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MEMBER MESSAGE  

The next steps towards planning for the summer exams series following the submission of exam 

entries 

The focus of many exams officers is currently on ensuring that exam entries are made accurately and to the 
21 February deadline. However, there are also a range of additional tasks which exams officers must 
undertake in the coming weeks in preparation for the summer exams series. If you are new to the role, or 

require a ‘refresher update’, our New Exams Officer: February Support Guide and Spring into Summer 
training events will highlight these tasks and explain how they should be successfully undertaken. 

Exams officers should also be aware of other developments in relation to their role, and support materials 
which have been produced in recent weeks. 

Exams Officer Digital Accreditation (EODA) 

The Exams Office has now launched the 2022/23 Exams Officer Digital Accreditation. This timed, 
certificated, online assessment covering ten areas of JCQ publications is available to all member centres as 
part of their membership and should be used by exams officers to confirm their understanding of JCQ 

regulations. This may support their professional development or annual appraisal. 

Addressing and preventing malpractice 

In response to the rise in malpractice during the summer 2022 exams series, The Exams Office February 
article provides hints and tips on addressing and preventing malpractice ahead of the summer series. 

The article includes a definition of malpractice, roles and responsibilities, how to minimise incidents of 
malpractice and what to do when malpractice occurs. 

It is recommended that this article is shared with your line manager. 

The impact of teachers’ industrial action 

As some teaching unions have announced the intention for industrial action to be taken by teachers in the 
coming weeks, the NAEO has produced information and guidance in response to the possible impact this 
may have on examinations and assessments within centres. Exams officers should forward this information to 

their line manager so they can mitigate the risks from such action.   

Conflicts of Interest 

Following a number of emails from members in recent weeks relating to Conflicts of Interest, the NAEO has 
produced an article which supports exams officers in dealing with Conflicts of Interest within their centre. 

Information and guidance is provided on conflicts which must be declared to the awarding bodies, and those 
which must be recorded at centre level with the measures which have been/are being taken to mitigate any 
potential risk to the integrity of the qualifications affected. 

The article also includes specific instances of Conflicts of Interest and the steps which should be taken to 

record any conflicts involving centre staff.  

  

https://www.theexamsoffice.org/new-exams-officers/
https://www.examstraining.org/events/new-exams-officers.aspx
https://www.examstraining.org/events/new-exams-officers.aspx
https://www.theexamsoffice.org/exams-officer-digital-accreditation/
https://www.theexamsoffice.org/exams-office-articles/
https://www.thenaeo.org/
https://www.thenaeo.org/articles/
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Virtual Conference 

All members will be sent information about our Virtual Conference and how any member of centre staff can 

register to view the content which was filmed at our Manchester conference. Access is provided as part of 
your centre membership, and the videos will be accompanied by PDF versions of each presentation.  

___________________________________________ 

FEBRUARY ARTICLE 

ADDRESSING AND PREVENTING MALPRACTICE AHEAD OF THE SUMMER EXAM SERIES defines 
malpractice, the role and responsibilities of key individuals, the steps which centres can take to minimise 
cases of malpractice, and how to deal with instances of malpractice when they do occur  

FEBRUARY EXAMS BLOG 

MANAGING EXAM ENTRIES, LATE ENTRIES, AMENDMENTS, WITHDRAWALS AND ACCESS 
ARRANGEMENTS APPLICATIONS considers the key tasks following the submission of examination 
entries 

___________________________________________ 

TEO NEWS AND UPDATES 

What’s new, updates and reminders from The Exams Office 

National Exams Officer Conferences 

We were delighted to welcome delegates to our conferences in Manchester, Bristol and Leeds during 
January and look forward to seeing Coventry and London delegates at the events in early February. 

(UPDATE) Winter 2023 Virtual Conference 

For those who were unable to attend an event or wanting a reminder, look out for our email to 
members during February regarding accessing and viewing the Virtual Conference.  

Exams Training 

(REMINDER) Spring training events 

A final reminder of our events which prepare exams officers and senior leaders/line managers for the 
summer 2023 exams series. 

The exams officer training is suitable for new exams officers and those requiring a refresher course in 
preparing for, and delivering, a successful summer exams series. 

The senior leader training highlights the areas in which those line managing an exams officer should be 
involved ahead of, and during, the exams series, and how to effectively support their exams officer in 
coming months. 

Online Portal  

(UPDATE) Exams Officer Digital Accreditation 

We are delighted to announce the launch of the 2022/23 Exams Officer Digital Accreditation (EODA) 
on a platform outside of the Online Portal. 

Access to the EODA, a user guide and a video explaining how to access and complete the EODA are 

available on The Exams Office website here. 

https://www.theexamsoffice.org/exams-office-articles/
https://www.theexamsoffice.org/blog-2/
https://www.theexamsoffice.org/blog-2/
https://www.examstraining.org/events/new-exams-officers.aspx
https://www.examstraining.org/events/senior-leaders-line-managers.aspx
https://www.theexamsoffice.org/exams-officer-digital-accreditation/
https://www.theexamsoffice.org/exams-officer-digital-accreditation/
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(REMINDER) Key Dates Calendar Tool 

See the latest update (18 January) here. 

(UPDATE) Policy Generator Tool 

The Exam Contingency Plan template has been updated (to reflect Ofqual’s update (18 January) to the 
Exam system contingency plan: England, Wales and Northern Ireland)  

National Association of Examinations Officers 

(NEW) Messages and Articles 

Chief Executive Officer's Message: The impact of industrial action by teachers upon the examination 
system 

Articles:  

(Exams) Managing Conflicts of Interest 

(Mindfulness and Wellbeing) Setting personal boundaries 

(UPDATE) ‘Rewards’ draw 

The randomly selected winners of the February member rewards draw are:  

Chris Dulieu 
Emma Aherne 

Marie Chapman 
Fiona Macphee 
Susan Wordsworth 

Well done to the members above. A £20 gift voucher will be on its way to you. 

___________________________________________ 

KEY TASKS AND KEY DOCUMENTS 

FEBRUARY key tasks 

A brief summary of main key tasks is provided here. In addition, the spring term checklist provides a general 

overview of key tasks and good practice during the period January to March.  

Note you should always refer to awarding body key dates and timetables information to ensure you are aware of tasks you 

need to be carrying out in line with specific dates and deadlines 

PLANNING 
The focus is now on entries for the Summer 2023 exam series, being managed alongside the 

shorter month of February (with a half term holiday period for some). 

ENTRIES 
Submit final entries for the Summer 2023 exam series prior to the February deadline. 

PRE-EXAMS 

As applicable, prepare for the March 2023 exam series. 

Consider exam preparation tasks for the Summer 2023 exam series. 

RESULTS AND POST-RESULTS 
Submit any final requests for reviews of results or other results enquiries (e.g. Missing and Incomplete 

Results) and final requests for copies of scripts to support teaching and learning – Access to Scripts 
Service, for the November 2022 exam series.  

https://www.theexamsoffice.org/kdct/
https://www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-and-northern-ireland/what-schools-and-colleges-should-do-if-exams-or-other-assessments-are-seriously-disrupted
https://www.thenaeo.org/
https://www.thenaeo.org/
https://www.thenaeo.org/articles/
https://www.thenaeo.org/mindfulness-and-wellbeing/
https://www.theexamsoffice.org/key-documents/termly-exam-checklists/
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For more detailed information on key tasks and JCQ key dates, refer to the monthly support guide added to the website by 

the beginning of each month – see the FEBRUARY guide 

FEBRUARY key documents 

Key documents and resources are provided to support member centres in the management and 
administration of the exams process.  

Templates can be customised for use in centres/content of templates can be used to inform electronic 
processes in centres.  

(UPDATE) New/updated documents/resources to be published this month include: 

NEW EXAMS OFFICER: MARCH SUPPORT GUIDE 
PLANNING: JCQ PUBLICATIONS CHECKLIST TEMPLATE updated 

(REMINDER) Updated documents/resources published during January: 

NEW EXAMS OFFICER:  

- FEBRUARY SUPPORT GUIDE 
- EXAMS KEY TERMS GLOSSARY updated 

PLANNING: THIRD PARTY AGREEMENT TEMPLATE New for 2022/23 
EXAM POLICY TEMPLATES: EXAM CONTINGENCY PLAN TEMPLATE updated (to reflect Ofqual’s 
update (18 January) to the Exam system contingency plan: England, Wales and Northern Ireland)  

______________________________________________________________________________ 

https://www.theexamsoffice.org/new-exams-officers/support-resources/
https://www.theexamsoffice.org/new-exams-officers/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/new-exams-officers/
https://www.theexamsoffice.org/key-documents/planning/
https://www.theexamsoffice.org/exam-policy-templates/

