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The exams management and administration process that needs to be undertaken for 
each exam series is commonly referred to as the exam cycle and relevant tasks 

required within this grouped into the stages: 

• planning 
• entries 

• pre-exams (exams preparation) 
• exam time 
• results and post-results 

Planning is the first stage of the cycle. This is a period where an annual exams plan could be drawn up for the 

year. It is also a time when information is gathered, information is shared and forward planning for upcoming 
exam series' gets underway. 

This guide provides a brief overview of the main aspects of the process that need to be managed and 
highlights the key tasks that may need to be undertaken.  

BUILDING AN ANNUAL EXAMS PLAN  

To be clear on the tasks you need to undertake in your role, it is good practice to produce an annual exams 
plan (further referred to in this guide as ‘plan’). The purpose of this plan is to aid planning for the year and to 
minimise the risk of deadlines being missed and essential tasks not being undertaken or overlooked. 

Benefits of building a plan 

By devising a plan, you are reducing risk in your centre. Example risks, and possible consequences include: 
• missed deadlines incurring late or other penalty fees 
• candidates not being entered/registered for their qualifications/exams/assessments potentially 

affecting future progression   
• awarding bodies not despatching secure assessment materials in time 
• candidates not being informed1 of their centre assessed marks in sufficient time for them to consider 

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

• results being delayed or unavailable (subsequently affecting the performance measures of the centre)  

A plan also provides a visual way of demonstrating the spread of exam activity across the academic year, 

easily identifying the busiest periods or potential peaks (and troughs) in workload - particularly useful for 
exams officers (EOs) who also undertake other roles in their centre. 

Sharing your plan with your line manager would help to highlight the key aspects of your role and the spread 
of exam activity within the centre, confirming the need for you to be kept informed of centre-wide decisions or 

events that may affect your role/exam activity.  

(See as example: ANNUAL EXAMS PLAN TEMPLATE) 

Key tasks and key dates 

Refer to JCQ 2022-2023 publications and awarding body exams administration information to identify key 
administrative processes associated with the qualifications delivered in your centre. 

• Regularly check awarding body websites and email alerts/e-newsletters for information, updates and 

reminders 
• Understand the key tasks required and the key dates and deadlines that need to be met 

 

1 Refer to JCQ’s Notice to Centres - informing candidates of their centre assessed marks 
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• Ensure your centre responds to the National Centre Number Register annual update by the end of 
October 

• Add key dates and deadlines relating to key tasks to your plan 

Note that the key dates for non-JCQ member awarding bodies (or qualifications offered by members that do not 
come under JCQ common arrangements) may vary 

Gather information about exam/assessment periods and add this to your plan, for example: 
• dates of the first and last exams on the common timetable for the November (GCSE) series and summer 

(May/June GCE and GCSE) series, including any designated ‘contingency days’ for examinations in 
summer (in the event of national or significant local disruption to examinations) 

• dates of other exams that may take place within or outside of the common timetable  
• dates/periods of exams/assessments that may take place in other series’, over ‘test weeks’, during 

‘windows of assessment’, on demand etc 

When gathering and collecting information from teaching teams in your centre, set (and publish) clear internal 

deadlines for the return of information. 

• Set appropriate internal deadlines to enable you to effectively meet external deadlines 

• Add internal deadlines to your plan 

Determine if you will be required to manage the conducting of internal exams and tests (such as mock exams 
(PPEs), end of year exams etc) and/or other tests (such as CATs, Yellis, ALIS, UATs etc).  

• Identify how and when these will take place 

• Add relevant dates or testing periods to your plan 

(To understand the acronyms refer to: EXAMS KEY TERMS GLOSSARY) 

From the centre-wide calendar identify if there are any planned events that may impact upon your role, on 
exam rooms or even on exam candidates.  

• This might include events such as an awards evening, parents’ evenings, educational visits, periods of work 

experience etc 

• Add relevant events to your plan 

Identify events or meetings you will be attending and consider other activities which impact upon your role/time 
- add these to your plan. 

Early key dates 

As a priority task in the new academic year (unless as good practice this was undertaken before the end of the 

last summer term) identify any key dates that fall early in the autumn term that may affect your centre and 
take the appropriate action.  

As example, for the (GCSE) November exam series, key dates may include: 

Final date for awarding bodies to make basedata available 

Final date for ordering modified papers using Access Arrangements Online (AAO) 

Final date to submit Form JCQ/CCA – centre consortium arrangements for centre assessed work 
using Centre Admin Portal (CAP) 

Final date for entries 

Final date for requesting transferred candidate arrangements using CAP 

Final date to process applications for access arrangements using AAO 

As example, for the (GCSE and GCE) summer (June) exam series, key dates may include: 

Final date for estimated entries  

https://www.theexamsoffice.org/new-exams-officers/


 

Final date for awarding bodies to make basedata available 

(Refer to JCQ Key Dates and (as updated) make reference to: KEY DATES CALENDAR TOOL / EXAMS TIMETABLE TOOL) 

INFORMATION GATHERING AND INFORMATION SHARING  

Identify all the qualifications your centre is delivering for examination/assessment during the 2022/23 
academic year. 

Liaise with teaching teams to gather this information - this is their field of expertise although you may need to 

point them to awarding body administrative guides when relevant entry code information may not be clearly 
detailed in the awarding body specification they are delivering. 

Formalise this information gathering exercise to provide an audit trail of when information was gathered and 
who provided the information. 

Ensure all relevant qualification information is gathered including: 
• Awarding body 
• Qualification type 
• Specification title and code (where/if different to the entry code) 

• Entry code  
• Option and unit codes (where these may be applicable to the qualification) 
• Exam series 
• Cohort/year group intending to take the qualification 

• Estimated number of candidates 

(See as example: INFORMATION GATHERING FORM TEMPLATE) 

You may choose to gather information towards the end of the summer term to enable forward planning for the 

new academic year and to provide awarding bodies with any early information2 where they may require this. 
Alternatively, you may decide to gather information at the start of the autumn term. 

• Ensure all qualifications are identified - check timetabling or other relevant reports or information held 

in your centre (or in your management information system - MIS) to ensure all qualifications have been 
identified 

• Ideally collate all the information gathered into a summary providing one single/central point of 
reference – this could become your annual qualifications plan  

• Use of such a plan would also be useful to inform contingency planning in case of teaching staff or EO 
absence and to cross reference to as entry deadlines approach to ensure that all entries have been 
made at the appropriate time 

(See as example: ANNUAL QUALIFICATIONS PLAN TEMPLATE) 

Gather information from JCQ and awarding bodies and, where relevant, share with others in your centre. The 
expectation from these organisations is that centres will access information online through websites (including 
secure extranet sites and CAP) and through email updates/e-newsletters. 

• For general exams-related information (that is not subject-specific), EOs are increasingly seen as the 
channel (gatekeeper) through which information is signposted to other relevant centre staff 

• Allocate time to do your research to ensure you are aware of the information that is available online 

relating to the management, administration and conducting of exams and look at ways you might use 
technology to signpost relevant information to appropriate staff in your centre  

• Ensure you are accessing the most up-to-date information where information is academic year specific 

(See as example: JCQ PUBLICATIONS CHECKLIST TEMPLATE) 

 

2 Early information could include estimated entries, intention to offer, intention to teach information etc. where an individual awarding body may 
require this. It could also include final entries submission for an awarding body that has a November series entry deadline very early in the autumn 

term. (An example here is Cambridge Assessment International Education). By providing early information, awarding bodies may also make advance 
materials or early question papers (may also be referred to as preliminary or pre-release materials) available to centres delivering certain subjects 
where information is required for the subject teacher/candidates before exam time. Early information can be an important source of information for 
awarding bodies, used to inform examiner recruitment and to calculate the despatch of exam stationery and early exam papers. 

https://www.jcq.org.uk/exams-office/key-dates-and-timetables/
https://www.theexamsoffice.org/kdct/
https://www.theexamsoffice.org/exams-timetable-tool/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.cambridgeinternational.org/exam-administration/cambridge-exams-officers-guide/phase-1-preparation/key-dates-and-activities/


 

BRIEFING CANDIDATES AND STAFF 

Candidates must be provided with information3 about their exams and assessments. Consider any information 
they may need to be made aware of early in the academic year (or even at the start of their course of study) 

and before exam entries are made. 

Candidate briefings may need to take place at various times (for example, during the planning stage and 
again during the pre-exams stage of the exam cycle) dependent on the qualifications candidates are taking.  

It may be appropriate to deliver a full briefing early in the year, then follow this up before exams take place 
to reiterate information that specifically relates to exam time, the issue of results and the arrangements for 
post-results services. 

Consider information that must be brought to the attention of or shared with candidates (and where relevant, 

parents/carers). 

This includes: 
• the centre’s complaints and appeals procedure 
• the centre’s internal appeals procedure 

• notification of exam entries  
• notification of the dates and times of exams/assessments  
• details of when provisional statements of results will be distributed 
• the arrangements for post-results services and the availability of senior members of centre staff 

immediately after the publication of results  
• the centre’s procedures for how it will deal with candidate requests for post-results services  

Consider how and when relevant JCQ Information for candidates documents for 2022-2023 (which centres 

are required to distribute to all candidates whether electronically or in hard copy format prior to assessments 
and/or examinations taking place) will be distributed to candidates4. 

As example: 

COURSEWORK and/or NON-EXAMINATION ASSESSEMENTS 

(This document tells you about some things that you must and must not do when you are completing your 
work) 

Distribute before candidates start to work on coursework and/or non-examination assessments 
 

PRIVACY NOTICE 

(In order to be able to provide examinations and assessments, the awarding body needs to collect and use 
information about you. This notice provides you with a high level summary of the information the 
awarding body is required by law to give you about what happens to that information)  

Distribute before any candidate’s personal data is shared (for example, 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) 

SOCIAL MEDIA 

Using social media and examinations/assessments  

(This document has been written to help you stay within exam regulations)  

Distribute before candidates start to work on coursework and/or non-examination 
assessments, and take any exams/on-screen tests 

WRITTEN EXAMINATIONS and (where relevant) ON-SCREEN TESTS 

(This document been written to help you. Read it carefully and follow the instructions) 

Distribute before candidates take any examinations/on-screen tests 

 

3 For full details refer to JCQ’s General Regulations for Approved Centres (GR), (section 5) The responsibilities of centres 
4 GR (section 5.8) also states… Candidates must also be made aware of the content of the JCQ Unauthorised items and Warning to Candidates posters 

https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/general-regulations/


 

Also consider how candidates will be made aware of the content of the JCQ Unauthorised items and Warning 
to candidates posters. 

Alongside the delivery of a briefing session(s), consider producing a briefing document (such as a handbook) to 

provide candidates with all the information they need to be aware of/must be notified of/must be obtained5 
from, and include any centre-specific information and instructions you wish to convey to them. 

Determine how it will be confirmed that candidates have been provided with required information. 

(See as example: CANDIDATE EXAM HANDBOOK TEMPLATE and 

CANDIDATE DECLARATION/CONFIRMATION FORM TEMPLATE) 

Consider how teaching staff, particularly newly qualified teachers (NQTs), are briefed so they are aware of 
the exam cycle process in place in the centre for the qualifications they deliver, and the role they may play 
within this. 

Briefing content could include, for example:  

PLANNING 
 

Information gathering and sharing  
Internal (and where relevant, external) deadlines 
Relevant JCQ regulations 
Scheduling of non-examination assessments, etc 

ENTRIES Making entries and providing entry codes 
Avoiding late entries 
Making changes to entries, etc 

PRE-EXAMS Information for candidates 
Submitting marks and candidate work for moderation, etc 

EXAM TIME The people present in exam rooms 
Access to question papers when they are no longer secure, etc  

RESULTS AND 
POST-RESULTS 

Relevant information about results, post-results services and certificates, 
etc  

(See as example: TEACHER GUIDE TEMPLATE) 

REPORTING 

Record/report any issues that may affect your planning that you need to discuss and resolve with your line 
manager. Example issues could include: 

• information not being provided to you by teaching teams when requested 
• internal deadlines not being met  

(See as example: EXAMS OFFICER/LINE MANAGER MEETING REPORT FORM TEMPLATE) 

ENSURING THE SECURITY AND INTEGRITY OF THE EXAM/ASSESSMENT SYSTEM 

(Also refer to: A GUIDE TO MANAGING CONFIDENTIALITY & SECURITY IN THE EXAM CYCLE) 

The secure room and secure storage facility  

Ensure appropriate arrangements are in place so the required conditions6 can be met. 

(See as example: SECURE STORAGE AND CONFIDENTIAL MATERIALS CHECKLIST and 

SECURE ROOM/SECURE STORAGE FACILITY KEYHOLDER AND ACCESS LOG TEMPLATE) 

Check any recent JCQ Centre Inspection Service report(s) and ensure any issues raised have been/are being 
addressed.  

 

5 Refer to GR (section 6.14 and 6.15) regarding Assessment Materials and Assessment Licence  
6 For full details, refer to JCQ’s Instructions for conducting examinations (ICE) (sections 1-5) and GR (including sections 3.6 and 5.3 Security of 
assessment materials) 

https://www.theexamsoffice.org/key-documents/pre-exams/
https://www.theexamsoffice.org/key-documents/pre-exams/
https://www.theexamsoffice.org/key-documents/pre-exams/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.jcq.org.uk/exams-office/general-regulations/
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
https://www.jcq.org.uk/exams-office/general-regulations


 

Confidential materials 

Ensure all the regulations and instructions relating to the confidentiality and security of materials that will be 

sent to the centre in advance of exams/assessments (including the arrangements for handling secure electronic 
materials) are understood and followed.   

(See as example: CONFIDENTIAL MATERIALS: INITIAL POINT OF DELIVERY LOG TEMPLATE, 
 CONFIDENTIAL MATERIALS: RECEIPT, SECURE MOVEMENT, CHECKS AND SECURE STORAGE LOG TEMPLATE and HANDLING 

SECURE ELECTRONIC MATERIALS LOG TEMPLATE ) 

Centre assessed work 

Where relevant/applicable to your role, signpost relevant teaching teams to the requirements7 for keeping 
candidates’ work secure. 

(Also see as example: NEA SECURITY CHECKLIST TEMPLATE) 

Conflicts of interest  

Understand8 what is deemed a conflict and the requirements in relation to what has to be declared and 
recorded. Collect information from any potentially affected centre staff.  

Ensure that:  

• awarding bodies are informed, where required 
• clear records are maintained including detail of the protocols put in place to reduce any potential risk 

to the security and integrity of exams/assessments  
• records are available to a JCQ Centre Inspector/awarding body where these may be requested 

(See as example: DECLARATION OF INTEREST FORM TEMPLATE and CONFLICTS OF INTEREST LOG TEMPLATE) 

ACCESS ARRANGEMENTS AND REASONABLE ADJUSTMENTS 

Confirm how these are managed and administered in your centre for arrangements requiring awarding body 

approval and those that are delegated to centre approval. 

(Also refer to: A GUIDE TO MANAGING ACCESS ARRANGEMENTS) 

INVIGILATION 

To ensure external exams are conducted according to JCQ and awarding body regulations and instructions, a 
centre must provide fully trained invigilators for exams (including computer based and on-screen assessments). 

Review the number of your existing invigilators in an attempt to determine if numbers are/will be adequate to 

cover external exam/assessment periods throughout the year (and internal exam/assessment periods if it is 
your centre policy to conduct these under external exam conditions using invigilators).  

Where and when appropriate, consider the recruitment of additional invigilators.  

(Also refer to: A GUIDE TO MANAGING INVIGILATOR RECRUITMENT AND TRAINING) 

JCQ INSPECTION 

Understand the role of, and be prepared for visits by, the JCQ Centre Inspection Service.  

(Also refer to: A GUIDE TO JCQ CENTRE INSPECTIONS) 

EXAM POLICIES 

Confirm the required exams-related policies/procedures are in place in the centre. These should be annually 

reviewed and updated (where required) to ensure compliance with current regulations and to reflect current 
practice in the centre. Determine who is responsible in the centre for each policy/procedure. 

(Also refer to: POLICY CHECKLIST ) 

 

7 Signpost to JCQ’s Instructions for conducting non-examination assessments / coursework 
8 Refer to GR (section 5.3) Conflicts of interest 

https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/key-documents/access-arrangements/
https://www.theexamsoffice.org/invigilation/invigilationsupportresources/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/exam-policy-templates/
https://www.jcq.org.uk/exams-office/non-examination-assessments/
https://www.jcq.org.uk/exams-office/coursework/
https://www.jcq.org.uk/exams-office/general-regulations/


 

EXAMS REVIEW 

You may plan to undertake a review at the end of the academic year and/or you may decide to review each 

exam series as it comes to an end. Consider the information you may need to gather along the way to inform 
your review(s). 

(See as example: A GUIDE TO MANAGING EXAMS REVIEW) 

EXAM RECORDS MANAGEMENT 

Ensure you are clear on the exams-related information/records that need to be retained once an exam 
series/exam year is over in line with any records management policy in place in your centre. 

(See as example: EXAMS ARCHIVING POLICY TEMPLATE) 

PRIVATE CANDIDATES 

Where it is your centre policy to host private (external) candidates in your centre: 

• Gather any updated information from awarding bodies on the administration of private candidates  
• Prepare any information which needs to be provided to a potential private candidate who approaches 

your centre regarding an exam entry/entries  

(See as example: A GUIDE TO MANAGING PRIVATE CANDIDATES) 

 

 

_____________________________________________________ 

NEXT EXAM CYCLE GUIDE > A GUIDE TO MANAGING ENTRIES 

(Also refer to TERMLY EXAM CHECKLISTS to highlight generic key tasks that may need to be undertaken during each 
stage of the exam cycle) 

https://www.theexamsoffice.org/key-documents/exams-review/
https://www.theexamsoffice.org/exam-policy-templates/
https://www.theexamsoffice.org/key-documents/private-candidates/
http://www.theexamsoffice.org/key-documents/entries/
https://www.theexamsoffice.org/key-documents/termly-exam-checklists/
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