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1. Trust wide:
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departments with no variations.
o Approved by the IFtL Board of Trustees.
2. Trust core values:

- This policy defines the values to be incorporated fully in all other policies on this subject across all
schools and Trust departments. This policy should therefore from the basis of a localised school /
department policy that in addition contains relevant information, procedures and / or processes

contextualised to that school / department.
o Approved by the IFtL Board of Trustees as a Trust Core Values policy.

o Approved by school / department governance bodies as a relevantly contextualised school /

department policy.

3. School / department policies
- These are defined independently by schools / departments as appropriate
o Approved by school / department governance bodies.



All policies at Glebe Farm School are designed to support the ethos, aims and vision of the school.

This policy should be read in conjunction with the current “Instructions for conducting non-examination
assessments 2020-2021".

1. Rationale

1.1 By examinations we mean the formal assessment of pupils' work, measured against
nationally agreed criteria. The policy will relate to internally and externally assessed
components, and include GCSE courses, BTEC courses, OCR National courses and any other
applied learning courses offered by awarding bodies that lead to a formal qualification. The
external assessment opportunities we provide give our students nationally recognised
gualifications that reward them as successful learners.

1.2 We believe that Glebe Farm School exists to provide the best possible education for all of its
pupils through a commitment to the provision of quality in their learning experiences, as
outlined in our core value statement,  We are ambitious school with a strong sense of
belonging, and with creativity at the heart’

1.3 We believe that no pupil should be denied access to examinations as a result of ethnicity,
gender, disability or special learning needs.

2. Broad Goals

2.1 The purpose of this policy is:

e to ensure that all pupils are able to participate in external qualifications that are
appropriate to their needs.

e to ensure that all pupils are given the opportunity to participate in a qualification route,
to achieve and progress.

e to ensure the planning and management of examinations, coursework and controlled
assessments are conducted efficiently, and in the best interest of all parties

e to meet the regulations as set out by the Joint Council for Qualifications (JCQ).

2.2 The sections below will cover procedures to ensure that we meet our goals.
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Examination Responsibilities

The Headteacher has overall responsibility for the school as an examination centre and must
report to governors. In the absence of the Headteacher as the Head of Centre, overall
responsibility moves to the Deputy Headteacher, Ms E Stewart

The Deputy Headteacher

The Deputy Headteacher, oversees and supports the work of the Examinations Officer, in
relation to all internal and external accredited examination and assessment procedures. She will
work with the Examinations Officer to ensure the administration, organisation and smooth
running of public and internal examinations.

Accountable for the safe and secure conduct of controlled assessments. Ensure assessments
comply with JCQ guidelines and awarding bodies’ subject-specific instructions.

At the start of the academic year, begin coordinating with heads of department/subject leads to
schedule controlled assessments.

Map overall resource management requirements for the year. As part of this resolve:

. clashes/problems over the timing or operation of controlled assessments.
. issues arising from the need for particular facilities (rooms, IT networks, time out of
school etc.)

Ensure that all staff involved have a calendar of events.

In the absence of both the Headteacher and Deputy Headteacher, the Head of Centre
responsibilities will move to the Assistant Headteacher, Mr L Greenwood.

Faculty/subject leaders
Decide on the awarding body and specification for a particular qualification.

Standardise internally the marking of all teachers involved in assessing an internally assessed
component.

Ensure that individual teachers understand their responsibilities with regard to controlled
assessment.

Ensure that individual teachers understand the requirements of the awarding body's
specification and are familiar with the relevant teachers' notes, and any other subject specific
instructions.

Where appropriate, develop new assessment tasks or contextualize sample awarding body
assessment tasks to meet local circumstances, in line with awarding body specifications and
control requirements.

Understand and comply with the general guidelines contained in the JCQ publication
Instructions for conducting internally administered assessments, and Instructions for
conducting non-examinations assessments.

Understand and comply with the awarding body specification for conducting controlled
assessments, including any subject-specific instructions, teachers’ notes or additional
information on the awarding body’s website.

Supply to the Examinations Officer details of all unit codes for controlled assessments.

Obtain confidential materials/tasks set by awarding bodies in sufficient time to prepare for the
assessment(s) and ensure that such materials are stored securely at all times.
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Supervise assessments (at the specified level of control). Undertake the tasks required under
the regulations, only permitting assistance to students as the specification allows.

Ensure that students and supervising teachers sign authentication forms on completion of an
assessment.

Mark internally assessed components using the mark schemes provided by the awarding body.
Submit marks through the exams office to the awarding body when required, keeping a record
of the marks awarded.

Retain candidates’ work securely between assessment sessions (if more than one).

Post-completion, retain candidates’ work securely until the closing date for enquiries about
results. In the event that an enquiry is submitted, retain candidates work securely until the
outcome of the enquiry and any subsequent appeal has been conveyed to the centre.

Ask the appropriate special educational needs coordinator (SENCO) for any assistance required
for the administration and management of access arrangements.

The Examinations Officer

The Examinations Officer manages the administration of public and internal examinations,
and reporting of examination results.

Enters students for individual units, whether assessed by controlled assessment, external
examination or on-screen test, before the deadline for final entries.

Where confidential materials are directly received by the examinations office, to be responsible
for receipt, safe storage and safe transmission, whether in CD or hard copy format.

Ensure that teaching staff complete internal controlled/non-examination assessment marks
using the appropriate examining bodies data format (i.e.: paper mark sheets or on-line systems)
and that these marks have been submitted to the examining boards within the given
timescales.

On the few occasions where controlled/non-examination assessments cannot be conducted in
the classroom, arranges suitable accommodation where controlled/non-examination
assessment can be carried out.

In the absence of the Examinations Officer, the responsibility for the administration of exams
would move to the Deputy Headteacher.

The statutory tests and qualifications offered

The tests and qualifications offered at this school are recommended by the leadership team and
approved by the governors.

Decisions on whether a candidate should not be entered for an individual subject examination
or national curriculum tests will be taken in consultation with the candidate and teaching staff.
The leadership team will make the final decision.

All candidates will be entitled, and enabled, to achieve an entry for qualifications from an
external awarding body.
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Examination Fees
Glebe Farm School will pay all normal examination fees on behalf of the candidates.
Approved late entry or amendment fees are paid for by the school.

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.

The school will pay for one GCSE entry for each candidate per subject examination or unit. If a
pupil wishes to resit an examination a second time (where allowed by the awarding body), the
pupil must be willing to pay the examination fee. There will be no refund of this examination
fee regardless of the examination grade awarded.

If a pupil fails to turn up for their GCSE examination with justifiable reason, i.e. a pupil not
being able to attend due to sickness (a medical note must be provided) or due to unforeseen
circumstances, such as being involved in an accident or a family bereavement, then the school
will pay the cost of the examination. If a pupil fails to turn up for the GCSE examination
without justifiable reason, then the school is at liberty to request that parents reimburse the
school for the cost of the examination fee.

The Disability Discrimination Act (DDA), special needs and access arrangements
DDA

The Disability Discrimination Act 2005 extends the application of the DDA to general
qualifications. The school must ensure that the access arrangements and special consideration
regulations and guidance are consistent with the law using the following procedures:

Special Needs

A candidate’s special needs requirements are determined by the SENCO, doctor and
educational psychologist/special teacher.

The SENCO will inform subject teachers of candidates with special educational needs who are
embarking on a course leading to an examination. The SENCO can then inform staff of any
special arrangements that the individual candidates can be granted during the course and in
the examination.

The SENCO must ensure access arrangements have been applied for.

Access arrangements

Making special arrangements for candidates to take examinations is the joint responsibility of
the SENCO and Deputy Headteacher in charge of Support for Learning and the Examinations
Officer.

Submitting completed access arrangement applications to the awarding bodies is the
responsibility of the SENCO with assistance from the Examinations Officer if needed.

Rooming, invigilation and support for access arrangement candidates will be arranged by the
Examinations Officer.
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Candidates

The JCQ regulations will be published to candidates and staff prior to all external examinations.
These rules will be applied at all times.

Candidates’ personal belongings remain their own responsibility, and the centre accepts no
liability for their loss or damage.

Controlled Assessment/Non-Examination Assessments

We will follow the current Joint Council for Qualifications (JCQ) ‘Instructions for conducting
controlled/non-examination assessments’. This document is updated annually.

Roles and responsibilities of staff involved in controlled/non-examination assessments are
described in section 3.

Controlled Assessment/Non-Examination Assessment Malpractice
Malpractice by students

Malpractice by students is covered by the JCQ booklet “Instructions for conducting controlled
assessments” which is updated and issued by the JCQ each examination year. Students are also
issued with a JCQ Notice to Candidates relating to controlled assessments. This is issued by the
JCQ each examination year. We will apply the same procedures to all our examination courses.

Malpractice by staff

All staff involved with the production and marking of coursework and/or controlled
assessments should familiarise themselves with the procedures covered in the JCQ booklet
“Instructions for conducting controlled assessments”, which is updated and issued by the JCQ
each examination year.

Coursework and controlled assessment marks submitted to the Examinations Officer need to
be checked by the teacher responsible for them. Should an error be identified, the teacher
needs to inform the Examinations Officer immediately. The Examinations Officer will amend
the marks if they have not yet been submitted to the examination board. If marks have
already been submitted to the board, the Examinations Officer will contact the board and
appeal the mark.
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Appeal for review of marking of centre assessment marks
(GCSE controlled assessments and non-examination assessments)

Glebe Farm School is committed to ensuring that whenever its staff assess candidates’ work
this is done fairly, consistently and in accordance with the awarding body’s specification and
subject-specific associated documents.

Candidates’ work will be assessed by staff who have appropriate knowledge, understanding and
skill, and who have been trained in this activity. Glebe Farm School is committed to ensuring
that work produced by candidates is authenticated in line with the requirements of the
awarding body. Where a number of subject teachers are involved in marking candidates’ work,
internal moderation and standardisation will ensure consistency of marking.

Glebe Farm School will ensure that candidates are informed of their centre assessed marks, so
that they may request a review of the centre’s marking before marks are submitted to the
awarding body.

Glebe Farm School will inform candidates that they may request copies of materials to
assist them in considering whether to request a review of the centre’s assessment of the
work.

Glebe Farm School will, having received a request for copies of materials, promptly make them
available to the candidate.

Glebe Farm School will provide candidates with sufficient time in order to allow them to
review copies of materials and reach a decision.

Glebe Farm School will provide a clear deadline for candidates to submit a request for review
of the centre’s marking. Requests will not be accepted after this deadline. Requests must be
made in writing outlining the reason for the request.

Glebe Farm School will provide a clear deadline for candidates to submit a request for review
of the centre’s marking. Requests will not be accepted after this deadline. Requests must be
made in writing outlining the reason for the request.

Glebe Farm School will allow sufficient time for the review to be carried out, to make
any necessary changes to marks and to inform the candidate of the outcome, all before
the awarding body’s deadline.

Glebe Farm School will ensure that the review of marking is carried out by an assessor
who has appropriate competence, has no previous involvement in the assessment of that
candidate and no personal interest in the review.

Glebe Farm School will instruct the reviewer to ensure that the candidate’s mark is consistent
with the standard set by the centre.

The candidate will be informed in writing of the outcome of the review of the centre’s marking.

The outcome of the review of the centre’s marking will be made known to the head of centre.
A written record will be kept and made available to the awarding body upon request.

The moderation process carried out by the awarding bodies may result in a mark change,
either upwards or downwards, even after an internal review. The internal review process is in
place to ensure consistency of marking within the centre, whereas moderation by the awarding
body ensures that the centre marking is in line with national standards. The mark submitted to
the awarding body is subject to change and should therefore be considered provisional.
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External Results, enquiries about results (EARs) and access to scripts
Results

Candidates will receive individual result slips on results day either in person at the centre or by
post to their home addresses.

Candidates who are not able to collect their results from the school on results day may
nominate a person to collect them on their behalf. Candidates must request this via the
Examinations Officer prior to results day and the nominated person must be able to provide
valid ID on the point of collection. Nominated persons should not be changed without prior
notice being given to the Examinations Officer.

Enquiries about results (EARs)

The learner has the right to appeal against assessment decisions for externally set assignments
for all qualifications.

All EARs must be submitted via the school and meet the criteria as set out in the ‘GCSE
Examinations — External Appeals Procedure’ which is made available to all candidates on
results day.

EARs may be requested by staff (with candidate’s consent) or candidates if there are reasonable
grounds for believing there has been an error in marking.

If a result is queried, the Examinations Officer, teaching staff or Deputy Headteacher will
investigate the feasibility of asking for a review of marking at the school’s expense, provided it
meets the criteria of the ‘Review of Marking Policy’ Appendix 1.

When the school does not uphold an EAR, a candidate may apply to have an enquiry carried out.
(If a candidate requests this against the advice of the school, they will be expected to pay the
relevant examination board fees).

After the release of results, candidates may ask subject staff to request the return of papers
within three day’s scrutiny of the results. (If a candidate requires this against the advice of
subject staff, they will be charged).

Staff may request scripts for investigation or for teaching purposes. For the latter, the consent
of candidates must be obtained for copyright reasons.

GCSE reviews of marking cannot be applied for once an original script has been returned.
Certificates
Certificates are collected and signed for by the candidate.

Certificates may be collected on behalf of a candidate by a third party, provided they have been
authorised to do so by the candidate and the third party can produce valid ID at the point of
collection along with a signed letter of permission from the candidate.

Replacement certificates are only issued if a candidate agrees to pay the costs incurred.

The school retains certificates for six years.
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BTEC and OCR National Assessment and Moderation
Assessment

Assessors need to use current standards and where more than one assessor is involved the
course leader is responsible for ensuring that these are applied consistently.

Assessors need to check that the work submitted is that of the learner.

Assessors will provide appropriate interim feedback to students' work in accordance with the
school feedback policy and the qualifications procedures. This will offer students the opportunity
to complete the work to a higher standard by an agreed deadline.

Internal Verification

Internal verification is intended to drive the quality of assessment. This process demonstrates
to the awarding body that we are acting effectively.

Records of internal verification must be kept securely by the course leader and used to inform
the Quality Review and Development (QRD) process.

Lead internal verifiers for each course will be agreed with the Quality Nominee by July of each
year, prior to the course starting in September. This person will take overall responsibility for
assessment and quality assurance of a BTEC subject. The lead internal verifier must participate
in induction training and a standardisation activity provided by the awarding body.

The Quality Nominee must check that the lead internal verifiers have completed induction and
standardisation leading to accreditation.

The course leader will prepare a course, assessment plan and Internal Verification schedule. This
will be agreed with the Internal Verifier(s) for the course by the end of September each academic
year and sent to the Quality Nominee and Exams Officer. Assignment briefs will be written and
internally verified before they are shared with the students. Any amendment to the assignment
brief set, will be sent to and authorised by Pearson and internally verified before being
distributed to students.

Sampling needs to cover all units and all assessors. This will be provided by the assessor to the
internal verifier by the dates specified in the Internal Verification schedule and the assessment
plan, along with assessment decisions and records for all students in the groups. Sampling does
not need to take place only at the end of a unit and can be used after a few grading criteria have
been completed and assessed.

Where the internal verifier deems that any assessment decisions are inaccurate they must agree
a date with the assessor by which the changes that are needed should be made. The internal
verifier will then need to confirm that this has been done and may request a different sample.

Recognition of prior learning policy and process

In the case of pupils transferring between schools, the school’s Examination Officer will liaise
with the examining body to ensure where possible any prior units of work and their BTEC
registration are transferred to the new centre

The school will refer to the guidelines as set by Pearson’s ‘Recognition of prior learning policy
and process’ which is available on the Pearson (Edexcel) website. A copy of this document should
be included in all the BTEC subject folders.
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Monitoring Evaluation and Review
This policy will be reviewed every two years by the Deputy Headteacher.

The Deputy Headteacher has overall responsibility for the successful implementation of this
policy.

Subject team leaders are responsible for monitoring the successful implementation of the
policy within their subject teams.

The Examinations Officer is responsible for monitoring the successful implementation of the
examination administration contained in this policy.



APPENDIX 1

Glebe Farm School will submit a request for a review of marking and pay for that review for students who
have reached the following criteria:

e Students who were no more than 2 marks away from a Grade 4 in either English Language
or English Literature. i.e. if both subjects are no more than 2 marks away, only one paper will
be paid for by the school.

*NB - If a student has attained a Grade 7 in English Language and a Grade 3 in English Literature (2 marks from
a Grade 4), the school will NOT pay for the literature paper to be remarked, as the student achieved a grade 7
in English Language.

e Students who were no more than 2 marks away from a Grade 4 in Mathematics

e Students who were no more than 2 marks away from a Grade 5 in either English Language
or English Literature. i.e. if both subjects are no more than 2 marks away, only one paper
will be paid for by the school.

*NB - If a student has attained a Grade 6 in English Literature and a Grade 4 in English Language (2 marks from
a Grade 5), the school will NOT pay for the language paper to be remarked, as the student achieved a grade 6
in English Literature.

e Students who were no more than 2 marks away from a Grade 5 in Mathematics

o Review of marking for students who were no more than 2 marks away from a Grade 4 in all
other subjects will be considered at the discretion of the subject leader and with the
agreement of the Deputy Headteacher with responsibility for assessment. Grade 4 is
regarded as a standard pass threshold, and would for example be important if a student is
seeking to progress to further study in that subject.

Any student who is more than 2 marks away from achieving the next grade can request that the school put
in a review of marking for them but they will have to pay for that review themselves.

Please be aware that examination boards charge for each paper reviewed and some subjects have 2 or 3
papers that have been taken by the student to achieve the overall grade, and therefore when requesting a
review of marking, may need to have more than one paper reviewed. We suggest that students speak with
their subject teacher.

The charges for a review of marking for a single paper for each board are detailed below.

QA £40.35
Pearson £42.40
OCR £61.50
For students who need to pay for their review of

marking no review will be submitted until payment has been received. This would need to be in cash
(correct money as no change can be given). If the review is successful and the grade changes the school
will refund the payment. All requests for reviews of marking should be submitted to Mrs Wilkinson,
Examinations Officer.



