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Introduction
The underlying principle followed in drafting this Examinations Policy has been the requirement to
reflect the school’s stated aim of “to achieve the best possible results for each student at external
examinations”.
It is intended to provide information and guidance on the following aspects of external examinations:
Section 1) Examination entries including those for students with Access arrangements
Section 2) Controlled assessment, Coursework and non-examination assessments
Section 3) Action by, and timetable for, staff input
Section 4) Payment of fees
Section 5) Enquiries on results
Section 6) Study Leave
Section 7) General procedures:













Late arrivals
Absentees

Separate invigilation within the centre
Overnight supervision arrangements
Food and drink in the exam rooms
Managing behaviour in exam rooms
Candidates leaving the room temporarily
Access arrangements
Special Consideration
Exam Archiving
Retention of certificates

The School will follow the Regulations of the Awarding Bodies and Ofqual and will report any
incidents and/or breaches of regulations in accordance with the requirements.

Date of Last Review: November 2019 by Hca/DSa
Date of Next Review: September 2020
2

Queen Elizabeth II High School
Examinations Policy

Section 1 – Examination Entries
All Key Stage 4 and 5 students will be entered for external examination in every subject they study.
In the exceptional circumstances a student may be excluded from entry; the final decision in this case
will be made by the Director of Key Stage and the Assistant Head (Exams).
If the student will not be able to achieve a grade they will not be entered for the examination.

Key Stage 4
iGCSE/GCSE Examinations/ SQA and BTEC qualifications
The main form of assessment at the end of Key Stage 4 for students following the Manx National
Curriculum will be iGCSE/GCSE examinations in their subjects of study. Some subjects are assessed
as BTEC qualifications.
In very special circumstances the Director of Key Stage and the Assistant Head (Exams) may agree a
reduced curriculum, after discussion with parents and with the agreement of subject teachers. All
modified timetables must be approved by Governors.
For a very small minority of students, alternative courses and qualifications at level one may be
offered. A rationale regarding evidence to support entry to this course, and a programme of study to
include flexibility to allow access to level two for students making good progress, will be necessary.
The final decision in these cases will be made by the Director of Key Stage and the Assistant Head
(Exams), with regard to the overall curriculum provision for the student.

Key Stage 5
Starting A-level courses is limited to those who meet the entry requirements set out in the Entry to
the Sixth Form Policy.
Students who are not making the required progress by the end of Y12 and seem unlikely to pass the
A-level will be advised to consider their options

Section 2 – Controlled Assessment/Coursework/Non-Examination
assessments
Controlled Assessment, Coursework and Non-Examinations Assessment Guidelines are reproduced at
Annex 1, 2 and 3 to this document. Students are responsible for making sure that Controlled
Assessment, Coursework and Non-Examination Assessments are their own work and that they
comply with exam board regulations. Failure to produce Controlled Assessment, Coursework and
Non-Examination assessment will not be accepted as the sole reason for withdrawing the entry of a
candidate. It is unlikely that candidates will fail to produce Coursework. Guidelines are strictly
adhered to, and appropriate action is taken at the intermediate monitoring stages. If however,
failure to produce Coursework means the student is unable to achieve a grade, then the exam entry
will be withdrawn.
Reference should be made to the Management of Non-Examinations assessments policy and the
Internal Appeals Procedures for GCSE and GCE Examinations.
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Section 3 - Action by, and timetable for, staff input
Actions to be taken by the Examinations Officers
1)

A calendar of dates and deadlines will be issued to Heads of Subject and will be displayed on the
Examinations noticeboard and on Its Learning as soon as available regarding:






submission of Controlled Assessment/Coursework/Non-Examination Assessment;
examination entries;
amendments to entries;
results and enquiries upon results.

2)

“Statement of Entry” will be issued to candidates after entries have been entered on to SIMS.
Candidates to check personal details and exam entries (1st check).
Entries sent to Examinations Board.
An examination schedule will be issued to each candidate (2nd check).
Amendments of entries will be sent to Examinations Boards, where necessary.
Manage the organisation and invigilation of exams, including exam clashes and any supervision
required.
Supports the head of centre in ensuring that awarding bodies are informed 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.
Process the applications for Access Arrangements and special consideration for relevant
students, liaising with Examination Boards and the School’s Support for Learning and Unit,
ensuring compliance with DDA. Ensures invigilators support access arrangement candidates,
fully understand the role of the facilitator and what is and what is no permissible in the exam
room.

3)
4)
5)
6)
7)

8)

Action to be taken by the Head of Subject
1)

2)
3)

4)
5)

6)

It is extremely important that any change of syllabus, or the introduction of a new syllabus, is
discussed with the Head, Deputy Head or Assistant Head. There are many potential
ramifications for a change of course – e.g. invigilation increase in costs, higher costs of entry to
some awards – and all of these must be clarified prior to the introduction of a new course. If
approved this should then be brought to the attention of the Examinations Officer as soon as
possible.
Discussion of entries with candidates and parents/carers must take place in advance of
submitting entries to the Examination Officer.
Once entries have been submitted to the Examinations Officer subject teachers must inform
candidates of the subject title and tier of entry in each subject – this is essential for the checks
procedures above.
Entries to be checked from a completed marksheet and returned to the Examinations Officer no
later than the deadline provided.
Amendments to entries to be made as early as possible, and before the “no fee” deadline. It is
vital that the Examinations Officer is informed when a student drops a subject or changes a unit
tier.
Late entries and amendments made after the “no fee” deadline will be paid for by the
department initiating the request.
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Section 4 – Payment of Fees
1)
2)
3)
4)

The school will pay registration, entry and certification fees for candidates entering an
examination for the first time.
In line with Department of Education and Children policy, candidates must pay for subsequent
entries when re-sitting examinations.
It is the student’s responsibility to liaise with the Examinations Officer about all aspects of resits, including relevant information and meeting deadlines.
The school reserves the right to invoice the parents of students who fail to attend an exam
without a reasonable excuse for absence.

Section 5 – Enquiries about Results
1)
2)

3)

4)
5)

Results will be issued only to the student concerned unless written authorisation is given by the
student to permit another person to collect the results.
An individual enquiry about results must be initiated and paid for by the candidate. Although a
teacher may assist the student in interpreting the module raw mark scores a review must be the
candidate’s decision – as marks/grades could be lowered as a result of the review. NB Parents
may not initiate a review on their child’s behalf.
In exceptional cases, and with the permission of the candidates, an enquiry may be requested
by the Head of Subject if there is serious concern over the award of component marks or final
grades in their subject.
All enquiries must be initiated by the published deadlines.
Heads of Subject may request marked scripts, the costs of which will be met from their
departmental budget, however the following regulations apply:
i)

If it is intended to use the scripts as examples for other students their written permission
will be required;
ii) Written permission of the candidate is required in all circumstances.
6)
7)

Requests will only be processed on the advance payment of the relevant fee.
All enquiries upon results must be dealt with by the Examinations Officer.

Section 6 – Study Leave
Study leave will only be granted, one session before the timetabled exam.

Date of Last Review: November 2019 by Hca/DSa
Date of Next Review: September 2020
5

Queen Elizabeth II High School
Examinations Policy

Section 7 – General Procedures
Late arrivals
Invigilators are briefed on the procedure for dealing with late/very late arrival of candidates
through training.
If a candidate is late for their exam, the Exams Officer or a member of the Support Staff will
ring the candidate or candidates’ parents. If necessary they will be collected and brought to
school.
If candidates arrive less than one hour after the published start time of the examination,
they are admitted to the exam room by the Exams Officer and given the full time for the
examination.
If candidates arrive more than one hour after the published start time of the examination or
after the key time for Cambridge Assessment, they are admitted to the exam room by the
Exams Officer then interviewed after the exam to determine the reason for the lateness. A
Form JCQ/Report or Cambridge Exam Day Form 3 is completed and sent to the awarding
body. The candidate is advised that the script may not be accepted by the awarding body.

Absentees
Invigilators are briefed on the procedure for dealing with absent candidates through
training.
If a candidate is late for their exam, the Exams Officer or a member of the Support Staff will
ring the candidate or candidates’ parents. Candidates are asked to ring the school as soon as
possible to confirm if they are unable to attend.
If the candidate is unwell or unable to attend for an acceptable reason, evidence will be
asked for/established.
Special consideration in cases of acceptable absences is applied for providing the minimum
requirement for enhanced grading has been met.
Candidates are charged the relevant entry fee for unauthorised absence from exams.
Separate invigilation within the centre
Separate invigilation is arranged in cases only where there is an established need i.e. the
candidates is using a prompter or a scribe or due to a substantial and long term impairment
established within centre. Separate invigilation must reflect the candidate’s normal way of
working in internal school tests and mock examinations as a consequence of a long term
medical condition or long term social, mental or emotional need. The Learning Support
Manager will provide details of the separate invigilation requirements to the Exams Officer
prior to the exam season.
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Overnight supervision arrangements
Overnight supervision is arranged when candidates are entered for multiple examinations
(three or more examinations) timetabled for the same day and the total duration for these
papers is:
a) more than six hours for GCE examinations (AS, A-level), including approved extra
time allowances and/or supervised rest breaks; or
b) more than five and a half hours for IGCSE/GCSE examinations, including approved
extra time allowances and/or supervised rest breaks;
Candidates may, at our discretion, be allowed to take the examination the following
morning, including Saturdays. Candidates are not allowed to take examinations on an
earlier day than that scheduled on the timetable.
Where overnight supervision is required, we will appoint a member of centre staff or an
invigilator to supervise the candidate at all times while he/she is on the premises sitting
examinations. The candidate must be under centre supervision from 30 minutes after the
awarding body’s published starting time for the delayed examination. We will ensure there is
no contact with other candidates.
The supervision of a candidate on journeys to and from the centre and overnight may be
undertaken by the candidate’s parent/carer or centre staff. We will determine a method of
supervision which ensures the candidate’s wellbeing.
The overnight supervision arrangements must ensure that the candidate does not have
advance warning of the content of the examination deferred until the following morning.
This means the candidate must not meet or communicate with anyone who may have
knowledge of the content. This includes any form of electronic communication/storage
device, e.g. telephone and radios, which could report key details of the day’s examinations.
We will arrange for the supervisor to complete the Timetable variation and confidentiality
declaration for overnight supervision.
Food and drink in the exam rooms
Candidates are allowed to bring in water providing the label has been removed. No food
(unless there are medical reasons) or drink is allowed, this includes canned or cartons of
drinks, chewing gum or any other food – these items will be confiscated.

Managing behaviour in exam rooms
The Head of centre has the authority to remove a candidate from the examination room, but
should only do so if the candidate would disrupt others by remaining in the room.
Senior Leaders will provide support for the Exams Officer and invigilators when dealing with
disruptive candidates in exam rooms.
The invigilators/Exams Officer/Head of Centre will complete the exam room incident log
recording any incidents or irregularities.
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The Exams Officer and Head of centre will interview the candidate concerned. After the
incident has been investigated the Exams Officer will report malpractice to the awarding
body if appropriate. The candidate will be informed of the consequences of reporting the
malpractice incident to the awarding body.
Policy on leaving the exam room temporarily
Candidates who are allowed to leave the examination room temporarily for a rest break or
illness are accompanied by the Exams Officer or a member of staff (Not teaching staff).
Candidates will be allowed extra time for those allowed rest breaks due to medical reasons.
Access arrangements
The centre complies with its obligations in respect of identifying the need for, requesting
and implementing access arrangements. The Learning Support Manager will provide the
Exams Officer with a candidate’s evidence of need by providing Form 8 – JCQ Access
arrangements, Profile of Learning Difficulties. The Exams Officer will process the access
arrangement online. The original Form 8’s are held in the Data and Assessment Office. The
AEN Register is referred to when seating exam candidates to ensure their individual needs
are met. Cambridge Assessment access arrangements are requested by completing
Preparation – Form 1 for non-delegated access arrangements or Preparation – Form 4 for
centre-delegated access arrangements. Cambridge Assessment applications have to be
made for each exam series by the published deadlines.
The qualifications of the Learning Support assessors are checked annually.
Special consideration
The Exams Officer will process and apply for appropriate requests for special consideration
to awarding bodies after gathering evidence which may need to be provided by candidates
or other staff in centre.
JCQ awarding bodies – applications are processed seven days after the exam season has
finished or on an ad hoc basis.
Cambridge Assessments – applications are processed seven days after the exam or on an ad
hoc basis.
Exam archiving policy
The Exams Officer will keep records and exam certificates as required by JCQ and awarding
bodies for the required period.
Retention of certificates
We will:
Retain all unclaimed certificates under secure conditions for a minimum of 12 months from
the date of issue.
Destroy any unclaimed certificates confidentially, and keep a record.
Return any certificates requested by the awarding bodies.
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Annex 1 – Coursework Guidelines
Examinations Officer
1.

Candidates’ attention must be drawn to the appropriate regulations at an early stage by issuing
Information to Candidates (see notices) through tutors early in Year 10. The importance and
significance of the declaration will be reinforced at an assembly early in Y11.

2.

Investigating doubts about authenticity. All doubts about the validity or authenticity of work
should be investigated immediately. The subject teacher must inform the Examinations Officer
at this stage to discuss appropriate action.

3.

Security. The safe keeping of coursework is of great importance, students must not have free
access to current coursework once it is in the teacher’s charge. Similar arrangements must be
made regarding work from previous years.

Subject Staff
4.

Reinforce the appropriate regulations reference the Information to Candidates (see point 1
above) – it is important that this happens early in Year 10, to send the message that coursework
is ongoing, and not something dealt with solely in Year 11. At this stage it is also important to
clarify the requirements for the particular piece(s) of work. Inform students of the criteria for
the award of marks and the procedures for requested a review of marks prior to submission the
Awarding Body.

5.

Ensure that all candidates entitled to access arrangements receive them whenever Controlled
Assessment, Coursework or Non-Examination Assessment is in progress. Liaise with Support for
Learning well in advance to organise support as required. Check up to date lists for those with
access arrangements and if necessary confirm with Examinations Officer.

6.

Set dates for intermediate progress targets and final deadline. Check work regularly and note
progress at intermediate target dates – take action, if necessary, as soon as concerns arise. Any
action taken must include informing parents and form tutors. Encourage pupils to retain draft
material which supports their personal progress.

7.

Standardise marking at an early stage. Use material from the previous year if appropriate – this
reduces the possibility of inconsistencies causing large scale remarking at a very late date.

8.

Remind candidates of the significance and importance of the Candidate record form at the end
of the course – all candidates submitting Coursework must sign the form. All doubts about the
validity or authenticity of work should be investigated immediately. The subject teacher must
inform the Examinations Officer at this stage to discuss appropriate action.

9.

Be aware of the administrative requirements prior to the despatch of work to the Examination
Board – this is stated in the syllabus.

10. Have work ready for despatch on or before the school deadline.
11. Keep coursework in your charge under secure conditions throughout – this is valid until 23rd
November in the academic year following the examination.
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