
                                                                                       

 

 
 
 

Examinations and External Assessment policy 
Contents: 
 
1.0 Vision 
2.0 Policy Scope 
3.0 Objectives 
4.0 Exam responsibilities  
5.0 The statutory tests and qualifications offered  
6.0 Exam seasons and timetables  
7.0 Registration, entries, entry details and late entries  
8.0 Exam fees arrangements 
9.0 The Disability Discrimination Act (DDA), special needs and access  
10.0 Estimated grades  
11.0 Managing invigilators and exam days  
12.0 Candidates, clash candidates and Exam Access Arrangements (EAAs) 
13.0     Malpractice 
14.0 Quality Assurance   
15.0 Appeals 
16.0 Centre assessed work 
17.0 JCQ exams: results enquiries and access to scripts 
18.0 Certificates 
19.0     Distance and blended learning 
 
Appendix 1 – Appeals against Internal Assessment of Work for External Qualifications   
Appendix 2 – Reviews of marking - centre assessed marks (GCE coursework, GCE and GCSE non-examination 
assessments1 and Project qualifications)  
Appendix 3 – Emergency Evacuation Procedure for exams 
Appendix 4 – Fire evacuation information for exams 
Appendix 5 – Preparing for disruptions to exams 

 
Linked policies: 
Charging and Remission Policy, Complaints Policy, Single equality scheme, Assessment policy, Teaching and learning 
policy 

 
Linked Documents2 
JCQ Documents available from the Exams Officer: 
Suspected Malpractice in examinations and assessments – policies and procedures 
 Access arrangements and Reasonable Adjustments 
Special considerations regulations and guidance relating to candidates who are eligible for adjustments in examinations 
Instructions for conducting examinations (updated annually) 
Instructions for conducting non-examination assessments (updated annually) 
Instructions for conducting coursework (updated annually) 
General Regulations for Approved Centres 
 
NCFE Documents available from the Exams Officer: 
Centre Appeals policy, Learner Appeals policy, Malpractice and Maladministration policy 

 
Adopted by the Governing Body: 15 December 2020 
Review Period:    3 years  
Review Date:    Autumn 2023 
 
 

 
1 This designation incorporates GCSE equivalents such as BTEC qualifications. 
2 See also documentation associated with individual awarding bodies such as Pearson’s Entries and information manual, 
BTEC qualification specifications, the Enquiries and appeals about Pearson vocational qualifications and End Point 
Assessment policy, the Pearson Centre Guidance on dealing with malpractice and maladministration in vocational 
qualifications and the Plagiarism fact sheet.  
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https://qualifications.pearson.com/content/dam/pdf/BTEC-Firsts/news/V727c2_BTEC_Plagiarism_factsheet.pdf


                                                                                       

 

Examinations Policy 
 
1.0 Vision 

 
Humphry Davy School’s Vision is to be ‘An inspiring and vibrant place for learning which 
enriches, and is a valued part of, the Penzance community.’ Whole school Aims include 
establishing a positive climate for learning that enables students and teachers to achieve the 
highest standards of learning and teaching.  Governors seek to ensure the planning and 
management of exams is conducted efficiently and in the best interest of candidates. 
 

2.0 Policy Scope 
 

2.1 It is the responsibility of everyone involved in the centre’s exam processes to read, 
understand and implement this policy. 

 
2.2 This policy applies to all external examinations held at Humphry Davy School as a 

registered centre for examinations 
 
2.3 This policy also covers the internal examinations which are held at the school. 
 
2.4 This policy covers examinations in both key stages three and four. 

 
2.5 The Governing Body has adopted a policy which reflects the instructions issued by the Joint 

Council for Qualifications (JCQ). JCQ guidelines must be complied with for all external 
GCSE exams and NEAs (non-examined assessments). Examining body guidelines must be 
complied with for all forms of external assessment, including NEAs.  
 

3.0 Objectives 
 
The objectives of the policy are: 
 
3.1 To ensure the operation of an efficient exam system with clear guidelines for all relevant 

staff. 
3.2 To ensure that staff implement the JCQ, NCFE and awarding body guidelines consistently 

and accurately, clearly stating the roles and responsibilities of those involved. 
3.3 To explain the rationale behind which statutory tests and qualifications are offered 
3.4 To provide an overview of the exam seasons and timetable. 
3.5 To provide a framework covering registration, entries, entry details, late entries, exam fees, 

estimated grades, exam clashes, EAAs, results, appeals, access to scripts, certification and 
all other issues associated with the running of exams. 

3.6 To ensure that all students receive the Exam Access Arrangements (EAAs) they are entitled to 
whilst completing exams and that the provisions of the Disability Discrimination Act (DDA), 
2005, are met. 

3.7 To provide guidelines regarding the recruitment, training and role of invigilators. 
 
 

4.0  Exam Responsibilities 
4.1 The Head teacher has overall responsibility for the school as an exam centre and will: 

• Be responsible to the awarding bodies for making sure all examinations/assessments 
are conducted according to the awarding body and JCQ instructions and the 
qualification specifications issued by the awarding bodies. 

• Advise on appeals and re-marks 
• Be responsible for reporting all suspicions or actual incidents of malpractice. Refer to 

the JCQ document 'Suspected malpractice in examinations and assessments' and the 
NCFE guidelines. 

• Organise teaching and learning. 
• Externally validate courses followed at key stage 4 / post-16. 



                                                                                       

 

• Name and approve between two and six keyholders with access to the secure room 
solely assigned to exams within the main body of the school.  

• Ensure that each keyholder fully understands their responsibilities as a key holder to 
the secure storage facility 

• Ensure that access to the secure room solely assigned to exams within the main body of 
the school is restricted to those named and approved by the Head of Centre and that 
these staff are accompanied by a keyholder at all times. 

• Inform the awarding body immediately of the security of the question papers or 
confidential supporting instructions are put at risk.  

• Prohibit candidates from bringing a wrist watch into the examination room. 
 

4.2 The Exams Officer manages the administration of public and internal exams and analysis of 
exam results by: 
• Advising SLT, subject teachers, Mentors, and other relevant support staff on annual 

exam timetables and application procedures as set by the various exam boards 
• Oversees the production and distribution to staff, governors and candidates of an 

annual calendar for all exams in which candidates will be involved and communicates 
regularly with staff concerning imminent deadlines and events 

• Ensures that candidates and their parents are informed of and understand those 
aspects of the exam timetable that will affect them, including the requirement to be 
available on the designated contingency day. 

• Consults with teaching staff to ensure that necessary coursework is completed on time 
and in accordance with JCQ and NCFE guidelines 

• Provides and confirms detailed data on estimated entries 
• Receives, checks and stores securely all exam papers and completed scripts 
• Administers access arrangements and makes applications for special consideration 

using the JCQ Access arrangements and special considerations regulations, Guidance 
relating to candidates who are eligible for adjustments in examinations and appropriate 
NCFE documentation, including the ‘Malpractice and Maladministration policy’ and the 
‘EPA reasonable adjustments and special considerations policy’ 

• Identifies and manages exam timetable clashes 
• Accounts for income and expenditures relating to all exam costs/charges 
• Line manages the exam invigilators, organising the recruitment, training and monitoring 

of a team of exams invigilators responsible for the conduct of exams 
• Submits candidates’ coursework marks, tracks despatch and stores returned 

coursework and any other material required by the appropriate awarding bodies 
correctly and on schedule 

• Arranges for dissemination of exam results and certificates to candidates and 
forwards, in consultation with SLT, any appeals/re-mark requests 

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

• Ensures that “Instructions for conducting examinations (updated annually)” (ref JCQ) is 
adhered to regarding examination procedures and practice at school. 

 
4.3 Roles of the member of SLT with responsibility for exams: 

• Link Manager for Exams Officer 
 

4.4 Heads of Faculty: 
• Prepare and present reports to SLT showing results achieved in relation to expected 

grades and comparable data for previous years, indicating where future procedural 
improvements might be made 

• Guidance and pastoral oversight of candidates who are unsure about exam entries or 
amendments to entries. 

• Involvement in post-results procedures. 
• Accurate completion of coursework mark sheets and declaration sheets. 
• Accurate completion of entry and all other mark sheets and adherence to deadlines as 

set by the exams officer. 



                                                                                       

 

 
4.5 Careers Advisor: 

• Impartial guidance and careers information. 
 

4.6 Teachers: 
• Notification of access arrangements (as soon as possible after the start of the course). 
• Submission of candidates’ names to Heads of Faculty 
• Preparation of candidates for respective examinations, strictly adhering to JCQ and 

NCFE guidelines 
 

4.7 SENDCO: 
• The administration of all the access arrangements for students. 
• Identification and testing of candidates, requirements for access arrangements. 
• Provision of additional support — with spelling, reading, mathematics, dyslexia or 

essential skills, hearing impairment, English for speakers of other languages, IT 
equipment — to help candidates achieve their course aims. 

 

4.8 Lead invigilator/invigilators: 
• Collection of all exam papers in the correct order at the end of the exam and their 

return to the exams officer. 
• Supervise the examinations in accordance with the JCQ and NCFE guidelines  

 

4.9 Candidates: 
• Confirmation of entries. 
• Understanding coursework regulations and signing a declaration that authenticates the 

coursework as their own. 
• Liaising with the Exams Officer during any Appeals process 
• Ensure availability on the designated contingency day for examinations in the event of 

national or local disruption to examinations.  
 
5.0  The statutory tests and qualifications offered 
5.1 The statutory tests and qualifications offered at Humphry Davy School are decided by the 

Heads of Faculty and the Senior Leadership Team. 
 

5.2 The statutory tests and qualifications offered are all accredited against the Section 96 
framework. 

 

5.3      The subjects offered for these qualifications in any academic year may be found on the 
 school’s website. If there has been a change of syllabus from the previous year, the exams                    
officer must be informed by 10th September. 
 

5.4 Decisions on whether a candidate should not take an individual subject will be taken in 
consultation with the candidates, parents/carers, Heads of Faculty and the Headteacher. 

 

5.5 At key stage 4 all candidates will be entitled, and enabled, to achieve an entry for 
qualifications from an external awarding body. 

 
 
6.0  Exam Seasons and Timetables  
6.1 Internal exams are scheduled according to what is published on the internal calendar. 

 

6.2 External exams are scheduled according to external provider requirements with the main 
GCSE exam season taking place in June. 
 

6.3 Internal exams in Years 9, 10 & 11 are held under external exam conditions in most subjects 
including English, Maths and Science. 
 

6.4 Once confirmed, the Exams Officer will circulate the exam timetables for internal exams 
and external exams. 



                                                                                       

 

 
 

7.0      Registration, Entries, Entry Details and Late Entries 
 
7.1  Candidates are selected for their exam entries by the Heads of Faculty and the subject 

teachers following a rigorous options process. 
 
7.2      The following registration procedure is followed: 

• Register each learner within the awarding body requirements.  
• Register each learner on the appropriate programme code before any assessment activity 
is completed. 

• Provide a mechanism for programme teams to check the accuracy of learner registrations. 
• Make each learner aware of their registration status. 
• Inform the awarding body of withdrawals, transfers or changes to learner details.  
 

7.3 Candidates, or parents/carers, can request a subject entry, change of level or withdrawal. 
 

7.4 Entry deadlines are circulated to Heads of Faculty via email. 
 

7.5 Late entries are authorised by the Heads of Faculty. 
 
 

8.0      Exam Fees and Arrangements 
 
8.1 Humphry Davy School will pay all normal exam fees on behalf of candidates. 

 

8.2 Late entry or amendment fees are paid by departments. 
 

8.3 Candidates or departments will not be charged for changes of tier, withdrawals made by 
the proper procedures or alterations arising from administrative processes provided these 
are made within the time allowed by the awarding bodies. 

 
8.4      Appeals which have been proposed via the Head teacher will be paid for however it is the 

responsibility of students or parents/carers to pay fees for appeals that are specifically 
requested by an individual student or their family if the rationale is outside that agreed by 
the school.  

 
9.0 The 2010 Single Equality Act, Special Needs and Access Arrangements  
 
 
9.1 This Centre is committed to seeking equality of opportunity for all, irrespective of race, 

gender, religion, marital status, sexual orientation, age, class or disability. Discrimination in 
any form will not be accepted and it is recognised that the 2010 Single Equality Act and 
the school’s Single Equality Scheme extends to general qualifications. All exam centre staff 
must ensure that the access arrangements and special consideration regulations and 
guidance are consistent with the law and ethos of this Centre.3  
 

9.2 A candidate’s special needs requirements are determined by the SENDCO and educational 
psychologist / specialist teacher 

  
9.3 The SENDCO will inform subject teachers of candidates with special educational needs who 

are embarking on a course leading to an exam, and the date of that exam. The SENDCO 
can then inform individual staff of any special arrangements that individual candidates can 
be granted during the course and in the exam. 

 

 
3 Refer to the Single Equality Scheme for full details of the rights and responsibilities of all those involved with the 

work of this Centre 



                                                                                       

 

9.4 Making special arrangements for candidates to take exams is the responsibility of the 
SENDCO and the Exams Officer. 

 

9.5 Submitting completed access arrangement applications to the awarding bodies is the 
responsibility of the Exams Officer. 

 

9.6 Rooming for access arrangement candidates will be arranged by the SENDCO with the 
Exams Officer. 

 

9.7 Invigilation and support for access arrangement candidates will be organised by the 
SENDCO with the Exams Officer. 

 
9.8      The use of a word processor under exam conditions is covered by the statements below 

which are in accordance with JCQ guidelines: 
 

A word processor cannot simply be granted to a candidate because the student now wants 
to type rather than write in examinations or can work faster on a keyboard, or because the 
student uses a laptop at home.  
 
The use of a word processor must reflect the candidate’s normal way of working within the 
centre, for example the class are handwriting but the candidate uses a computer or where 
the curriculum is delivered electronically and the centre provides word processors to all 
candidates.  The candidate must be working in a way that is different to the rest of the 
class, otherwise the whole class / all candidates would have a word processer to use in their 
exams.  
 
The use of a word processor under exam conditions may be considered suitable for the 
following students: 

- A candidate with a learning disability which has a substantial and long term adverse 

effect on their ability to write legibly 

- A candidate with a medical condition 

- A candidate with a physical disability or a temporary physical injury 

- A candidate with a sensory impairment 

- A candidate who has planning and organisational problems when writing by hand 

- A candidate with poor quality / illegible handwriting either under normal conditions 

or when writing under time pressure.  

 
This list is not exhaustive and requests made by individual students or on their behalf will be 
considered on the basis of the evidence available regarding the students’ normal way of 
working. The final decision regarding whether a student is allowed to use a word processor 
during an exam will be made by Sue Hall. 
 
The use of a word processor must be conducted in accordance with the protocols outlined in 
the JCQ documents ‘Instructions for conducting exams’ (updated annually) and the current 
version of  ‘Adjustments for Candidates with Disabilities and Learning Difficulties,  Access 
Arrangements and Reasonable Adjustments’. 

 
 
 
 
10.0 Estimated grades 
 
10.1 The Heads of Faculty will submit estimated grades to the exams officer when requested by 

the Exams Officer. 
 
11.0  Managing Invigilators and Exam Days 



                                                                                       

 

 
11.1 External invigilators will be used for internal exams and external exams.  
 

11.2 The recruitment of invigilators is the responsibility of the Exams Officer. 
 

11.3 Securing the necessary Disclosure and Barring Service (DBS) clearance for new invigilators is 
the responsibility of the Humphry Davy School administration team. 
 

11.4 DBS fees for securing such clearance are paid by the School. 
 

11.5 Invigilators are timetabled and briefed by the Exams Officer. 
 

11.6 Invigilators’ rates of pay are set by Cornwall Council. 
 

11.7 The Exams Officer will book all exam rooms after liaison with other users and make the 
question papers, other exam stationery and materials available for the invigilator. 
 

11.8 Site management is responsible for setting up the allocated rooms. 
 

11.9 The exams officer will start all exams in accordance with JCQ and NCFE guidelines. 
 

11.10 Subject staff may be present at the start of the exam to assist with identification of 
candidates but must not advise on which questions are to be attempted. 
 

11.11 In practical exams subject teachers may be on hand in case of any technical difficulties. 
 

11.12 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 Faculty at the end of the exam 
session. 

 
11.13 The invigilator, prior to the examination starting, must ensure that candidates have 

removed their wrist watches and, together with other prohibited devices such as iPods, 
mobile phones and MP3/4 or similar devices, leave them outside of the examination room. 

 
11.14  Attention is given to conditions such as heating, lighting, ventilation and noise, whether 

internal or external, intermittent or continuous. 
 
11.15  In the event of an emergency such as fire or other cause of disruption the instructions 

provided in Appendices 3,  4 and 5 must be followed. 
 

 
12.0 Candidates, Clash Candidates and Special Consideration 
 
12.1 The School’s published rules on acceptable dress, behaviour and candidates’ use of mobile 

phones and all electronic devices apply at all times. Humphry Davy School guidelines should 
be adhered to at all times and devices should be removed and left in the safe place outside 
the exam hall. 
 

12.2 Candidates’ personal belongings remain their own responsibility and the School accepts no 
liability for their loss or damage. 
 

12.3 Disruptive candidates are dealt with in accordance with JCQ and NCFE guidelines. 
 

12.4 Candidates may leave the exam room for a genuine purpose requiring an immediate return 
to the exam room, in which case a member of staff must accompany them. 
 

12.5 The Exams Officer will attempt to contact any candidate who is not present at the start of 
an exam and deal with them in accordance with JCQ and NCFE guidelines. 



                                                                                       

 

 
12.6 The Exams Officer will be responsible as necessary for supervising escorts, identifying a 

secure venue and arranging overnight stays. 
 
12.7 Should a candidate be ill before an exam, suffer bereavement or other trauma, be taken ill 

during the exam itself or otherwise disadvantaged or disturbed during an exam, then it is 
the candidate’s responsibility to alert the school, the Exams Officer, or the Exam Invigilator, 
to that effect. 
 

12.8 The candidate must support any special consideration claim with appropriate evidence 
within three days of the exam, for example a letter from the candidate’s doctor. 
 

12.9 The Exams Officer will then forward a completed special consideration form to the relevant 
awarding body within seven days of the exam. 

 
 
13.0 Malpractice 
 
The centre agrees to: 
 
13.1 Notify an awarding body immediately by completing the appropriate documentation of 

any alleged suspected or actual incidents of malpractice (which includes maladministration); 
notification will be to an awarding body whether involving a candidate (during 
examinations) or following the authentication of coursework, non-examination assessment, or, 
verification of other assessed qualification) or malpractice or maladministration by a 
member of staff;  

 
13.2 Investigate any instances of alleged or suspected malpractice (which includes 

maladministration) in accordance with the JCQ publication (Suspected Malpractice in 
Examinations and Assessment: Policies and Procedures, (updated annually), and provide such 
information and advice as the awarding body may reasonably require. 
 

13.3 In order to do this Humphry Davy School will: 
• 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. Such an investigation will be supported by the Head teacher and all personnel 
linked to the allegation. It will proceed through the following stages:  

- Make the individual fully aware at the earliest opportunity of the nature of the 
alleged malpractice and of the possible consequences should malpractice be proven  
- Give the individual the opportunity to respond to the allegations made  
- Inform the individual of the avenues for appealing against any judgment made  

• Document all stages of any investigation. 
 

13.4 Where malpractice is proven appropriate penalties / sanctions will be applied following 
advice from the awarding body where necessary. 
 

13.5 Definition of malpractice by learners: 
This list is not exhaustive and other instances of malpractice may be considered by this 
centre at our 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. 
 

13.6 Definition of malpractice by staff: 
This list is not exhaustive and other instances of malpractice may be considered by this 
centre at our 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. 

 
14.0 Quality Assurance: 
 
14.1    The Centre is committed to Quality Assurance and believes it is an integral part of the 

Centre’s processes.  
 
14.2 The focus of the Centre is on learners with the provision of relevant and flexible quality 

training programmes and assessment to suit their needs and lifestyles.  

 

14.3 The provision is regularly monitored and reviewed by the named quality assurance 
representative where appropriate.  

 

14.4 All staff involved in the administration and/or assessment of qualifications will have 
undergone relevant training to their role  

 

14.5 Information from the awarding body is disseminated to all members of staff involved in the 
delivery of qualifications.  

 

14.6 The organisation’s policy for Equal Opportunities is followed and monitored.  
 
 



                                                                                       

 

15.0 Appeals4: 
 
15.1    Coursework and appeals against internal assessments: 
15.1.1  Candidates who have to prepare coursework should do so by the end of the course. 

 
15.1.2 Heads of Faculty will ensure all coursework is ready for despatch at the correct time. The 

Exams Officer will keep a record of what has been sent when and to whom. 
 

15.1.3 Marks for all internally assessed work and estimated grades are provided to the Exams 
Officer by the subject teachers and the Heads of Faculty. 

 
15.1.4 The School is obliged to publish a separate procedure on this subject, which is available 

from the exams office. The main points are: 

• Appeals will only be entertained if they apply to the process leading to an 
assessment. There is no appeal against the mark or grade awarded 

• Candidates may appeal if they feel their coursework has been assessed unfairly, 
inconsistently or not in accordance with the specification for the qualification 

• Appeals should be made in writing by 30 June to the Head teacher who will decide 
whether the process used conformed to the necessary requirements (see Appendix 1) 

• The Head teacher’s findings will be notified in writing, copied to the Exams Officer 
and recorded for awarding body inspection. 
 

16.0 Centre assessed work (Coursework, non-examination assessments and portfolios of 
evidence) 

 
16.1    The centre ensures: 
 

• Arrangements are in place to co-ordinate and standardise all marking of centre-
assessed components and to ensure that candidates’ centre-assessed work is 
produced, authenticated and marked, or assessed and quality assured in accordance 
with the awarding bodies’ instructions.  

 

• Awarding bodies are notified of a consortium of centres with joint teaching arrangements 
for GCE and/or GCSE qualifications, so that the candidates for each specification can 
be treated as a single group for the moderation of centre-assessed work. This is only 
required if two or more member centres will be entering candidates for work that is 
centre assessed; 

 

• Reasonable steps are taken to ensure that all associated administrative tasks are 
completed in an accurate and timely manner. For example, marks are correctly 
calculated, recorded and submitted by the published date. It is the responsibility of the 
centre to carefully check the marks it is submitting to an awarding body; 
 

• Centre-assessed marks are submitted and moderation samples are despatched, if 
required by the awarding body, by the published date. It is the responsibility of the 
centre to ensure that moderators receive the correct samples of work to review; 
 

• A written internal appeals procedure relating to internal assessment is in place and 
ensures that details of this procedure are communicated, made widely available, is 
accessible to all candidates and is readily available for inspection purposes;.   
 

• This written policy is in place with regard to the management of GCSE non-
examination assessments and is available for inspection purposes. 

 
4 See also section 8.0 Exam fees and arrangements and section 16.0 Centre assessed work. 
 



                                                                                       

 

 

• That only current assessment materials/tasks are used to assess candidates’ 
knowledge and skills (in cases where the awarding body provides such material); 
 

• That all non-examination assessments (including coursework or portfolios) are stored 
safely and securely until the deadline for a review of moderation has passed or until 
a review of moderation, an appeal or a malpractice investigation has been 
completed, whichever is later. This includes materials stored electronically. 

 
16.2 A copy of the Centre’s written internal appeals procedure with regard to the management 

of GCSE non-examination assessments is available on the school’s website (see Appendix 1) 
 
16.3 The centre will inform candidates of their centre assessed marks. A candidate is allowed 

to request a review of the centre’s marking before marks are submitted to the awarding 
body. 

 
 
17.0   JCQ exams: Results, enquiries about results (EARs) and access to scripts (ATS) 

 
17.1 Candidates will receive individual results slips on results days either in person at the School 

or by post to their home addresses (candidates to provide SAE). Also included in the results 
pack will be the online print out of the student’s EAR. 

 
17.2 Arrangements for the school to be open on results days are made by the exams officer 
 
17.3 The provision of staff on results days is the responsibility of the exams officer and the SLT 

link. 
 
17.4 EARs may be requested by staff or candidates if there are reasonable grounds for 

believing there has been an error in marking. 
 

17.5 If a result is queried, the Exams Officer, teaching staff and Head teacher will investigate the 
feasibility of asking for a re-mark at the school’s expense. 
 

17.6 When the School does not uphold an EAR, a candidate may apply to have an enquiry 
carried out. If a candidate requires this against the advice of subject staff, they will be 
charged. 

 
17.7 After the release of results, candidates may ask subject staff to request the return of papers 

within three days’ scrutiny of the results. 
 

17.8 School staff may also request scripts for investigation or for teaching purposes, provided 
consent has been obtained from the students concerned.  

 
17.9 GCSE re-marks cannot be applied for once a script has been returned. 
18.0     Certificates and claims: 
18.1    The following procedures are in place: 

• Certificate claims are timely and based solely on internally verified assessment records. 

• Certificate claims made to the awarding body are audited. 

• The certificates received from the awarding body are audited to ensure accuracy and 
completeness. 
 

18.2 Certificates are presented in person or collected and signed for. 
 

18.3 Students should contact the awarding body directly to obtain replacement certificates. 
 



                                                                                       

 

 
19.0     Distance and blended learning: 
19.1 Please refer to the appropriate awarding body documentation for confirmation of what is 

meant by the terms distance and blended learning and implement any specific actions 
required by that awarding body. For the purpose of this policy the following definitions 
apply: 
• Blended learning is a formal approach to education that creates an integrated 

learning environment where face-to-face and online teaching and learning become 
complementary with the purpose of giving learners a more diverse and engaging 
learning experience.  

• Distance learning is when learners are recruited and enrolled online and study 
independently using virtual learning environments. Approval may be required from 
an awarding body prior to commencing distance learning delivery. 

• Distance assessment is a method of assessment where the assessment is designed to 
be carried out remotely. Distance Assessment enables learners to be assessed even 
if they are in situations/settings where traditional methods of assessment may be 
difficult or impossible to operate. Distance assessment may be adopted as part of a 
blended learning approach. 
 

19.2 Prior to adopting distance assessment the following need to be in place: 
• Policies, processes and structures that reflect the blended learning and distance 

assessment models of assessment.5 
• Teaching/delivery staff are timetabled to support blended learning when learners are 

working remotely via feedback on Satchel One and live consultations on Teams. 
• There is a robust process to manage feedback on assignments and questions are 

constructively supported. Feedback is provided in a timely manner if not in the classroom 
environment. 

• The setting of assignments is undertaken in the face-to-face sessions, e.g. the live 
consultations on Teams, and deadlines are clear with follow-up communication via phone 
where students have not been contacted via other mechanisms.   

• Ensure that work is submitted according to agreed deadlines, using date stamps on 
electronically submitted work as the means by which submission dates/times are 
monitored. 

• Staff have been trained to prevent and detect any instances of malpractice which may 
arise due to the different delivery/assessment methods chosen and there are measures 
in place to monitor this.   

• When learners submit work there is evidence to ensure that the work is authentic and has 
been completed by the learner based on the teacher’s professional judgement. 

• Learners are fully aware of the need to ensure they avoid any forms of malpractice (for 
example plagiarism) and the consequences should they commit it. 

 
19.3 All assessment and internal verification records must be maintained and stored securely in 

accordance with the awarding body requirements. 
 

 
 

 
 
 
 
 
 
 

 
5 This policy and also refer to the Teaching and Learning policy contingency planning appendix 



                                                                                       

 

APPENDIX 1 

APPEALS AGAINST INTERNAL ASSESSMENT OF WORK  
FOR EXTERNAL QUALIFICATIONS 

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

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

This procedure is available from the Exams Office. 
 

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 exam series). 

2 Appeals should be made in writing by the candidate’s parent/carer to the Examinations Officer 
(EO), who will investigate the appeal with at least two other members of staff who have not been 
involved in the internal assessment decision.  If the EO is not able to conduct the investigation for 
some reason the Head teacher will appoint another member of staff of similar or greater seniority 
to conduct the investigation. 

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, including any relevant 
correspondence with the awarding body and any changes made to the procedure relating to 
internal assessment. 

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

After work has been assessed internally, 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 Humphry Davy School and is not covered by this procedure.  If 
you have concerns about it, please ask the Examinations Officer for a copy of the appeals procedure 
of the relevant awarding body. 
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Reviews of marking - centre assessed marks  

(GCE coursework, GCE and GCSE non-examination assessments and Project 

qualifications) for Humphry Davy School 
 

 

Humphry Davy School is committed to ensuring that whenever our staff mark candidates’ work this is 

done fairly, consistently and in accordance with the awarding body’s specification and subject-specific 

associated documents. 

 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and 

who have been trained in this activity.  Humphry Davy School is committed to ensuring that work 

produced by candidates is authenticated in line with the requirements of the awarding body.  Where a 

number of subject teachers are involved in marking candidates’ work, internal moderation and 

standardisation will ensure consistency of marking. 

 

 

1. Humphry Davy School will ensure that candidates are informed of their centre assessed marks so 

that they may request a review of the centre’s marking before marks are submitted to the awarding 

body. 

 
2. Humphry Davy School will inform candidates that they may request copies of materials to assist 

them in considering whether to request a review of the centre’s marking of the assessment. 

 
3. Humphry Davy School will, having received a request for copies of materials, promptly make them 

available to the candidate. 

 
4. Humphry Davy School will provide candidates with sufficient time in order to allow them to review 

copies of materials and reach a decision. 

 
5. Humphry Davy School will provide a clear deadline for candidates to submit a request for a review 

of the centre’s marking.  Requests will not be accepted after this deadline. Requests must be made 

in writing. 

 
6. Humphry Davy School will allow sufficient time for the review to be carried out, to make any 

necessary changes to marks and to inform the candidate of the outcome, all before the awarding 

body’s deadline. 

 
7. Humphry Davy School will ensure that the review of marking is carried out by an assessor who has 

appropriate competence, has had no previous involvement in the assessment of that candidate and 

has no personal interest in the review.  

 
8. Humphry Davy School will instruct the reviewer to ensure that the candidate’s mark is consistent 

with the standard set by the centre. 

 
9. Humphry Davy School will inform the candidate in writing of the outcome of the review of the 

centre’s marking. 

  



                                                                                       

 

10. The outcome of the review of the centre’s marking will be made known to the head of centre.  A 

written record of the review will be kept and made available to the awarding body upon request. 

 

 

The moderation process carried out by the awarding bodies may result in a mark change, either upwards 

or downwards, even after an internal review.  The internal review process is in place to ensure 

consistency of marking within the centre, whereas moderation by the awarding body ensures that centre 

marking is line with national standards.  The mark submitted to the awarding body is subject to change and 

should therefore be considered provisional. 

 
 



                                                                                       

 

APPENDIX 3 

 

Humphry Davy School 

 

Emergency evacuation procedure for examinations 

 
 

When dealing with emergencies you must be aware of any instructions from relevant local or 

national agencies. 

 

Reference should also be made to the following document - 

https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-

bomb-threats 

 

 

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

alert. 

 

• Stop the candidates from writing and ask them to close their answer booklet. 

 

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

 

• Evacuate the examination room in line with the instructions given by the appropriate 

authority6. 

 

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

 

• Candidates should leave the room in silence via the nearest exit. 

 

• Candidates must be escorted in silence to the Memorial Garden fire assembly  point 

situated at the front of the school. 

 

• Make sure that the candidates are supervised as closely as possible while they are out of 

the examination room to make sure there is no discussion about the examination.  

 

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

 

• Allow the candidates the full working time set for the examination. 

 

• If there are only a few candidates, consider the possibility of taking the candidates (with 

question papers and scripts) to another place to finish the examination. 

 

• Make a written report of the incident and of the action taken, to give to the examination 

officer who will use it to inform the relevant awarding body.                 
 
 
 
 

APPENDIX 4 

 
6 See Appendix 4 

https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats
https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats


                                                                                       

 

 

Fire Evacuation information for exams: 
 
It has been agreed that all students and staff should stay where they are during a 
fire alarm and stop the exam, taking careful note of the time. 
   
The zone in school where the alarm was activated will be identified and only that 
zone will be evacuated.   
 
The advice from Harvey (fire officer) and Sue Rolls (exams officer) is to stay in the 
exam room unless a fire marshall indicates clearly that you should evacuate the 
building by speaking directly to you. 
 
It is therefore vital that you stay in the rooms you have been allocated for the exam, 
as that is where Sue Rolls will think you are. 
   
No-one should be in rooms that have not been allocated as exam rooms. If you 
encounter a problem do not move around school or find an alternative room.  
  
All changes to allocated rooms must be notified to Sue Rolls at the first instance.  
 
When the alarm is silenced re-start the exam adding any elapsed time to the end 
of the exam. 
 
In the event that you are asked to evacuate the room please refer to the Emergency 
Evacuation Procedure for Exams (Appendix 3). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



                                                                                       

 

APPENDIX 5 file:///N:/JCQ_notice_exam_disruption_planning.pdf  
Please access links via the online version 

 

 
 
 

file://///hds-uss-01/ABlease$/JCQ_notice_exam_disruption_planning.pdf


                                                                                       

 

 
 
 

 


