This document details the procedures to
be followed by all stakeholders during the exam cycle.

The SOP consists of the following sections
Section 1: Preparation for a new examinations season
Section 2: Preparation for examinations
Section 3: During examinations
Section 4: After examinations
Section 5: Agreement and understanding of Standard Operating Procedures
Section 6: Appendices

Exam contingency plan

See Appendix 2.

Internal Appeals Process for Decisions Made in Cases of Exam Malpractice

See Appendix 3.

Disability and access arrangements

See Appendix 4.

Non-examination assessment procedures

See Appendix 5.

Data Protection

The centre will ensure that all candidate data where required by the awarding body has been
supplied to the awarding bodies within the terms of the General Data Protection Regulation,
the Data Protection Act 2018 and the Freedom of Information Act 2000, and that candidates
have been properly informed that this data has been transferred to the awarding bodies.

The centre will ensure students have access to Information About You and How We Use It at
the start of each course.

Legislation on sharing information

Under the principles of the General Data Protection Regulations 2018 and the Data
Protection Act 2018, children and young adults can assume control over their personal
information and restrict access to it from the age of 13.
This suggests that candidate consent should be sought to share results or other
exams-related information with a third party.
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However other legislation and guidance may need to be taken into account regarding
sharing information with parents, as example information from the Department for Education
(DfE) for schools regarding parental responsibility and school reports on pupil performance:

▶ Understanding and dealing with issues relating to parental responsibility
www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-respons
ibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility

▶ School reports on pupil performance
www.gov.uk/guidance/school-reports-on-pupil-performance-guide-for-headteachers

Publication of exam results

Refer to ICO (Information Commissioner’s Office) Education and Families information and
the document Publishing exam results.

Safeguarding against Student Malpractice

Ruislip High School is committed to having a proactive approach to protecting candidates
from being accused of suspected malpractice. The Joint Council for Qualifications (JCQ)
provides clear expectations and regulations for candidates, with a view to protecting the
integrity of the examination process.

The following measures are in place with a view to removing all foreseeable opportunity for
candidates to be accused of suspected malpractice in both an intentional and an
unintentional capacity.

Starting Examinations

All required equipment and stationery for the examination will be provided for students in the
examination hall; therefore candidates are not required to bring anything other than a
labelless water bottle to their exam. Candidates must not bring any items into the
examination hall as this may compromise the integrity of their examination.

All candidates are required to pass through a free-standing metal detector so that they
cannot enter the examination hall with any electronic devices or other items that would
trigger an allegation of suspected malpractice.

Candidates are not permitted to wear a watch or any other metallic items of
clothing/jewellery in the examination as they will trigger the metal detector and slow down
the registration process.

Any items triggering the metal detector will be confiscated and, depending on the item, may
result in an allegation of attempted malpractice.

During Examinations

It is the responsibility of the candidate to ensure that their actions do not alert the suspicion
of the invigilator during the examination. Therefore, all candidates are required to focus
solely on the examination and must not engage with any forms of direct or indirect
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communication as this will threaten the integrity of their examination and may result in formal
procedures for suspected malpractice being followed with awarding bodies.

An allegation of suspected malpractice during an examination would follow any attempt to
bring information into the examination hall. Therefore, all candidates are given the
opportunity to surrender any such materials before entering the examination hall.
In exceptional circumstances, a candidate will be permitted to use the toilet facilities.
However, the act of leaving the examination hall for any reason will need to be treated as
‘high risk of malpractice’ due to the candidate no longer being within a secure and controlled
environment. If a candidate is permitted to use the toilet, they will be escorted to a specific
facility where keypad entry is required, and they will also have their blazer and shoes
checked for materials that could compromise the integrity of their examination. Any
candidate who requires use of the toilet will be reported to the exams officer and to the
senior leader in charge of exams. A senior member of staff will communicate with
parents/guardians to inform them of the candidate’s entry to the examiner’s log and any
further action required.

Suspected Malpractice - JCQ Processes

The JCQ provides a clear process for student malpractice including an appeals procedure
which can be found on the JCQ website. Ruislip High School has a policy titled: ‘Appeals
against decisions made in cases of malpractice’ which is available on the school’s website.

Special Consideration

Exams Officer

▶ Processes appropriate requests for special consideration to awarding bodies
▶ Gathers evidence which may need to be provided by other staff in centre or

candidates
▶ Submits requests to awarding bodies to the external deadline

Candidates

▶ Provide appropriate evidence to support special consideration requests, where
required

Post-results Services

An internal appeals procedure is available (Appendix 3) where candidates disagree with any
centre decision not to support a clerical check, a review of marking, a review of moderation
or an appeal

Certificates

Certificates are collected and signed for by the candidate or their authorised person.
Candidates may arrange for certificates to be collected on their behalf by providing the EO
with written or email permission/authorisation; authorised persons must provide ID evidence
on collection of certificates.
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Retention of Certificates

Unclaimed or uncollected certificates are kept for ten years. After this period they are
securely disposed of.
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