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Responsibility:   
  
Ruth Thackray (Deputy Head, Data and Achievement)   

  
Rationale:   
  
Public examinations provide vital summative assessment, generally at the end of a key stage. This 
assessment gives information to students, parents, other education institutions, local authority 
and government agencies and employers about knowledge, understanding and skills achieved. To 
this end, the school participates willingly in the administration of these examinations in the best 
interests of the students and the school. In addition, other internally set and marked 
examinations may take place at other stages during a student’s progress through the school in 
order to both prepare for public examinations and check student learning.   

  
Purpose:   
  
To ensure that:   

 The examination system in school combines entitlement with flexibility. 
 Students are given the opportunity to demonstrate the highest achievement of which they 

are capable and competent. 
 Students undertake examinations knowing what is expected of them in terms of preparation 

and behaviour.  
 Staff understand fully their obligations and responsibilities in relation to examinations.  

 The school meets the requirements of the examination bodies in terms of security and is 
properly equipped to undertake the administration of examinations, including data processing 
and a results service. 

 Community education is provided with an administrative centre for GCSE and A Level entries.  
 Accurate examination data is available to inform target setting.  

 Curriculum planning, target setting and careers links take into account up to date information 
on the current examinations system.  

  
Guidelines:  Responsibilities for public examinations   
  

Headteacher 

 Overall responsibility for the school as an Examinations Centre.  

  
Deputy Headteacher (Data and Achievement) 

 Line management of the Examinations Officer and Examinations Office.   

  
      Progress Leaders 

 Offer guidance and maintain an overview of student examination entries and general 
progress in Key Stages 3 and 4.   

  
Head of 6th Form  

 Provide guidance and maintain an overview of student examination entries and 
general progress in the 6th form.   
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     Head of Faculty  

 Select the most appropriate examination courses.  
 Deliver those courses and prepare students for examination 
 Ensure the completion of required controlled assessment  
 Assess controlled assessment as required and complete by the deadline set by the 

Examinations Officer and Examination Board.  
 Complete accurately all coursework mark sheets and declaration sheets.  
 Complete accurately all entry and other mark sheets as required and by the set 

deadline.  
 Submit names of students requiring access arrangements.  

  
      Special Education Needs Co-ordinator 

 Identify and test students requiring access arrangements. 
 Liaise with the Examinations Officer in the administration of access arrangements. 

 Provide additional support, with spelling, reading, mathematics, dyslexia or essential 
skills, hearing impairment, visual impairment, physical disability, for those for whom 
English is not their first language, ICT equipment and for those who need special 
consideration for an unforeseen difficulty.  

  
 

Examinations Officer – manage the administration of public and internal examinations and 
analysis of examination results as follows:   
 

 Advise the school on annual examination timetables and application procedures as 
set by the various examination boards.  

 Oversee the production and distribution to staff and students of an annual calendar 
for all relevant exams and communicate regularly with staff concerning imminent 
deadlines and events.   

 Ensure that students and their parents are informed of those aspects of the 
examination timetable that will affect them.   

 Consult with teaching staff to ensure that necessary controlled assessment is 
completed on time and in accordance with JCQ guidelines. 

 Provide and confirm detailed data on examination entries.  

 Maintain systems and processes to support the timely entry of students for their 
examinations.  

 Receive, check and store securely, all examination papers and completed scripts.  

 Administer access arrangements and make applications for special consideration 
using the process laid down by the JCQ. 

 Identify and manage timetable clashes. 
 Account for income and outgoings relating to all examination costs and charges.  

 Organise the recruitment, training and monitoring of a team of examination 
invigilators responsible for the conduct of examinations.  

 Submit coursework marks, track, despatch and store returned coursework and any 
other material required by the appropriate awarding bodies correctly and on 
schedule.  

 Arrange for dissemination of examination results and certificates to students and, at 
Post 16, provide appropriate information regarding the cumulative nature of the A2 
process.  

 Lead on student/parental communication re any charges incurred (not covered by 
the school – see Appendix One) 
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 Process, in consultation with Curriculum Area Leaders and the Assistant Head, any 
appeals or re- mark requests.  

  
      Invigilation Team   

 Run all examination sessions on a daily basis.   
 Ensure that correct procedures, as laid down by the JCQ, are adhered to. (See additional 

information in Invigilators Handbook.)     

  
      Administrative Staff  

 Provide support for the input of data.  
 Arrange and manage receipt and posting of examination papers.  

 Assist in the delivery of examination results as required by the Examinations Officer.   

  
The statutory tests and qualifications offered    
  
The qualifications offered are GCSE, A2 and vocational courses.  

The subjects offered for these qualifications in any academic year should be published in the 
examination booklet for that year as well as in each Faculty Handbook. Any change of syllabus 
must be communicated to the Examinations Office no later than mid November of that academic 
year.   

  
At Key Stage 4 

 

 All students should be entitled to, and enabled to, achieve an entry for qualification from 
an external awarding body (In the 6th Form also) 

 Students on part- time work placements should be expected to complete an appropriate 
course leading to a recognised qualification of some description. 

 Any proposed major change to the examination courses offered within a Faculty area, eg; 
the introduction of modular courses, should be discussed with the Faculty Line Manager 
in the first instance. (In the 6th Form also with the Head of 6th Form) 

 Coursework must be moderated internally according to the specification for the 
qualification concerned. A proper and transparent process must take place. Students 
should be informed of their coursework grade and a signature should be obtained to that 
effect. All coursework not required by the Examination Board and any coursework 
returned to the school by a moderator must be kept secure. 

 Mock examination papers must be kept in the event that a student is unable to sit a final 
examination and the awarding body requests evidence of his/her work under examination 
conditions.  

  
At 6th Form  
 
 Most exams are normally set at the end of a two year course as A Levels. Where 

circumstances allow, students may be able to be entered for AS Level external exams. i.e. a 
faculty/whole school decision; student wishing to exit school at the end of Year 12 
(extenuating circumstances and may not always be possible. 

 
Plagiarism 
 

 Any instance of plagiarism will be severely dealt with and may result in disqualification.  
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Enquiries about results and access to scripts 
 

 Enquiries about results may be requested by the examination centre or the student 
where there are reasonable grounds for believing there has been an error in marking.  

 When the centre does not uphold a request for an enquiry, a student may apply to have 
an enquiry carried out. The student will be expected to fund the cost of such an enquiry 
but, in the event of a review of marking resulting in the award of a higher grade, the 
centre will reimburse the student.  

 Members of staff requesting a review of marking must seek the student’s permission to 
do so.  

 Staff requesting the return of scripts to use as exemplar material must request permission 
of the student concerned before so doing. 

 Re-marks cannot be applied for once a script has been returned. A photocopy of the script 
must be requested if a review of marking may be required.  

  

Examination fees and the school’s charging policy    
  

 The school pays GCSE and A2 initial registration and examination entry fees.   

 Amendment of entries or late entries which incur a financial penalty from the 
Examination Boards will be charged to curriculum areas if they arise from that curriculum 
area’s error or omission. The same charge might, in certain circumstances, be levied 
against a student.  

 Changes of tier, withdrawals made by the proper procedures and alterations arising from 
administrative processes will not be charged to curriculum areas.  

 All costs relating to stationery requirements are met by the Examinations Office. In 
circumstances where Examination Boards expect curriculum areas to photocopy 
examination papers, that cost must be built into the budget of that curriculum area.   

  
The school will impose a charge equal to the financial charge levied by Examination Boards on:    
 

 Students whose entries are withdrawn because of lack of coursework. 
 Students who make a decision to sit, or not to sit, an examination after the late 

entry/withdrawal deadline. 
 Students who fail to attend an examination and do not produce medical evidence or 

evidence of other mitigating circumstances. 
 Students sitting re-takes at A2 Level 

 Students requesting an enquiry about a result against the advice of the centre.    
 Students sitting retakes at GCSE who are not being prepared for it at the school.  

  
Appeals against Internal Assessment of Work for External Qualifications    
  
Parkside School is committed to ensuring that, whenever staff assess students work for external 
qualification that this is done fairly and consistently, following a proper process and in accordance 
with the specification for the qualification concerned. Furthermore, that assessments are 
conducted by staff who have appropriate knowledge, understanding and skills and who have been 
trained in this process. The school is committed to ensuring that assessment evidence provided by 
students is produced and authenticated according to the requirements of the relevant 
specifications for each subject. Where a set of students and their work is shared between staff, 
internal moderation and standardisation will ensure consistency. The result of the moderation 
process should be communicated to the student and a signature obtained acknowledging this.   
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Should a student believe that a fair process has not been carried out in relation to his/her work, 
he/she may make use of this appeals procedure. It should be noted that appeals can only be 
made against the process that led to the assessment and not against the mark or grade submitted 
by the school for moderation by the awarding body.  

  
The procedure is as follows:   

  
1. Appeals should be made as early as possible and at least two weeks before the end of the 

last externally assessed paper in the examination series (e.g.; the last GCSE written paper 
in the June GCSE examination series).   

2. Appeals should be made, in writing, by the student’s parent/carer to the Examinations 
Officer, who will investigate the appeal with at least two other members of staff who have 
not been involved in the internal assessment decision.   

3. The purpose of the appeal will be to decide whether the process used for the internal 
assessment conformed to the published requirements of the awarding body and the 
examinations code of practice of the QCA.  

4. The appellant will be informed in writing of the outcome of the appeal. This will include 
any relevant correspondence with the awarding body and any changes made to the 
procedures relating to internal assessment as a result of the appeal.  

5. The outcome of the appeal will be made known to the Headteacher. A written record will 
be kept and made available to the awarding body on request. Should the appeal bring any 
significant irregularity to light, the awarding body will be informed.   

  
Following internal moderation of students work, it is moderated by the awarding body to ensure 
consistency between centres. Such moderation frequently changes the marks awarded for 
internally assessed work. That is outside the control of Parkside School and is not covered by 
this procedure.   
  
A copy of this procedure may be obtained from the Examinations Office and it can also be found 
on the Examinations Notice Board. Details of the appeals procedure for the relevant awarding 
body are available from the Examinations Officer.   

  
Staff Malpractice  
  

 The following are examples of malpractice by school staff.  This list is not exhaustive 
 Failure to keep any awarding body mark schemes secure 
 Alteration of awarding body assessment and grading criteria  

 Assisting students 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 school staff producing the work for the student  

 Producing falsified witness statements for example for evidence the student has not 
generated  

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

 Facilitating and allowing impersonation  

 Misusing the conditions for special student requirements 

 Failing to keep student computer files secure  

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

 Fraudulent certificate claims, that is claiming for a certificate prior to the student 
completing all the requirements of assessment.  
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Where staff malpractice is suspected, an investigation will take place under staff disciplinary 
procedures.  
  
It is the responsibility of teachers to: 
 

 Provide assessment processes that are fair and meet the requirements of students and of 
the qualification  

 Provide students with a schedule of assessment  

 Provide accurate, timely and informative assessment feedback to inform students of their 
individual progress and tell them what they need to do to improve  

 Record assessment decision regularly, accurately and systematically, using agreed 
documentation  

 Comply with the School’s  and Awarding Body’s guidelines regarding work that is 
submitted after the submission date and work that is resubmitted following a referral 
decision  

 Familiarise themselves and learners with the School Assessment Appeals procedure(s) 

 Be aware of and keep up to date with Awarding Body guidance in respect of assessment, 
standardisation, moderation and verification  

 Ensure that the quality of assessment is assured by carrying out internal standardisation, 
moderation or verification decisions accurately and systematically using agreed 
documentation  

  
Fraudulent Activity and Plagiarism  
  
In the event that fraudulent activity such as plagiarism should arise the internal verifier should 
inform the Exams Officer who in turn will contact the Examination Board. 

  
GCSE and A Level results service 
 

 Results will be distributed by the Examinations Officer, members of the Senior 
Management Team, Head of Sixth Form and Sixth Form tutors. Careers staff will be 
available to give advice. Information and data to support the process will be prepared and 
issued to staff and students.  

 Data will be prepared for publication and monitoring purposes.  

 Members of the Administrative Staff will support this process.   

  
Internal Examinations 
 

 The exact nature of summative assessment in each subject will be determined ultimately 
by the curriculum leaders within the rationale of the school assessment calendar, this 
policy and other related policies.  

 The Examinations Officer will manage the  written examinations in each year. 

 Internal examinations will be conducted in the same way as external examinations.   

 It is the responsibility of the Senior Curriculum Leader to ensure that all internal 
examination requirements are communicated to the Examinations Officer.  

 Internal examination papers, stationery and specialist equipment should be provided by 
the curriculum area in advance of the examination.  

 It is agreed that whole school examinations whether internal or external will be funded by 
the internal examinations budget.  Missed deadlines or additional exams to be the 
responsibility of the curriculum area 
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External candidates 
 

 External candidates wishing to use Parkside as an Examination Centre should contact the 
Examinations Officer at the school.  

  
Relevant and specific elements of this policy will be communicated in writing to students and 
parents/carers at the beginning of the GCSE and Sixth Form courses.   

  
 This policy should be read in conjunction with;   

  
o The Invigilators Handbook   
o The Examinations Guide for Students    

  
This policy should be reviewed every three years.  
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APPENDIX ONE – Examination Charging 
 
INTERNAL CANDIDATES 

 

 Candidates and their parents will be required to sign a form acknowledging and accepting that 
the school is prepared to fund the entry of external examinations where Heads of Faculty have 
confirmed their entry and students have followed the appropriate course. 

 

 It is understood from this acceptance that if a candidate fails to complete any component of 
the examination (i.e. by not handing in coursework or failing to attend an examination without 
a medical practitioner’s written authorisation) then the candidate will be liable for the 
examination fee. 

 

EXTERNAL OR RETAKE CANDIDATES 
 

 Maths/English only 
 

ENQUIRY ON RESULTS 
 

 Candidates who request an Enquiry Upon Results will be charged the Examination Board’s fee 
for this service.  The Centre will only pay if it is deemed that an enquiry needs to be requested 
for a group of candidates or in very exceptional circumstances for a single candidate, but only 
where the final grades are at least 2 grades adrift from the predicted grade and even then only 
in very exceptional circumstances.  An enquiry on results therefore rarely results in a change of 
grade.  It should also be remembered that an Enquiry Upon Results for a module could result in 
the module result being lowered.  If a Head of Faculty insists on an Enquiry Upon Results and 
the school’s policy of a two grade discrepancy between estimated and final grade does not 
apply, then the Head of Faculty will need to fund the enquiry from his/her Faculty budget. 

 

ALTERATIONS TO PERSONAL DETAILS 
 

 Candidates have two chances to check their personal details (i.e. spelling of their name and 
date of birth) used for their entry, which is eventually reproduced on their certificates.  
Candidates who have been offered this check and then discover that their personal details are 
incorrect on their certificate will therefore be liable for correction costs. 

 

CERTIFICATES NOT COLLECTED 
 

 As stated in the yellow Exam Guidance booklet, when candidates do not collect their 
certificates at Presentation Evening they can collect them in person from the school.  
Certificates can be sent to them by recorded delivery upon receipt of monies in advance to 
cover the cost of the stiffened envelope, the recorded delivery and the administration time. 
 

 Schools are only obliged to keep certificates for 12 months, it is therefore important that they 
are collected at the appropriate time.  

 

CONFIRMATION OF RESULTS LETTER 

 

 The centre can confirm results achieved here in the past by providing the candidate with a 
confirmation letter.  Candidates who have mislaid or never collected their certificates often 
request this.  Exam Boards no longer issue replacement certificates. Candidates must contact 
individual Exam Boards in order to obtain a statement of their results. 
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COSTS INCURRED BY LATE ENTRIES 
 

 Heads of Faculty will always be asked to check and sign provisional entries and final entries. 
Where late entries occur, in most cases the penalty fee (not the original fee) will be charged to 
the Faculty concerned.   
 

 Amendments to entries which occur beyond the deadline date, will, in most cases, be charged 
to the Faculty concerned. 

 

REQUESTS FOR ORIGINAL AND PHOTOCOPIED SCRIPTS 
 

 Where a Faculty requests the return of scripts then they must always receive written 
permission from the candidate before doing this. 
 

 Where an individual requests return of scripts the student is responsible for the costs. 
 

 Faculty requests (as examples for future use) will be charged to the assessment budget. 
 

Please note that a student wishing to make an Enquiry Upon Result must pay in advance for this 
service. 
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