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EXAMINATION 
POLICY

Every child is known;
Every child is challenged;
Every child achieves;
Sacred Heart College: where every child matters.





The Examination Policy has been drafted by the Senior Teacher with responsibility for reviewing the policy.

	
[bookmark: _Toc241343155]CONSULTATION


	

We have consulted with:

· SLT
· Key staff---Examination Officer/ Assessment Manager 
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· The Senior Management Team reviewed the policy in June 2017.
· The Board of Governors formally adopted the policy in 
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The policy will be reviewed every two years






This policy is to be read in conjunction with the school’s 
Assessment Policy
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                                     EXAMINATIONS POLICY
At Sacred Heart College all pupils will have equality of access in achieving an entry for qualifications from an external awarding body for subjects chosen at GCSE and at AS/A level.
The purpose of this exam policy is:
1. to ensure the planning and management of exams is conducted efficiently and in the best interest of pupils
1. to ensure the operation of an efficient exam system  
1. to ensure clear guidelines for staff and pupils.
1. to facilitate in the management of the examination budget
The statutory tests and qualifications offered at this centre are decided by the head of centre, in consultation with heads of department and Senior Management Team.
The Disability Discrimination Act 2005/SENDO extends the application of the DDA to general qualifications. The College will ensure that the access arrangements and special consideration regulations and guidance are consistent with the law. 
The statutory tests and qualifications offered are GCSE, General A levels, Applied A levels BTEC and Princes Trust qualifications.
The subjects offered for these qualifications in any academic year may be found in the College’s published prospectus for that year.
This exam policy will be reviewed biannually by the Principal, Vice Principal, Senior Leadership Team, Examinations Administrator and Board of Governors.
Head of centre is the Principal or his or her nominee who has overall responsibility for the college as an exam centre.   As such the Principal with the Vice Principal 
· advises on appeals and re-marks
1. is responsible for reporting all malpractice.
 Refer to the JCQ document suspected malpractice in examinations and assessments appendix 3
1. The examinations administrator will manage the administration of public and internal exams and carry out an analysis of exam results. 
Senior Leader responsible for Curriculum 
· is responsible for overview of examinations as part of assessment procedures 

Senior Leadership Team

· members will be available at the start of examinations to assist with the process of invigilation.

Heads of Key Stage/ Head of Year 
1. will have pastoral oversight of candidates regarding examination entries or amendments.
1. will have involvement in post-results advice.

Heads of Department
1. Involvement in post-results procedures.
1. Accurate completion of coursework mark sheets and declaration sheets.
1. Checking and signing of entries and all other mark sheets and adherence to deadlines as set by the examinations administrator.
1. Collect and collate samples for external moderation.
1. Submit estimated grades to the examinations administrator and as requested by the Principal for the purpose of target setting.
Head of Careers 
1. will provide guidance and careers information.
Teachers 
1. will ensure that entries are completed and submitted for examination candidates.   
1. the teacher signed copy of entries is returned to Head of Department.

SENCO
1. Administration of access arrangements.
1. Identification and testing of candidates’ requirements for access arrangements.
1. Provision of additional support — with spelling, reading, mathematics, dyslexia or essential skills, hearing impairment, English for speakers of other languages, IT.
1. Preparation of documentation for Examination bodies 

Candidates
1. Confirmation and signing of entries.
1. Understanding coursework regulations and signing a declaration that authenticates the coursework as their own.
Administrative staff 
1. Assist in posting of exam papers.
1. Assist in giving out exam results






Internal and External Examinations
Exam seasons, timetables and Entries
Mock exams are scheduled in December/January.
Mock exams are held under external exam conditions.

External exams are scheduled in November, January, March, May and June.


The examinations administrator will produce exam timetables for external  exams.  The Assessment manager will produce exam timetables for internal examinations for the three key stages. These timetables will be verified by SMT and will be distributed to staff and pupils once they are confirmed. 
A candidate their parent, guardian or carer can request a subject entry, change of level or withdrawal in writing.  
Entry deadlines are circulated to heads of department via circular and email.

Late entries are only authorised by the Principal.

 Candidates are allowed to repeat an examination in GCSE AS and A2 in order to improve their mark provided the required fee is paid before the entry deadline.
Retake decisions will be made in consultation with the candidates, subject teachers and the head of department.


External candidates may use the centre with the prior approval of the Principal.  However the candidate may only sit the written paper in any subject. The school is not responsible for any other element such as practical, speaking and listening and or coursework.


It is the responsibility of everyone involved in the centres examination processes to read, understand and implement this policy.

                            








  BTEC Provision in Sacred Heart College

BTEC courses at Level 2 and Level 3 have experienced significant growth in Sacred Heart College in the past number of years. Due to the fact that the College becomes the awarding body for BTEC courses under the guidance of Edexcel, there are specific procedures in place for the effective delivery of all such courses. These policies and procedures are reviewed on an annual basis every June.

All subject areas in the College delivering BTEC courses at Level 2 or Level 3 have compiled Programme Management Manuals which outline the course delivery procedures. The various policy statements specific to BTEC courses are outlined in each Manual as well as the overall College Quality Assurance Policy. 

 Specific unit details including time slots, submission dates, tutor details, assessment details and procedures are outlined. Appeals procedures to be used when students are unhappy with grades issued by assessment teams are set out in detail.


A schedule of assessment team meetings throughout the year is included. There are three key meetings annually. These may be augmented as and when necessary. 
All BTEC provision in the College is under the overall control of the Quality Nominee, who is  Mr T Mc Kenna, Head of Key Stage 4. Annual reports are made to Senior Leadership Team in relation to all BTEC matters in the College. 

The annual meetings run by Edexcel in N. Ireland for Quality Nominees are attended and relevant matters are dealt with at a specially convened meeting of all Internal Verifiers. The Quality Nominee also regularly liaises with a team of Lead Internal Verifiers who are responsible for the verification of assignment briefs and assessment outcomes in each subject area. 


SACRED HEART COLLEGE
EXAM CONTINGENCY PLAN

Refer to the Joint Contingency Plan for the Examination System in England, Wales and Northern Ireland

This Contingency Plan is designed to ensure a consistent and effective approach in the event of major disruption to the examination system in Sacred Heart College.

The plan will be implemented in the event of major disruption e.g. widespread illness, travel disruption, inclement weather, power failures.  Any actions taken will be subject to the advice of the official agencies dealing with the specific circumstances e.g. the PSNI, Environment Agency or the Health Protection Agency.

Implementing the plan will safeguard the interests of the candidates while maintaining the integrity of the exam system and safeguarding qualification standards.  The contingencies applied will be selected based on the level of disruption.  The priority when implementing this plan will be:
· Delivering assessments to the published timetables
· Delivering results to the published timetables
· Complying with regulatory requirements in relation to assessment, marking and standards

In the event of major disruption at Sacred Heart College communication is a key factor in ensuring an effective and consistent response across the agencies involved. This includes communications between the awarding bodies, centres, candidates, parents.  

The contingency plan at Sacred Heart College will come into practice when: 

Disruption of teaching time – centres are closed for an extended period
If Sacred Heart College is closed to candidates for an extended period during normal teaching or study time due to major disruption before examinations it is the school’s responsibility to prepare candidates, as usual for examinations.  Staff may advice students to sit modular exams at the next available exam series, or they may use elearning for students.

Disruption in the distribution of exam papers
If there is disruption to the delivery of exam papers from awarding bodies, the Exams Administrator will contact the relevant award bodies to source alternative couriers for the delivery of the exams.  If this is not possible they will liaise with the awarding bodies to provide electronic papers via a secure network.  The Exams Administrator would ensure that copies are received, made and stored under secure conditions as detailed by JCQ.

Candidates are unable to take exams because of a crisis – centre remains open
In some circumstances candidates may not be able to attend the College to sit examinations.  In these cases Sacred Heart College will liaise with candidates to identify whether the candidate can sit the exam in an alternative centre (in agreement with the awarding bodies) and done so in compliance with JCQ regulations.  If this is not possible the candidate will be offered to sit the exam in the next available exam series.  
If the candidate has met the minimum requirements the Vice Principal may apply for special consideration (evidence will be required) if they have been fully prepared and have covered the full course but are affected by circumstances beyond their control.  If a candidate chooses not to sit an exam for other reasons they will be made aware that special consideration rules will not apply. 




Centres are unable to open as normal during the exam period
It is the Head of Centre’s (Principal) responsibility to decide whether it is safe for a centre to open.  If Sacred Heart College is unable to open as normal for examinations the Principal will inform the relevant awarding bodies as soon as possible, If possible the school will open for examination candidates only.  If Sacred Heart College is unable to open it may be possible to use an alternative venue in agreement with the awarding bodies e.g. share facilities with local schools or use another public building such as parish hall.  If it is modular exams candidates will be offered the chance to sit the exams at the next available exam series, the Vice Principal will apply for special consideration if applicable.

Disruption to the transportation of completed exam scripts
If for any reason there is a delay in the collection of examination scripts by the courier the Exams Administrator will contact the relevant awarding bodies and seek advice about an alternative collection.  Completed scripts will be stored securely until they are collected.

Assessment evidence is not available to be marked
If there is large scale damage to or destruction of completed exam scripts / assessment evidence the Exams Administrator will liaise with the awarding bodies to see if marks can be generated based on other modules completed.  The candidates will be offered to retake the affected assessment in the next window of opportunity.  The Vice Principal will apply for special consideration if applicable.

Centres are unable to distribute results as normal
If for any reason Sacred Heart College is unable to access or manage the distribution of results to candidates or facilitate Post Results Services the Principal will contact the relevant awarding bodies about alternative options e.g. the Exams Administrator will make arrangements to access the results are coordinate Post Results Services at an alternative site.  Arrangements will also be made for candidates to receive results at an alternative site.


 

 This notice has been produced on behalf of: 
AQA, CCEA, OCR, Pearson and WJEC 
Information for candidates – GCSE controlled assessments 
This document tells you about some things that you must and must not do when you are completing your work. 
When you submit any work for marking, you will be asked to sign an authentication statement confirming that you have read and followed these regulations. 
If there is anything that you do not understand, you must ask your teacher or lecturer. 
Controlled assessment will provide you with an opportunity to do some independent research into a topic. The research you do may involve looking for information in published sources such as textbooks, encyclopaedias, journals, TV, radio and on the internet. 
	Using information from published sources (including the internet) as the basis for your assignment is a good way to demonstrate your knowledge and understanding of a subject. You must take care how you use this material though - you cannot copy it and claim it as your own work. The regulations state that: 
“the work which you submit for assessment must be your own”; 
“you must not copy from someone else or allow another candidate to copy from you”. 



 If you use the same wording as a published source, you must place quotation marks around the passage and state where it came from. This is called “referencing”. You must make sure that you give detailed references for everything in your work which is not in your own words. A reference from a printed book or journal should show the name of the author, the year of publication and the page number, for example: (Morrison, 2000, pg.29). 
For material taken from the internet, your reference should show the date when the material was downloaded and must show the precise web page, not the search engine used to locate it. This can be copied from the address line. For example: (http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml), downloaded 5 February 2017. 
You may be required to include a bibliography at the end of your work. Your teacher or lecturer will tell you whether a bibliography is necessary. Where required, your bibliography must list the full details of publications you have used in your research, even where these are not directly referred to, for example: Morrison, A. (2000) ‘Mary, Queen of Scots’, London: Weston Press. 

If you copy the words or ideas of others and don’t show your sources in references and a bibliography, this will be considered as cheating.



	 The regulations state that: 
“the work which you submit for assessment must be your own”; 
“you must not copy from someone else or allow another candidate to    copy from you”. 



2 
Preparing your work – good practice 
If you receive help and guidance from someone other than your teacher, you must tell your teacher who will then record the nature of the assistance given to you. 
If you worked as part of a group on an assignment, for example undertaking field research, you must each write up your own account of the assignment. Even if the data you have is the same, the description of how that data was obtained and the conclusions you draw from it should be in your own words. 
You must meet the deadlines that your teacher gives you. Remember - your teachers are there to guide you. Although they cannot give you direct assistance, they can help you to sort out any problems before it is too late. 
Take care of your work and keep it safe. Don’t leave it lying around where your classmates can find it. You must always keep your work secure and confidential whilst you are preparing it; do not share it with your classmates. If it is stored on the computer network, keep your password secure. Collect all copies from the printer and destroy those you don’t need. 
Don’t be tempted to use essays from on-line essay banks — this is cheating. Electronic tools used by awarding bodies can detect this sort of copying. 
You must not write inappropriate, offensive or obscene material. 

Plagiarism 
Plagiarism involves taking someone else’s words, thoughts or ideas and trying to pass them off as your own. It is a form of cheating which is taken very seriously. 
Don’t think you won’t be caught; there are many ways to detect plagiarism. 
Markers can spot changes in the style of writing and use of language. 
Markers are highly experienced subject specialists who are very familiar with work on the topic concerned — they may have read the source you are using (or even marked the essay you have copied from!). 
Internet search engines and specialised computer software can be used to match phrases or pieces of text with original sources and to detect changes in the grammar and style of writing or punctuation. 

Penalties for breaking the regulations 
If your work is submitted and it is discovered that you have broken the regulations, one of the following penalties will be applied: 
the piece of work will be awarded zero marks; 
you will be disqualified from that unit for the examination series in question; 
you will be disqualified from the whole subject for that examination series; 
you will be disqualified from all subjects and barred from entering again for a period of time. 

Your awarding body will decide which penalty is appropriate. 
REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR OWN WORK 
©2016

Information for candidates 
Guidelines when referring to examinations/assessments through the Internet 
This document has been written to help you. Please read it carefully. 

We all like to share our experiences when taking examinations. However, it is important to consider what you say. Your comments may lead to an investigation for malpractice and result in the application of a penalty. 

Awarding bodies monitor social media and websites. They do not wish to see candidates jeopardise their marks or grades as there are significant consequences for anyone caught breaching the rules for examinations, controlled assessment or coursework. 

The rules are set by the Joint Council for QualificationsCIC (JCQCIC) on behalf of all the awarding bodies and can be found at: http://www.jcq.org.uk/exams-office/malpractice 

Examples of statements or activities that will lead to a malpractice investigation include: 
	• copying or allowing work to be copied – i.e. posting written work on social networking sites 	prior to an examination/assessment; 
	• collusion: working collaboratively with other candidates beyond what is permitted; 
	• allowing others to help produce your work or helping others with theirs; 
	• being in possession of confidential material in advance of the examination; 
	• exchanging, obtaining, receiving or passing on information by any means of communication 	(even if just attempting to); 
	• passing on rumours of exam content from another candidate. 

This list is not exhaustive. Other instances of candidate malpractice may be considered by an awarding body. 
If you are found guilty of breaching any of these rules you could find yourself facing: 
	• a warning; 
	• the loss of marks for a section, component or unit; 
	• disqualification from a unit, all units or qualifications; or 
	• a ban from sitting exams for a set period of time. 

You must familiarise yourself with the rules: 
http://www.jcq.org.uk/exams-office/information-for-candidates-documents 
Take care to avoid possible malpractice and the application of a penalty. 




Information for candidates for written examinations 
– effective from 1 September 2016
This document has been written to help you. Read it carefully and follow the instructions.
If there is anything you do not understand, especially which calculator you may use, ask your teacher.
A Regulations – Make sure you understand the rules
1.	Be on time for all your exams. If you are late, your work might not be accepted.
2.	Do not become involved in any unfair or dishonest practice during the exam.
3.	If you try to cheat, or break the rules in any way, you could be disqualified from all                                                                         your subjects.
4.	You must not take into the exam room:
	• notes;
	• potential technological/web enabled sources of information such as an iPod, a  
          mobile phone, a MP3/4 player, a smartwatch or a wrist watch which has a data                                             storage device.
	Any pencil cases taken into the exam room must be see-through.
	Remember: possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you will be subject 	to penalty and possible disqualification.
5.	Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens in your answers.
6.	Do not talk to or try to communicate with, or disturb other candidates once the exam has started.
7.	You must not write inappropriate, obscene or offensive material.
8.	If you leave the exam room unaccompanied by an invigilator before the exam has finished, you will not be allowed to return.
9.	Do not borrow anything from another candidate during the exam.

B	 Information – Make sure you attend your exams and bring what you need
1.	Know the dates and times of all your exams.
2.	Arrive at least ten minutes before the start of each exam.
3.	If you arrive late for an exam, report to the invigilator running the exam.
4.	If you arrive more than one hour after the published starting time for the exam, you may not be allowed to take it.
5.	Only take into the exam room the pens, pencils, erasers and any other equipment which you need for the exam.
6.	You must write clearly and in black ink. Coloured pencils or inks may only be used for diagrams, maps, charts, etc. unless the	instructions printed on the front of the question paper state otherwise.

C	 Calculators, Dictionaries and Computer Spell-checkers
1.	You may use a calculator unless you are told otherwise.
2.	If you use a calculator:
	• make sure it works properly; check that the batteries are working properly;
	• clear anything stored in it;
	• remove any parts such as cases, lids or covers which have printed instructions or  formulas;
	• do not bring into the exam room any operating instructions or prepared programs.
3.	Do not use a dictionary or computer spell checker unless you are told otherwise.

D 	Instructions during the exam
1.	Always listen to the invigilator. Follow their instructions at all times.
2.	Tell the invigilator at once if:
	• you think you have not been given the right question paper or all of the materials listed on the front of the paper;
	• the question paper is incomplete or badly printed.
3.	Read carefully and follow the instructions printed on the question paper and/or on the answer booklet.
4.	Fill in all the details required on the front of the question paper and/or the answer booklet before you start the exam.
	Make sure you fill these details in on any additional answer sheets that you use.
5.	Remember to write your answers within the designated sections of the answer booklet.
6.	Do your rough work on the proper exam stationery. Cross it through and hand it in with your answers.
	Make sure you add your candidate details to any additional answer sheets that you use.

E	 Advice and assistance
1.	If on the day of the exam you feel that your work may be affected by ill health or any other reason, tell the invigilator.
2.	Put up your hand during the exam if:
	• you have a problem and are in doubt about what you should do;
	• you do not feel well;
	• you need more paper.
3.	You must not ask for, and will not be given, any explanation of the questions.

F 	At the end of the exam
1.	If you have used more than one answer booklet and/or any supplementary answer sheets, place them in the correct order.
	Place any loose additional answer sheets inside your answer booklet. Make sure you add your candidate details to any additional 	answer sheets that you use.
2.	Do not leave the exam room until told to do so by the invigilator.
3.	Do not take from the exam room any stationery. This includes the question paper, answer booklets used or unused, rough work or 	any other materials provided for the exam.
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NO iPODs, MOBILE PHONES MP3/4 PLAYERS 
SMARTWATCHES 
NO POTENTIAL TECHNOLOGICAL/WEB ENABLED SOURCES OF INFORMATION 
Possession of unauthorised items, such as a mobile phone, is a serious offence and could result in DISQUALIFICATION from your examination and your overall qualification. 

This poster must be displayed in a prominent place outside each examination room. 

©2016 – Effective from 1 September 2016



 Warning to Candidates 

1. 	You must be on time for all your examinations. 

2. 	You must not become involved in any unfair or dishonest 	practice in any part of the examination. 

3. 	You must not: 

	• sit an examination in the name of another candidate; 

	• have in your possession any unauthorised material or 	equipment which might give you an unfair advantage. 

4. 	Possession of a mobile phone or other unauthorised 	material is breaking the rules, even if you do not intend 	to use it, and you will be subject to penalty and possible 	disqualification. 

5. 	You must not talk to, attempt to communicate with or 	disturb other candidates once you have entered the 	examination room. 

6. 	You must follow the instructions of the invigilator. 

7. 	If you are in any doubt speak to the invigilator. 

The Warning to Candidates must be displayed in a prominent place outside each examination room. This may be a hard copy A3 paper version or an image of the poster projected onto a wall or screen for all candidates to see. 
Effective from 1 September 2014
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