


Management of examinations – Head of centre/Senior leader/Line manager
Role and responsibilities 

Purpose of the role
· To facilitate the management and effective delivery of examinations and assessments within the centre
· To ensure compliance with the published Joint Council for Qualifications (JCQ) regulations and awarding body requirements in order to deliver the qualification(s) and conduct examinations and assessments in accordance with these regulations
· To adopt an ethical approach and work proactively to avoid malpractice among students and staff, taking all reasonable steps to prevent the occurrence of any malpractice/maladministration before, during the course of, and after examinations have taken place
· To ensure that all reasonable steps are taken to maintain the integrity of examinations/assessments, including the security of all assessment materials 
· To support and guide the exams officer in effectively and efficiently managing and administering external examinations in accordance with the JCQ regulations and/or awarding body requirements for examination administration

Main duties and responsibilities
Before examinations - Planning
JCQ/Awarding body
The head of centre/senior leader/line manager must:
· be aware of the contents, and annual changes, in a range of JCQ publications, including:
· General Regulations for Approved Centres
· Instructions for conducting examinations
· Access Arrangements and Reasonable Adjustments
· Instructions for conducting non-examination assessments
· Suspected Malpractice – Policies and Procedures
· A guide to the special consideration process
· Instructions for conducting coursework
· co-operate with the JCQ Centre Inspection Service, an awarding body or a regulatory authority when subject to an inspection, an investigation or an unannounced visit, and takes all reasonable steps to comply with all requests for information or documentation made by an awarding body or regulatory authority as soon as is practical
· allow all venues used for examinations and assessments, paperwork and secure storage facilities to be open to inspection by the JCQ Centre Inspection Service
· ensure that the JCQ Inspector is accompanied throughout his/her tour of the premises, including inspection of the centre’s secure storage facilities
· ensure that there is a process in place to:
· submit, in accordance with awarding bodies’ instructions, information they may reasonably require in relation to their examinations and assessments, returning all subject-specific forms by the required date
· ensure that the head of centre (as managed as part of the National Centre Number Register annual update) confirms on an annual basis, that they are both aware of and adhering to the latest version of the JCQ regulations 
· immediately informing the National Centre Number Register Team of any other changes in circumstances that could affect the centre status (for example, contact details, change of address etc.)
· respond to the National Centre Number Register annual update by the end of October each academic year
· respond to requests, or resolving any outstanding issues, from the JCQ Centre Inspection Service
· ensure their centre complies with JCQ requirements including:
· clear signage outside the main building
· its own reception which is permanently staffed between 8.30 am to 3.30 pm during term time
· having designated members of centre staff, Monday to Friday, 8.30 am to 3.30 pm, to receive deliveries of confidential examination/assessment material and/or accompany a JCQ Centre Inspector or awarding body representative
· a secure storage facility in a room solely assigned to examinations as defined in the JCQ publication Instructions for conducting examinations
· processes are in place:
· to receive, check and store question papers and examination material safely and securely at all times and for as long as required
· to receive and issue material received from the awarding bodies to staff and candidates, and notify them of any advice and instructions relevant to the examinations and assessments
· for appropriate accommodation to be available to support the size of the cohorts being taught, including appropriate accommodation for candidates requiring access arrangements 

Confidentiality
Ensure that:
· the names and addresses of examiners, moderators, external verifiers and any other awarding body examining/assessment personnel, as well as the e-mail addresses of awarding body/JCQ personnel, are kept confidential
· e-mails and letters from awarding body or JCQ personnel are not forwarded without prior consent to third parties or upload such correspondence onto social media sites and applications (including third party applications)
· the centre’s employment of, in any capacity, any current or former JCQ Centre Inspectors, awarding body examiners, moderators, awarders, external verifiers or other examining personnel, is kept confidential and that they are not mentioned in any form of literature issued in connection with the centre’s programme of assessment

Retention of candidates’ work
Ensure that:
· live non-examination assessments, including controlled assessments, coursework and portfolios are kept secure and confidential at all times whilst in the centre’s possession
· all non-examination assessments, including controlled assessments, coursework or portfolios, retained in, or returned to, the centre 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
· when scripts that have been returned under access to scripts arrangements are no longer required, they are disposed of in a confidential manner, but no earlier than the dates specified by the awarding bodies

Retention of candidates’ work
Ensure that:
· parents/candidates are not advised to contact the awarding bodies/JCQ directly

Training of staff
Ensure that:
· the relevant senior leader(s), exams officer and the SENCo receive appropriate training and support in order to facilitate the effective delivery of examinations and assessments within the centre, and ensure compliance with the published JCQ regulations 

Internal governance arrangements
Confirm that:
· a written escalation process is in place should the head of centre, or a member of the senior leadership team with oversight of examination administration, be absent
· a member of the senior leadership team is in place who will provide support and guidance to the examinations officer and ensure that the integrity and security of examinations and assessments is maintained throughout an examination series

Delivery of qualifications
Ensure that:
· qualifications are delivered, as required by the awarding body, in accordance with relevant equality legislation
· written approval from the awarding body has been obtained before permitting a third party to deliver any part of the qualification including assessments

Public liability
Ensure that:
· there is compliance with local health and safety rules which are in place and that the centre is adequately covered for public liability claims

Conflicts of interest
Confirm that:
· the conflicts of interest process is managed in line with JCQ regulations
· any conflict of interest is either reported to the relevant awarding body or recorded at centre level
· measures are taken to mitigate any potential risk to the integrity of the qualifications affected

Controlled assessments, coursework and non-examination assessments
Ensure that:
· awarding bodies are notified where there is a consortium of centres with joint teaching arrangements for GCE and/or GCSE qualifications
· before submitting marks to the awarding body candidates are informed of their centre assessed marks and are allowed to request a review of the centre’s marking
· reasonable steps are taken to ensure that all associated administrative tasks are completed in an accurate and timely manner, e.g. marks are correctly calculated, recorded and submitted by the published date
· centre-assessed marks are submitted, and moderation samples despatched, if required by the awarding body, by the published date
· arrangements are in place to co-ordinate and standardise all marking of centre-assessed components for internal and private candidates
· candidates’ centre-assessed work is produced, authenticated, and marked, or assessed and quality assured in accordance with the awarding bodies’ instructions

Entries
Ensure that:
· processes are in place to:
· observe each awarding body’s terms and conditions for the entry and withdrawal of candidates for their examinations and assessments
· allow the exams officer adequate internet access to make full use of the awarding bodies’ extranet sites and to access any other relevant exams-related information
· register, enter and withdraw candidates for their examinations and assessments in accordance with the awarding bodies’ published procedures
· submit registrations, examination entries and certification claims by the deadline(s)
· maintain a Unique Candidate Identifier (UCI) or Unique Learner Number (ULN) for each candidate entered for an examination or assessment and to ensure that the same UCI or ULN is used consistently for the candidate over time to enable aggregation of units and qualifications 
· enter candidates who are on roll at the centre as internal candidates and those not on roll at the centre as a private candidate
· pay fees as instructed and at the time specified by the awarding bodies
· submit any applications for transferred candidate arrangements in accordance with the JCQ document Guidance notes concerning Transferred Candidates
· verify the identity of all students that they enter for examinations or assessments. The centre must be satisfied that all candidate identities have been checked, whether as part of the initial registration process, or in the case of private candidates through a verification process which involves photo-ID

· if private candidates are accepted, that they are treated equally throughout the examination process, and that this also extends to post-results services and appeals

Centre inspections
Ensure that the following is in place:
· co-operate with the JCQ Centre Inspection Service, an awarding body or a regulatory authority when subject to an inspection, an investigation or an unannounced visit
· take all reasonable steps to comply with all requests for information or documentation made by an awarding body or regulatory authority as soon as is practical
· allow all venues used for examinations and assessments, paperwork and secure storage facilities to be open to inspection
· ensure that the JCQ Centre Inspector is accompanied throughout his/her tour of the premises, including inspection of the centre’s secure storage facility

Access arrangements and reasonable adjustments
Ensure that:
· a SENCo has been appointed who will determine appropriate arrangements for candidates with learning difficulties and disabilities
· learners have the correct information and advice on their selected qualification(s) in an accessible format and that the qualification(s) will meet their needs
· each potential learner is assessed, and that justifiable and professional judgements are made about the learner’s potential to successfully complete the examinations/assessments and achieve the qualification(s). The assessment must identify, where appropriate, the support that will be made available to the learner to facilitate access to examinations/assessments
· the centre recognises its duties towards disabled candidates as defined under the terms of the Equality Act 2010, including a duty to explore and provide access to suitable courses, submit applications for reasonable adjustments and make reasonable adjustments to the service the centre provides to disabled candidates
· the SENCo undertakes the necessary and appropriate steps to gather a picture of need and demonstrate normal way of working for a private candidate. This includes distance learners and home educated students. The centre, where required, must lead on the assessment process. These candidates must be assessed by the centre’s appointed assessor. The centre must comply with the obligation to identify the need for, request and implement access arrangements
· where a candidate with a learning difficulty requires an assessment of his/her needs, he/she is assessed by an appropriately qualified assessor as appointed by the head of centre. Evidence of the assessor’s qualification(s) must be obtained before he/she assesses candidates
· a written process in place to not only check the qualification(s) of their assessor(s) but that the correct procedures are followed as per Chapter 7 of the JCQ publication Access Arrangements and Reasonable Adjustments
· the awarding bodies receive appropriate assistance in the discharge of their duty to make reasonable adjustments by requesting access arrangements, where required, and fully support the SENCo in effectively implementing those arrangements once approved
· any applications for access arrangements or reasonable adjustments are submitted by the published deadline. The SENCo must hold on file appropriate documentary evidence to substantiate such an arrangement, which must be open to inspection. 
· for GCE and GCSE qualifications, a file is presented by the SENCo which must contain for each application the downloaded approval for the respective arrangement(s), supporting evidence of need (where required) and a signed data protection notice/candidate data personal consent form. This information must be readily available for inspection at the venue where the candidate is taking the examination(s)
· requests for modified papers are submitted by the published deadline
· all arrangements are carried out in accordance with the JCQ publication Access Arrangements and Reasonable Adjustments

Pre-exams
Policies
The head of centre/senior leader/line manager must ensure that the following policies/procedures are in place:
	Policy/Procedure
	JCQ regulation
	Available for inspection?
	Additional information

	Written examination contingency plan which covers all aspects of examination administration 
	General Regulations (5.3)
	Yes
	This will allow members of the senior leadership team to act immediately in the event of an emergency or staff absence

	Written escalation process (should the head of centre, or a member of the senior leadership team with oversight of examination administration, be absent)
	General Regulations (5.3)
	
	

	Written internal appeals procedure relating to internal assessment decisions 
	General Regulations (5.3, 5.7)
Instructions for conducting non-examination assessment (1)
	Yes
	Must be accessible to all candidates

	Written internal appeals procedure to manage disputes when a candidate disagrees with a centre decision not to support a clerical re-check, a review of marking, a review of moderation or an appeal
	General Regulations (5.3, 5.13)
	Yes
	Must be drawn to the attention of candidates and their parents/carers

	Written policy regarding the management of GCE and GCSE non-examination assessments
	General Regulations (5.3, 5.7) 
Instructions for conducting non-examination assessment (1)
	Yes
	

	Written centre policy for dealing with an emergency evacuation of the examination room
	Instructions for conducting examinations (25.2)
	Yes
	

	Written policy on the use of word processors in examinations

A member of the centre’s senior leadership team must produce a statement for inspection purposes which details the criteria the centre uses to award and allocate word processors for examinations
	General Regulations (5.3)
Access Arrangements and Reasonable Adjustments (5.8)
	Yes
	

	Written complaints and appeals procedure which cover general complaints regarding the centre’s delivery or administration of a qualification
	General Regulations (5.8)
	
	Must be drawn to the attention of candidates and their parents/carers

	Written procedures to verify the identity of all candidates at the time of the examination or assessment
	General Regulations (5.9)
	
	

	Written procedures for how the centre will deal with candidates‘ requests for access to scripts, clerical re-checks, reviews of marking, reviews of moderation and appeals to the awarding bodies
	General Regulations (5.13)
	
	Must be accessible to all candidates. Candidates must be made aware of the arrangements for post-results services before they sit any examinations and the availability of senior members of centre staff immediately after the publication of results

	Written process to check the qualification(s) of the centre assessor(s) and that the correct procedures are followed
	General Regulations (5.4), Access Arrangements and Reasonable Adjustments (7)
	
	Evidence of the assessor’s qualification(s) must be held on file for inspection purposes 

	Written child protection/safeguarding policy, including Disclosure and Barring Service (DBS) clearance 
	General Regulations (5.3)
	Yes
	Must satisfy current legislative requirements 

	[bookmark: _Hlk39271578]Written data protection policy
	General Regulations (5.3)
	Yes
	

	Written equalities policy
	General Regulations (5.3)
	Yes
	



Candidate information
Ensure that:
· candidates (including private candidates) entered through their centre are informed of:
· their examination entries and the dates and times of their examinations/assessments
· the JCQ Unauthorised items and Warning to candidates posters. These must also be displayed in a prominent place for all candidates to see prior to entering the examination room 
· the JCQ Information for candidates documents (coursework, non-examination assessments, on-screen tests, social media and written examinations) are distributed to all candidates whether electronically or in hard copy format prior to assessments and/or examinations taking place
· a briefing session/assembly led by the relevant Head of Year or an Assistant Head is held to reinforce what candidates must and must not do when sitting written examinations and/or on-screen tests, and when producing coursework and/or non-examination assessments 
· all candidate data where required by the awarding body must be supplied to the awarding bodies within the terms of the General Data Protection Regulation, the Data Protection Act 2018 and the Freedom of Information Act 2000, and that candidates have been properly informed that this data has been transferred to the awarding bodies 
· draw the following procedures to the attention of candidates and their parents/carers:
· the written complaints and appeals procedure covering general complaints regarding the centre’s delivery or administration of a qualification
· the written procedures detailing how the centre will deal with candidates‘ requests for access to scripts, clerical re-checks, reviews of marking, reviews of moderation and appeals to the awarding bodies. Candidates must be made aware of the arrangements for post-results services before they sit any examinations and the accessibility of senior members of centre staff immediately after the publication of results

During examinations
Exam time
Confirm with the exams officer that the following areas have been addressed/will be in place during an exam series:
· the availability of suitable accommodation for all examinations and assessments
· fully trained invigilators for examinations
· fully trained Communication Professionals, Language Modifiers, practical assistants, readers and scribes for examinations where permitted in accordance with the JCQ publication Access Arrangements and Reasonable Adjustments
· written procedures to verify the identity of all candidates at the time of the examination or assessment
· all examinations/assessments will be conducted in accordance with the General Regulations and, where relevant, the following JCQ publications:
· Access Arrangements and Reasonable Adjustments 
· Instructions for conducting non-examination assessments or coursework
· Instructions for conducting examinations
· Suspected Malpractice – Policies and Procedures
· informing the JCQ Centre Inspection Service using the JCQ Alternative Site form if any alternative site is used to conduct timetabled examination components/units 
· the retention of records for inspection purposes of all cases where overnight supervision is required in accordance with the JCQ publication Instructions for conducting examinations
· the submission of declarations for the very late arrival of any candidates for examinations will be made in accordance with the JCQ publication Instructions for conducting examinations
· the submission of any applications for special consideration where candidates meet the published criteria will be made in accordance with the JCQ publication A guide to the special consideration process
· processes to deal with:
· late arrivals
· candidate absence
· recording and dealing with instances of irregularity and malpractice
· collecting and dispatching exam scripts

Malpractice
Ensure that:
· all reasonable steps have been taken to prevent the occurrence of any malpractice (which includes maladministration) before, during the course of and after examinations have taken place
· the relevant awarding body is immediately informed of any alleged, suspected or actual incidents of malpractice or maladministration, involving a candidate or a member of staff, by completing the appropriate documentation
· any instances of alleged or suspected malpractice (which includes maladministration) are investigated in accordance with the JCQ publication Suspected Malpractice - Policies and Procedures, and provide such information and advice as the awarding body may reasonably require

After examinations
Results
Ensure that:
· results are kept entirely confidential and restricted to key members of centre/consortium/Academy Trust staff, at the discretion of the head of centre, until the official dates and times of release of results to candidates
· provisional statements of results will be distributed to all candidates without delay and regardless of any disputes (such as non-payment of fees)

Post-Results Services and Appeals
Ensure that:
· a written procedure is in place for dealing with candidates‘ requests for access to scripts, clerical re-checks, reviews of marking, reviews of moderation and appeals to the awarding bodies, and that details of these procedures are made widely available and accessible to all candidates
· candidates are aware of the arrangements for post-results services before they sit any examinations and the availability of senior members of centre staff immediately after the publication of results
· candidates have provided their written consent for clerical re-checks, reviews of marking and access to scripts services offered by the awarding bodies after the publication of examination results
· requests electronically for clerical re-checks, reviews of marking, reviews of moderation and access to scripts by the published deadline(s) are submitted in accordance with the JCQ publication Post-Results Services
· requests for appeals are made in accordance with the JCQ publication A guide to the awarding bodies’ appeals processes
· outcomes of clerical re-checks, reviews of marking, reviews of moderation and appeals are made known to candidates
· candidates and their parents/carers are aware of the centre’s a written internal appeals procedure to manage disputes when a candidate disagrees with a centre decision not to support a clerical re-check, a review of marking, a review of moderation or an appeal
· late subject awards for unitised GCE AS and A-level qualifications are submitted by the published deadline

Certificates
Ensure that:
· certificates are distributed to all candidates without delay and regardless of any disputes (such as non-payment of fees
· a record is kept of the certificates that are issued
· all unclaimed certificates are retained under secure conditions for a minimum of 12 months from the date of issue
· any unclaimed certificates are destroyed in a confidential manner (or returned to the respective awarding body) after retaining them for a minimum of 12 months
· a record of certificates that have been destroyed is retained for four years from their date of destruction
· candidates are informed that some awarding bodies do not offer a replacement certificate service and may only issue a Certifying Statement of Results
· any certificates requested by the awarding bodies are returned immediately

Personal data, freedom of information and copyright
Ensure that:
· the JCQ publication Information for candidates – Privacy notice, general and vocational qualifications is distributed to all candidates at the start of a course leading to a vocational qualification, or, where candidates are following GCE and GCSE qualifications, when the entries are submitted to awarding bodies for processing
· any person involved in administering, teaching or completing examinations/assessments where malpractice is suspected, or alleged, is advised that personal data about them will be provided to the awarding body (or bodies) whose examinations/assessments are involved
· question papers are only used for the purpose only of preparing future groups of candidates for mock examinations and other internal centre tests
· question papers are not released to centre personnel for use in accordance with the above licence until after the awarding body’s published finishing time for the examination or, in the case of a timetable variation, until all candidates within the centre have completed the examination
· each of its candidates has been asked to grant the awarding body a non-exclusive, royalty-free licence to use their assessment materials on the terms detailed in General Regulations for Approved Centres section 6.15

Other
· Undertake training, update or review sessions as required
· Undertake other duties appropriate to the grade and responsibilities
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