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Our Mission 
 

Our feminist mission is to enable every student to forge a strong identity, empowered to 
make their mark in the world. 

We are proud to be a Centre of excellence and innovation for girls’ education. 

We nurture aspirations and support each student to discover their dreams and ambitions. We 
empower girls to take risks and to develop the confidence, leadership attributes, and 
cooperative relationships that enable them to flourish academically, socially and personally. 

Students are educated to be inclusive global citizens, enabled to speak out, and make a 
positive difference to the world now and in the future. 

 
We believe that achievement and happiness are inextricably linked and we are committed to 

enabling both 
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1. Introduction and Aims 
 

This policy reflects the current JCQ regulations for the academic year and will be updated annually to 
incorporate any changes to JCQ General Regulations, Instructions for Conducting Examinations, Access 
Arrangements and Reasonable Adjustments, and Suspected Malpractice guidance. 
 
This exam policy will be reviewed by the Head of Centre and the Exams Officer. 
 
This policy can be accessed on the School’s website. Paper copies can be requested from the School 
Office. 
 
Students are made aware of this policy through their Achievement Team Leader and SLT link at the 
beginning of KS4 and KS5 and subject teachers also refer to this policy when preparing students for 
exams. 
 
2. Roles and responsibilities 

 
2.1 Everyone 
Everyone involved in our exam processes, including staff and pupils, must read, understand and implement 
this policy. 
 
2.2 Head of Centre 
The Head of Centre: 

• Has overall accountability for ensuring that all examination processes at Parliament Hill, including 
those delegated to other staff or third‑party providers, comply fully with JCQ regulations. 

• Is responsible for ensuring that all suspected or actual incidents of malpractice are reported, in line 
with the JCQ guidance on suspected malpractice in examinations and assessments. 

Our Head of Centre is Sarah Creasey (Headteacher) 
 

2.3 Exams Officer 
The Exams Officer is responsible for the administration of exams. They: 

• Manage the administration of internal and/or external exams 
• Advise the senior leadership team (SLT), subject and class tutors, and other relevant support staff on 

annual exams timetables and procedures as set by awarding bodies 
• Oversees the allocation of exam spaces 
• Oversee the production and distribution of an annual calendar for all exams in which candidates will 

be involved, and communicate regularly with staff about imminent deadlines and events. This 
calendar must be provided to all staff and candidates 

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

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

• Provide and confirm detailed data on estimated entries 
• Maintain systems and processes to support the timely entry of candidates for their exams 
• Receive, check and securely store all exam papers and completed scripts, and ensure that scripts are 

dispatched as per the guidelines 
• Briefs other relevant Centre staff where they may be involved in the receipt and dispatch of 

confidential exam materials on the requirements for maintaining the integrity and confidentiality of 
the exam materials 

• Will ensure that all staff involved in the examination process receive annual training on JCQ 
regulations, including updates relating to digital security, AI misuse, and the handling of 
confidential materials. 

• Administer access arrangements and make applications for special consideration following the 
regulations in the JCQ guidance on the special consideration process. 
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• Identify and manage exam timetable clashes 
• Account for income and expenditures relating to all exam costs/charges 
• Line manage lead exams invigilators and organises the recruitment, training, and monitoring of a 

team of exams invigilators responsible for the conduct of exams 
• Ensure candidates’ coursework/NEA marks are submitted correctly and on 

schedule, along with any other material required by the awarding bodies 
• Track, dispatch and store returned coursework/NEAs 
• Arrange for dissemination of exam results and certificates to candidates, and forward, in 

consultation with the SLT, any post-results service requests 
• With the School Data Manager, prepares and presents reports to the SLT showing results 

achieved in relation to expected grades and comparable data for previous years, indicating 
where future procedural improvements might be made. 

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

• Advise on appeals and re-marks 
• Forwards to the exam board in consultation with Team Leaders the SLT link, any appeals/re-

mark requests and reports outcomes when received 
• Understands the contents of annually updated JCQ publications including: 

General Regulations for Approved Centres 
Instructions for conducting examinations 
Suspected Malpractice - Policies and Procedures 
Post-Results Services 
A guide to the special consideration process 

• Completes/submits the National Centre Number Register annual update (administered on behalf of 
the JCQ member awarding bodies by OCR https://ocr.org.uk/administration/ncn-annual-update/) by 
the end of October each year 

• Confirms the details or informs the awarding bodies of any changes to the Centre’s contact details 
through the National Centre Number Register 

• Informs the National Centre Number Register Team immediately (e-mail address – ncn@ocr.org.uk) 
if any changes occur after the National Centre Number Register annual update has taken place 

• Where it may be applicable) Informs the National Centre Number Register Team no later than 6 
weeks prior to moving to a new address or a re-location of the secure storage facility 

• Informs the National Centre Number Register Team immediately of any other changes in 
circumstances that could affect the Centre’s status 

• Supports the Head of Centre in ensuring that awarding bodies are informed (where required) of any 
conflict of interest declared by members of Centre staff and in maintaining records that confirm the 
measures taken/protocols in place to mitigate any potential risk to the integrity of the qualifications 
affected before the published deadline for entries for each examination series 

 
2.4 Deputy Headteacher (Exams and Curriculum) 
Deputy Headteacher(s) are responsible for: 

 
• Line management of the Exams Officer and quality assures the organisation of examinations. 
• Supporting the Exams Officer with reviews of policies and procedures related to examinations 
• Supporting the SENDCO with quality assuring access arrangements 
• Responding to complaints related to examinations 
• Liaison with the SLT links for Ks 3, 4 & 5 to ensure the smooth running of examinations 
• Ensuring teaching staff undertake key tasks, as detailed in this policy, within the exams process 

(exam cycle) 
• Ensuring teaching staff keep themselves updated with awarding body subject and teacher-specific 

information to confirm effective delivery of qualifications 
• Ensuring teaching staff attend relevant awarding body training and update events 
• Overseeing option choices leading examinations 

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/post-results-services
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/
https://ocr.org.uk/administration/ncn-annual-update/
mailto:ncn@ocr.org.uk
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• Approving changes to exam specifications (see below) 
 
 
 

 
2.5 Subject Team Leaders 
Team Leaders are responsible for: 

• Advising the Exams Officer of any changes to syllabus or assessment details for their subjects 
• Advising the Exams Officer of entries for their subjects and adherence deadlines as set by the Exams 

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

entries 
• Accurately completing entry and mark sheets, and adhering to deadlines as set by the Exams Officer 
• Accurately completing coursework/NEA mark sheets and declaration sheets 
• Decisions on post-results procedures 

 
2.6 Teachers 
Teachers are responsible for: 

• Supplying information about entries, coursework and NEAs as required by the Team Leader 
and/or the Exams Officer 

• Notification and implementation of access arrangements (as soon as possible after the start of the 
course). 

• Checking of exam entries against registers 
• Entry of predicted grades and assessment information as required. 

 
2.7 SENDCO 
The SENDCO is responsible for: 

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

• Processing any necessary applications in order to gain approval (if required) 
• Oversees the Assessors are suitable qualified  
• Working with the Exams Officer to provide the access arrangements required by candidates in 

exam rooms 
• Provision of additional support via Teaching Assistants 
• Ensuring staff appointed to facilitate access arrangements for candidates are appropriately 

trained and understand the rules of the particular arrangement(s) and keeps a record of the 
content of training provided to facilitators for the required period. 

• Oversight of gathering signed Personal data consent forms from candidates where required and 
ensures Data protection confirmation(s) by the examinations officer or SENDCo are completed. 

• Applies for approval through Access arrangements online (AAO) via the Centre Admin Portal 
(CAP), where required or through the awarding body where qualifications sit outside the scope of 
AAO. 

• Keeps a file for each candidate for JCQ inspection purposes containing all the required 
documentation (if documentation is stored electronically, an e-folder must be created for each 
individual candidate. The candidate’s e-folder must hold each of the required documents for 
inspection). 

• Liaises with the EO regarding exam time arrangements for access arrangement candidates 
• Works with the EO to ensure invigilators and those acting as a facilitator fully understand the 

respective role and what is and what is not permissible in the exam room. 
• Ensures that invigilators receive annual training and keep accurate registers.  
• Ensures arrangements are in place in case of approval of AAO are not in place.  
• Refer to Access Arrangements Policy for further details.  
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2.8 Lead invigilator/invigilators 
The Lead Invigilator(s) are responsible for: 

• Assisting the Exams Officer to run exams efficiently, according to JCQ regulations 
• Collecting exam papers and other material from the Exams Office before the start of the exam 
• Collecting all exam papers in the correct order at the end of the exam and ensuring they’re 

returned to the Exams Office 
• Signing of registers. 

 
2.9 Candidates 
Candidates are responsible for: 

• Confirmation and signing of entries. 
• Understanding coursework/NEA regulations and signing a declaration that authenticates 

the coursework as their own. 
• Ensuring they conduct themselves in all exams according to the JCQ Regulations 

 
3. Qualifications offered 

 
The Headteacher decides the qualifications we offer. 

 
The statutory tests and qualifications offered are GCSE A Level, BTEC. T-Levels and NCFE. 

 
The subjects offered for these qualifications in any academic year may be found in the Centre’s published 
options booklet and curriculum policy. If there has been a change of specification from the previous year, 
the exams office must be informed by September at the start of the academic year. 
The specification is the actual content/syllabus of the exam (as opposed to qualification type or subject). 
 
Informing the Exams Officer of changes to a specification is the responsibility of the Team Leader with the 
approval of the SLT line manager. The Deputy Head (Curriculum) must be informed of all changes to 
specifications. 
 
Students at Parliament Hill are entered for all subjects studied. In exceptional circumstances, decisions on 
whether a candidate should not take an individual subject will be taken in consultation with the candidates, 
Parent/Carers, Subject Teachers, Team Leaders, Achievement Team Leader and the Year 11 or 13 SLT link. 
It is not the school’s policy to withdraw students from individual subjects. This decision will only be made 

in exceptional circumstances. 
 

At Key Stage 3 
 

All candidates will take English, Mathematics and Science progress test in Year 9 in high control exam 
conditions. 
 
End of year classroom-based assessments will take place in all other subjects. 

 
4. Exam seasons and timetables 

 
Internal exams (mocks) and assessments are scheduled as follows: 

 
• Ks3 Internal progress tests are scheduled from April 
• Ks4 Internal exams are scheduled in December and March 
• Ks5 Internal exams are scheduled in September and March. 
• Year 12 high stakes exams take place in summer term 

All internal exams are held under external exam conditions 
Team Leaders decide on which exam series to use in internal exams. 
The Centre does not offer assessments on an on-demand basis. 
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5. Exam Timetables 
 
Once confirmed, the Exams Officer will circulate the exam timetables for internal exams and 
external exams. 

 
6. Entries, entry details and late entries 

 
All candidates are selected for their exam entries by the Subject Team Leaders and the 
subject teachers. 
 
Entry deadlines are circulated to Team Leaders via email. 

 
Team Leaders will provide estimated entry information to the Exams Officer to meet JCQ 
and awarding body deadlines. 
 
Entries and amendments made after an awarding body’s deadline require authorisation in writing 
by the Exams Officer. 
 
Late entries are authorised by the Subject Team Leaders, Exams Officer and Senior Leadership Team. 
The Centre does not accept entries from external candidates. At Ks4, only students on roll with the 
school will be eligible to be entered for an external examination. At Ks5, only students who are 
taught at Parliament Hill and enrolled at LaSWAP will be entered for external examinations. 
Staff may be entered for examinations in consultation with the Head of Centre (Headteacher). 
Requests should be made in writing to the Headteacher with a copy sent to the Examinations 
Officer. An application for the school to cover the costs of exam fees for staff must be made to 
the Senior Leader with responsibility for Professional Learning. 

 
7. Resits 

 
We allow resits only in Maths and English GCSE and only for students enrolled in the 6th Form. 

 
8. Exam fees 

 
The Centre will pay all normal exam fees on behalf of candidates. 
Late entry or amendment fees are paid by Centre. 
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. 
We may charge for: 

 
A pupil, if they fail, without good reason, to complete the requirements of a public exam 
Parliament Hill originally paid the exam fee. Equality and safeguarding considerations will be 
taken into account before applying charges. 
 

9. Equalities 
 
All our staff must ensure that they meet the requirements of any equality legislation. 
 
We will comply with the legislation, including making reasonable adjustments to the service that we provide 
to candidates in accordance with the requirements defined by the legislation, awarding bodies, and JCQ. This 
is the responsibility of the Head of Centre, Exams Officer and the SENDCO. 
Equality Act 2010 
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The Centre is committed to ensuring that all students are given the correct information and advice on 
qualifications we offer when enrolling for courses. 

 
Each learner is to be assessed prior to enrolling on a course. A professional judgment will be made as to 
whether the learner has the potential to successfully complete the assessment(s) to achieve the 
qualification. 

 
Following the assessment, we will ensure that each student has the correct support required to complete 
the qualification that they have enrolled onto. 

 
Students for whom it is felt will not be able to complete a chosen qualification following the assessment, 
will be communicated to in a timely and clear fashion. 

 
For students with a learning difficulty or disability, the school will provide the necessary arrangements 
and ensure the appropriate support is in place. 
 
The school will offer applicants with a disability the options of suitable courses and provide reasonable 
adjustments to the services we offer, if required. 

 
10. Access Arrangements 

 
Access arrangements reflect the candidate’s normal way of working in lessons and internal assessments within 
the Centre. A candidate’s special needs requirements are determined by the SENDCO (as per paragraph 2.7 
above). 
 
The SENDCO will inform subject teachers of candidates with special educational needs and any special 
arrangements that individual candidates will need during the course and in any assessments/exams. 
Ensuring there is appropriate evidence for a candidate’s access arrangement is the responsibility of the 
SENCDO and teacher]. 
 
Where a word processor is approved as an access arrangement, the device must comply with JCQ 
regulations and must not contain spell‑checking, grammar‑checking, predictive text, or AI‑enabled 
features. The Exams Officer and SENDCO will ensure that all devices used in examinations are checked 
prior to use and meet JCQ technical requirements. 
 
Room arrangements for candidates using access arrangements will be organised by the Exams Officer. 
Invigilation and support for candidates using access arrangements, as defined in the JCQ access 
arrangements regulations, will be organised by the Exams Officer. 
 
11. Contingency Planning 

 
Contingency Planning for exams administration is the responsibility of the Head of Centre, Business Director 
and Exams Officer. 
 
12. Estimated Grades 
 
Team Leaders are responsible for submitting estimated grades to the Exams Officer, when requested. 
 
13. Managing Invigilators 
 
Where external invigilators or third‑party staff are engaged, the Centre will ensure that all individuals are 
trained, monitored, and deployed in accordance with JCQ regulations. The Centre retains full responsibility for 
the conduct, performance, and compliance of all third‑party personnel involved in examinations. Written 
agreements will be maintained to confirm expectations, safeguarding requirements, confidentiality 

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-booklet
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/access-arrangements-and-reasonable-adjustments-booklet
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obligations, and adherence to JCQ Instructions for Conducting Examinations. 
 
These invigilators will be used for internal exams and external exams. 
 
Recruitment of invigilators is the responsibility of the Exams Officer, supported by the HR Manager. 
If invigilators require Disclosure and Barring Service (DBS) checks, the HR team is responsible for obtaining 
these. 
 
DBS fees are not paid by the Centre. 
Invigilators rates of pay are set by the Business Director in conjunction with HR. Invigilators are recruited, 
timetabled, trained and briefed by the Exams Officer. 

 
14. Malpractice 
 
The Centre recognises the updated JCQ definitions of malpractice, including the misuse of artificial intelligence 
(AI) tools. Candidates and staff must not use AI‑enabled software, devices, or applications in any way that 
compromises the integrity of assessments or examinations. Any use of AI that results in unoriginal work, 
unauthorised assistance, or breaches of assessment conditions will be treated as malpractice and reported to the 
awarding body in accordance with JCQ Suspected Malpractice: Policies and Procedures. 

 
The Head of Centre, in consultation with the Exams Officer, is responsible for ensuring that suspected 
candidate or staff malpractice is thoroughly investigated. 
 
All incidents of malpractice must be reported immediately to the Headteacher (Head of Centre), who will report 
to the relevant awarding body and ensure that all evidence is preserved. 
 

 
15. Exams Day 

 
The Exams Officer will: 

• Book all exam rooms (after liaising with other relevant users) 
• Make question papers, exam stationery and materials available for the invigilator 
• With invigilator support will start and finish all exams in accordance with JCQ guidelines. 

 
Site management staff responsible is for setting up the allocated rooms and will be advised of requirements 
at least 7 days in advance 
 
Subject staff may be present at the start of the exam, outside of the exam hall, to assist with identification 
of candidates but must not advise on which questions are to be attempted. 
 
Any staff present must be in accordance with the rules defined by JCQ concerning who is allowed in the exam 
room and what they can do. 
 
In internal exams, a relevant subject teacher may be asked to read out any subject-specific instructions 
and start the exam, if required. 
 
In practical exams, subject teachers’ availability will be in accordance with JCQ guidelines. 
 
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 Team Leaders in accordance with JCQ’s recommendations the following 
day. 

 
After an exam, the Exams Officer will arrange for the safe dispatch of completed exam scripts to awarding 
bodies, working in conjunction with invigilators and admin support staff. 

https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/instructions-for-conducting-examinations-2018-2019
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16. Candidates 

 
The Exams Officer will provide written information to candidates in advance of each exam series. A formal 
briefing session for candidates may be given by the SLT Lead and Exams Officer. A copy of JCQ Information of 
Candidates will also be distributed to all candidates in advance of all exams.  
 
Our published rules on acceptable dress and behaviour apply at all times. Candidates’ personal belongings 
remain their own responsibility and we accept no liability for their loss or damage. 

 
Students must wear their school identification. For external examinations, place cards will be printed with 
candidate pictures on. 
 
In an exam room, candidates must not have access to items other than those clearly allowed in the 
instructions on the question paper, the stationery list, or the specification for that subject. 
 
Candidates must not bring into the exam room any device capable of AI‑generated content or 
AI‑assisted functionality. This includes, but is not limited to, smart glasses, wireless earbuds, smart 
watches, or any device with integrated AI tools. Word processors used in examinations must not 
contain AI‑enabled features. 
 
The Centre will display the current JCQ “Warning to Candidates” and “Unauthorised Items” posters, 
including the updated versions applicable to all awarding bodies, in all examination rooms and 
candidate waiting areas. These posters will be made available to candidates in advance of each exam 
series and form part of the Centre’s communication of JCQ regulations. 
 
Disruptive candidates are dealt with in accordance with JCQ guidelines. Candidates are expected to stay for 
the full exam time at the discretion of the lead invigilator. 
 
Candidates who leave an exam room must be accompanied by an appropriate member of staff at all times. 
 
The Exams Officer is responsible for handling late or absent candidates on exam day. The attendance team is 
responsible for contacting absent candidates on the day of each examination. 

 
17. Clash candidates 
 
The Exams Officer will be responsible for identifying clash candidates and completing any necessary paperwork 
e.g. overnight supervision and relaying clear instructions to candidates about the clash. The Exams Officer will 
ensure that all clash candidates are supervised in accordance with JCQ regulations. Candidates will remain 
under continuous supervision and will not have access to mobile phones, the internet, or any electronic device 
during the isolation period. A formal supervision log will be maintained, and isolation arrangements will be 
approved by the Head of Centre where required. 
 
18. Special consideration 
If a candidate is unable to attend an exam because of illness, bereavement, or other trauma, or if a candidate 
becomes ill or otherwise disadvantaged during an exam, they are responsible for alerting the Exams Officer 
and Achievement Team Leader to that effect. 
 
The candidate must support any special consideration claim with appropriate evidence  as soon as 
possible and in line with JCQ published deadlines, for example a letter from the candidate’s doctor. 
 
The Exams Officer will make a special consideration application to the relevant awarding body within JCQ 
published deadlines. 
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19. Internal Assessment  
 
It is the duty of Team Leaders to ensure that all internal assessment is ready for dispatch at the correct time. 
The Exams Officer will assist by keeping a record of each dispatch, including the recipient details and the date 
and time sent. 
 
Marks for internally assessed work are provided to the exam’s office by Team Leaders. The Exams Officer will 
inform staff of the deadline date for appeals against internal assessments. 
 
Any appeals will be dealt with in accordance with our internal appeals procedure document (See Appendix 2). 
 
20. Results and Certificates 
 
Candidates will receive individual results slips on results days either in person at the Centre or by post to 
their home addresses. 
 
Arrangements for the school to be open on results days are made by the Head of Centre. 
The provision of staff on results days is the responsibility of the Deputy Headteacher lead for KS4 
and KS5. 

 
21. Enquiries about results (EARs) 
 
EARs may be requested by Centre staff or the candidate following the release of results. 
A request for a re-mark or clerical check requires the written consent of the candidate. A request for a re-
moderation of internally assessed work may be submitted without the consent of a group of candidates. 

 
EARs may be requested by Centre staff or candidates if there are reasonable grounds for believing there 
has been an error in marking. 
 
If a result is queried, the Exams Officer, Team Leader and Head of Centre will investigate the feasibility of 
asking for a re-mark at the Centre’s expense. 
 
When the Centre 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. 
 
All processing of EARs will be the responsibility of the Exams Officer, following the JCQ guidance. 

 
22. Access to scripts (ATS) 
 
After the release of results, candidates may ask subject staff to request the return of papers within 
three days’ scrutiny of the results. 

 
The cost of a candidate requested script will be paid by the candidate (fees are published on the form). 

 
Centre staff may also request scripts for investigation or for teaching purposes. For the latter, the 
consent of candidates must be obtained. In this case the cost will be paid by the Centre. 
 
The Exams Officer is responsible for processing requests for ATS 

 
Applications for EARs cannot be submitted once an original script has been returned. 

 
23. Coursework / NEA and appeals against internal assessments 

 
Candidates who have to prepare coursework should do so by the end of the course. 
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Subject team leaders will ensure all coursework is ready for dispatch at the correct time. The Exams Officer 
will keep a record of what has been sent when and to whom. 
 
Marks for all internally assessed work and estimated grades (where required by the awarding body) 
are provided to the exams board by the Subject Team Leaders. 
 
Non-Examination Assessment (NEA) 
 
Candidates must attend NEA sessions as set by their teacher. 

 
Should candidates miss the session the Subject Team Leaders should arrange alternative times for NEA. 
Marks for all internally assessed work and estimated grades are provided to the exam’s office by the 
Subject team leaders, and submitted to the Exam Boards by the Subject Team Leaders. 
 
Appeals against internal assessments 
 
The Centre is obliged to publish a separate procedure on this subject, which is available from the 
Exams Office and is Appendix 2 to this Policy. 

 
The main points are: 

• Appeals will only be entertained if they apply to the process leading to an assessment.   
• 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 to the Head of Centre (or other nominee) who will decide 

whether the process used conformed to the necessary requirements 
• The Head of Centre’s findings will be notified in writing, copied to the Exams Officer and 

recorded for awarding body inspection. 
 

24. Certificates 
 

Certificates may be collected on behalf of a candidate by a third party, provided they have been 
authorised to do so. 
 
Replacement certificates are only issued if a candidate agrees to pay the cost incurred. The 
Centre retains certificates for five years. 
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25. Security of exam materials 
 

Exams Officer: 
• In conjunction with the Head of Centre, ensures that the secure storage meets JCQ 

requirements and these are reviewed in accordance with any updated advice.  
• Confirms appropriate arrangements are in place to ensure that confidential materials are only 

handed over to those authorised by the Head of Centre. 
• Ensures access to the secure room is restricted and staff approved by the Head of Centre are 

accompanied by a keyholder at all times. There must be between two and six keyholders only, each 
of whom must fully understand their responsibilities as a key holder to the secure storage facility. 

• Has a process in place to demonstrate the receipt, secure movement and secure storage of 
confidential exam materials within the Centre. 

• Ensures a log is kept at the initial point of delivery recording confidential materials received and 
signed for by authorised staff within the Centre and that appropriate arrangements are in place for 
confidential materials to be immediately transferred to the secure storage facility until they can be 
removed from the dispatch packaging and checked in the secure room before being returned to the 
secure storage facility in timetable order. 

• Carefully checks question paper packets when they are removed from the dispatch packing and 
keeps a log of the check. 

• Ensures the secure storage facility contains only current and live confidential material (ensuring that 
past examination question papers, internal tests and mock examinations are not kept in the Centre’s 
secure storage facility). 

• Ensures that examination stationery, e.g. answer booklets and formula booklets are stored in the 
secure room (attempting to store this material in the secure storage facility, when sufficient space 
allows). 

• Ensures that exams papers are checked with a verified with a second pair of eyes check, prior to 
issuing to candidates and an accurate log maintained for inspectors.  

• Ensures the integrity and security of any electronic question paper is maintained during the 
downloading, printing and collating process (ensuring printing is carried out in an area that can be 
controlled to prevent unauthorised personnel accessing live assessment materials and ensuring only 
authorised members of Centre staff have access to electronic question papers) 
 

Reception staff 
• Follow the process to log confidential materials delivered to/received by the Centre to the point 

materials is issued to authorised staff for transferal to the secure storage facility 
 

Teaching staff 
• Adhere to the process to record the secure movement of confidential materials taken from or 

returned to secure storage throughout the time the material is confidential 
 

26. Monitoring and Review 
 
The Head of Centre is responsible for ensuring that this policy is reviewed annually and more frequently if 
there are changes to: the exam system, JCQ guidance, the curriculum offer. 

 
 
 

Head of Centre - Sarah Creasey  
May 2026 
The policy is next due for review in Autumn 2027 
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Appendix 1 
EXAMINATION ENTRY POLICY 
Key Stage 4 

 
At Parliament Hill School we believe that all students have the entitlement to be entered for public 
examinations in the subject areas they have studied. 

 
1. All year 11 students will be entered for a public examination where it is evident that they would gain at 
least a grade 1 or other minimum qualification. Evidence for such attainment may include: 
• attendance 
• completion of coursework 
• standard of classwork 
• homework 
• results of end of year 10 and Year 11 mock examination results 

 
2. Students who have followed a course of study but would be unable to gain a minimum grade should be 

recommended for a relevant alternative qualification. 
 

3. Level of entry, where differentiated papers are available, will be decided by department subject Team 
Leaders and subject teachers in consultation with students and parents. The subject team leader makes 
the final decision, which will be based on the likelihood of a candidate being able to achieve a grade in a 
particular tier. 

 
4. Students failing to fulfil entry criteria 1 but wishing to be entered will be asked to pay the examination 

fee in advance. This fee will be refundable when an examination grade is awarded to the student by the 
Examination Board. 

 
5. Examination entries will be monitored by subject Team Leaders with regards to ethnicity. 

 
6. Students may be eligible for access arrangements which reflect the candidate’s normal way of 

working within the centre if they have a special educational need. Such considerations include 
extra time, allowance for spelling, use of word processors, enlarged text and an amanuensis. 
Such access arrangements will be at the request of the Special Education Needs and Disability 
Coordinator (SENDCO) who has the responsibility to consult with subject departments and 
parents as appropriate. It is the responsibility of the SENDCO to ensure completion of the 
necessary documentation, gain approval from the examination boards and forward instructions to 
the Exams Officer. (See Access Arrangements Policy) 

 
7. Students whose first language is not English may be permitted to use a dictionary during 

examinations. EAL Lead teacher will be responsible for completing the necessary 
documentation to forward to the SENDCO who will seek permission for the examination board 

 
8. The Examination Officer will notify all students/parents/carers of intended entries in the Spring Term. 

 
9. The school has the discretion to make alterations to entries after this date should evidence suggest a 

change is necessary. All changes will be made in consultation with parents/students. 
 

10. In April all students will be given an examination timetable. Students have the 
responsibility of ensuring they attend all examinations for which, they have been entered. 
 

11. If a student chooses not to attend an examination, parents will be required to pay the fee for that 
examination. 

 
12. If a student is unable to attend an examination due to illness the school must receive a medical 

certificate within 5 days so an application can be completed for the award of a grade. 
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13. On the date of publication of examination results the school will be open for students to collect their 

own results. Friends or relatives may collect results if they have written permission from the candidate. 
Results are not posted unless students can supply a stamped addressed envelope to the Exams Officer. 

 
14. Certificates will be available for collection at the end of the following Autumn Term. 
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Appendix 2 
 
Appeals against internally assessed marks (Non-Examination Assessment – NEA) 
(GCSE NEAs and GCE coursework units) 
 
Parliament Hill School is committed to that whenever its staff assess candidates’ work for non-
examination assessment (coursework/NEA), this is carried out fairly, consistently and in accordance 
with the relevant awarding body specification and associated guidance. 
 
Candidates’ work will be assessed by staff who have appropriate knowledge, understanding and skill, 
and who have been trained in this activity. Where more than one member of staff is involved in the 
assessment of work, internal standardisation and moderation will take place to ensure consistency. 
 
The Centre will ensure that all work produced by candidates is authenticated in line with awarding body 
requirements. 
 
1. Notification of marks 
 
Candidates will be informed of their Centre-assessed marks prior to submission to the awarding body. 
 
At this stage, candidates will be given a clear deadline to request a review of marking. This deadline will 
be set by the Exams Officer in line with awarding body requirements. 
 
Candidates will be informed that marks awarded by the Centre are subject to change and may increase, 
decrease or remain the same following review. 
 
2. Grounds for review and appeal 
 
Candidates may request a review of marking if they believe that: 
• the assessment criteria have not been applied correctly 
• the marking is inconsistent 
• the procedures set out by the awarding body have not been followed 
 
Candidates may not request a review solely on the grounds of disagreement with the mark awarded. 
 
3. Stage 1 – Review of marking 
 
A request for a review of marking must be made in writing to the Exams Officer by the published 
deadline. 
 
The review will be carried out by the subject teacher and/or Subject Team Leader and will consider: 
• whether the mark scheme has been applied correctly 
• whether there has been any administrative error 
 
The outcome of the review will be communicated to the candidate. 
 
Where an error is identified, the mark will be amended accordingly. This mark will form the centre-
assessed mark submitted to the awarding body unless a formal appeal is made. 
 
4. Stage 2 – Formal appeal 
 
Where a candidate remains dissatisfied following the review of marking, a formal appeal may be 
submitted. 
 
Appeals must be made in writing to the Exams Officer within the stated timeframe following the Stage 1 
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outcome. 
 
The Head of Centre will appoint a senior member of staff, who has had no previous involvement in the 
assessment of that candidate, to conduct the appeal. 
 
The purpose of the appeal is to determine whether: 
• the assessment criteria were applied appropriately 
• internal moderation and standardisation procedures were followed 
• the assessment process complied with awarding body requirements 
 
5. Outcome of the appeal 
 
The outcome of the appeal will be communicated in writing to the candidate. 
As a result of the appeal, the mark may: 
• increase 
• decrease 
• remain unchanged 
 
The outcome of the internal appeal will determine the final Centre-assessed mark submitted to the 
awarding body. 
 
A written record of the appeal and its outcome will be retained and made available for inspection by the 
awarding body if required. 
 
6. Scope of the procedure 
 
This procedure applies to: 
• the marking of non-examination assessment (coursework/NEA) 
• internal assessment and moderation processes 
• decisions relating to suspected malpractice or failure to authenticate work 
 
This procedure does not apply to: 
• external moderation carried out by the awarding body 
• results issued after marks have been submitted to the awarding body 
 
7. After submission of marks 
 
Following submission of marks to the awarding body, candidates may not request a further internal 
review. 
 
Any concerns after results are issued must be dealt with through the Centre’s post-results services, in 
line with awarding body regulations. 
 
8. Record keeping 
 
The Exams Officer will maintain a record of all requests for reviews and appeals, including: 
• the nature of the request 
• the action taken 
• the outcome and rationale 
 
These records will be retained and made available for inspection if required. 
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Appendix 3 
 
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 

 
In an emergency such as a fire alarm or a bomb alert, the invigilator must take the following action: 

 
• stop the candidates from writing; 

 
• collect the attendance register (in order to ensure all candidates are present) and evacuate the 

examination room in line with the instructions given by the appropriate authority; 
 

• advise candidates to leave all question papers and scripts in the examination room. Candidates must 
be advised to close their answer booklet; 

 
• ensure the candidates leave the room in silence; 
• ensure candidates are supervised as closely as possible while they are out of the examination room 

so that 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 remainder of the working time set for the examination once it resumes; 
 

• 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 full report of the incident and of the action taken and send to the relevant awarding body. 

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
https://www.gov.uk/government/publications/bomb-threats-guidance/procedures-for-handling-bomb-threats
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Appendix 4  
 
The Centre will follow contingency arrangements as set annually by the Joint Council for Qualifications (JCQ). All 
candidates must remain available until the final contingency date published for each examination series. 
 
This policy should be read in conjunction with other policies as required by JCQ:  
 
Access Arrangements Policy 
Exams Contingency Plan 
Exams Malpractice Policy  
Exams Complaints and Appeals Procedure  
Conflict of Interest Policy  
Whistleblowing Policy  
Exams Equality Policy  
Non-Examinations Assessment Policy
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Further guidance to inform and implement contingency planning 
JCQ 
General regulations http://www.jcq.org.uk/exams-office/general-regulations 
Instructions for conducting examinations http://www.jcq.org.uk/exams-office/ice---instructions-
for-conducting-examinations 
A guide to the special consideration process 
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-
and-guidance 
GOV.UK 
Emergencies and severe weather: schools and early year’s settings 
https://www.gov.uk/emergencies-and-severe-weather-schools-and-early-years-settings 
Dispatch of exam scripts guide: Ensuring the service runs smoothly; Contingency planning 
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-
service/dispatch-of-exam-scripts-guide 
*Hyperlinks provided in this document were correct as of June 2020 

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-
http://www.jcq.org.uk/exams-office/ice---instructions-
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-
https://www.gov.uk/emergencies-and-severe-weather-schools-and-early-years-settings
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-
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