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RATIONALE 
 
External Examinations 
It is the policy of the School to enter all students for external examinations in all subjects being 
studied.  This ensures students leaving school have the best nationally and internationally recognised 
qualifications it is possible for them to achieve. 
 
Internal Examinations 
School examinations form an essential element of the whole school assessment process in preparing 
students for external examinations. 
 
PURPOSE 
 

1. The purpose of the examinations policy is: 

 To ensure the planning and management of examinations is conducted efficiently and in 
the best interest of candidates. 

 To ensure the operation of an efficient examination system with clear guidelines for all 
relevant staff. 

 
2. The purpose of external examinations is: 

 To achieve nationally and internationally recognised qualifications. 
 

3. The purpose of internal examinations is: 

 To reinforce what students have learnt and achieved, and allow them to identify targets 
for progress. 

 To provide for teachers and students a clear understanding of what has been learnt and 
achieved and which skills have been acquired. 

 To provide students with the experience of taking examinations in a formal situation to 
prepare them for external examinations. 

 
 
PRACTICE 
 
External Examination Entries 
 
Year 7 – 11 students: 

 Students will only be entered early for external examinations if they are expected to achieve 
their potential which will be at or above their target grade.  This will be the decision of the 
subject leader in discussion with their Senior Leadership Team link.  
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Year 12 and 13 students: 

 All students will be entered for external examinations at the end of their course of study. 

 If students have achieved their attainment target and wish to try to improve, they may be 
entered for a resit.  This cost will be covered by the student. 

 
Resits 

 As a rule students will be entered only once for any module.  In exceptional circumstances the 
Subject Leader may request a resit. This will normally be due to failure to reach the expected 
grade.  

 Where a student wishes to resit an examination, parents/carers will be asked to meet the cost 
of entry. 

 Where resits have been specifically requested by the Subject Leaders the school will pay for 
entry. 

 The final decision on entry rests with the Headteacher.  
 
It is the responsibility of everyone involved in the school’s examination process to read, understand 
and implement this policy. 
 
Internal Examinations 
 

 Years 7, 8, 9, 10 and 11 will have calendared examination periods.  These will be determined 
in the previous academic year as part of the assessment calendar. 

 
Study Leave 
 

In year 11 all students will be expected to attend school at the usual time every day until May half 
term.  School uniform must be worn.  At times when students are not taking exams and in order to 
facilitate the best study environment for every student there will be a combination of silent study 
rooms, group study revision rooms, internet access in ICT suites and subject specific revision 
sessions available.  The afternoon session for year 11 will start at 12.45pm and following registration 
students will either attend their afternoon exam, work in school or return home to complete 
independent study.  
 
After half term students will be on study leave and will only be required to attend for exams and 

identified subject revision sessions.  Students will not be expected to wear uniform however clothing 

should be appropriate to the school environment ( no shorts, short t shirts etc.).  Study facilities will 

continue to be available as outlined above.  

 
 

ROLES AND RESPONSIBILITIES 
 
 

1. Headteacher: 

 The ultimate responsibility for examinations lies with the Headteacher, acting for and on 
behalf of the Governing Body. 

 
2. Assistant Headteacher (Data): 

 Has the overall responsibility for the day-to-day organisation of examinations within the 
School and the line management of the Examinations Officer.  

 In consultation with the Headteacher authorises all examination entries. 
 

3. Examinations Officer: 

 Manages all administrative aspects of external and internal examinations in line, where 
appropriate, with Joint Council for Qualifications (JCQ) guidelines, ensuring all staff and 
students are aware of their responsibilities and providing reports as requested for internal and 
external use. (see Appendix 1) 

 
4. Subject Leaders: 
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 Ensure entries are correct for their subjects having discussed and agreed with the SLT link for 
the particular subject area. 

 Ensure that students are entered for levels which allow them to maximise their achievement.  
Level of entry for individual students will be discussed and agreed with the SLT link as well as 
with students and parents/carers as deemed appropriate. 

 Guidance and pastoral oversight of candidates who are unsure about examination entries or 
amendments to entries. 

 Involvement in post-results procedures. 

 Accurate completion of coursework mark sheets and declaration sheets. 

 Accurate completion of entry and all other mark sheets and adherence to deadlines as set by 
the Examinations Officer.  Before submission of information to exam boards, either online or 
for postal submissions details will be checked by at least two appropriate members of staff.  

 In Year 7 and Year 8 all examination papers and instructions for internal examinations are the 
responsibility of subject leaders.  They should ensure proper allocation and distribution of 
papers to groups. 

 In Year 9, Year 10 and Year 11 all examination papers and instructions should be given to the 
Examinations Officer at least 24 hours in advance. 
 

 
5. Head of House  (HOH): 

 In consultation with the Examinations Officer, HOH are responsible for checking and 
distributing timetables to students at least 3 weeks prior to the start of internal examinations. 

 Responsible for distributing external examination timetables to students when made available 
by the Examinations Officer. 

 Ensure students attend examinations at the correct time and in full school uniform in years 7 – 
11. (see study leave arrangements, NB during summer examinations Y11 students wear own 
clothes). 

 Ensure correct procedures are followed, and that students appreciate the importance of the 
experience. 

 Whenever possible for HOH to be present for the start of external examinations. 
 
 

6. SENCO: 

 Liaise with Examinations Officer and notify her of access arrangements (as soon as possible 
after the start of the course). 

 Identification and testing of candidates’ requirements for access arrangements. 

 Provision of additional support during examinations in the form of readers and scribes. 
 
 

7. Invigilators: 

 Distribute examination papers and other material prior to the start of the examination.  

 Provide immediate feedback to identified member of staff with names of absent students, 
which will be given to the front office who will attempt to contact students. (N.B. Senior 
Leadership Team will be on call to collect students if necessary). 

 Collect all examination papers in the correct order at the end of the examination and ensure 
their safe return to the examinations office. 

 Start/finish examinations (when necessary) and invigilate during examinations. 
(N.B. where there is a ‘lone’ invigilator supervising an examination, the Examinations Officer 
or a nominated person will check the timings displayed for students are correct within the first 
10 minutes of the exam starting.  The lone invigilator will have a mobile phone and the contact 
numbers for the Assistant Headteacher and Examinations Officer in order to make contact if 
any issues arise). 

 Notify Examinations Officer of any problems during examinations. 

 Notify Examinations Officer of any suspicion of or actual malpractice during examinations. 

 Assist Examinations Officer in the safe dispatch of examination papers. 
 

8. Candidates 

 Confirm entries. 
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 Understand coursework regulations and sign a declaration that authenticates the coursework 
as their own. 

 Understand general examinations rules and regulations. 
 
Examination Fees 
 

 Where a student has not been prepared for a prescribed public examination by the School, 
the School will make a charge for the cost of entering the student for the examination, as they 
can for entries to non-prescribed examinations whether or not prepared by the School. 

 If a student fails without good reason to complete the examination requirements for any public 
examination for which the School has paid (or is liable to pay) an entry fee, then the School 
will seek to recover the fee from the parent(s)/carer(s). 

 The School may refuse to pay for a student to enter an examination whilst on roll, on the 
grounds that he/she is extremely unlikely to meet the standards required by the Examination 
Board.  If, in the event, the student subsequently passes the examination a full refund will be 
given. 

 Candidates or subject areas 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. Failure to do this will result in either the 
candidate or the department covering all the costs incurred. 

 
 
MONITORING AND EVALUATION 
 

1. The Assistant Headteacher (Data) in consultation with the Examinations Officer, staff and 
students will monitor the effectiveness of the examinations policy through reviewing practice 
and procedure. 

2. The Examinations Officer will present reports when required to the leadership group on entry 
information (November and June), current results and at the end of the academic year note 
any changes which need to be made for the following year. 

3. The exam policy will be reviewed by the Governing Body, Senior Leadership Team, Subject 
Leaders, and the Examinations Officer every three years (or earlier if appropriate). 

 
OTHER RELEVANT POLICIES 
 
Assessment 
Charging and remissions 
Curriculum  
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Appendix 1 
 
Examinations Officer 

 Advises the senior leadership team, subject teachers, form tutors and other relevant support 
staff on annual examination timetables, regulations and application procedures as set by the 
various examination boards. 

 Oversees the production and distribution to staff, governors and candidates of an annual 
calendar for all examinations in which candidates will be involved and communicates regularly 
with staff concerning imminent deadlines and events. 

 Ensures that candidates and their parents/carers are informed of and understand those 
aspects of the examination timetable which affect them. 

 Consults with teaching staff to ensure that necessary coursework is completed on time and in 
accordance with JCQ guidelines. 

 Provides and confirms detailed data on estimated entries. 

 Receives. checks and stores securely, all examination papers and completed scripts. 

 Administers access arrangements and makes applications for special consideration using the 
JCQ Access Arrangements and Special Consideration Regulations and Guidance relating to 
candidates who are eligible for adjustments in external examinations for Years 9 to13. 

 Identifies and manages examination timetable clashes. 

 Accounts for income and expenditures relating to all examination costs/charges. 

 Organises the recruitment, training and monitoring of a team of examinations’ invigilators 
responsible for the conduct of examinations. 

 Ensures that relevant information is available to prepare reports showing results achieved in 
relation to expected grades and comparable data for previous years. 

 Submits candidates’ coursework marks, tracks despatched and returned coursework and any 
other material required by the appropriate awarding bodies correctly and on schedule. 

 Arranges for the dissemination of examination results and certificates to candidates and 
processes any appeals/re-mark requests. 

 Maintains systems and processes to support the timely entry of candidates for their 
examinations. 

 Is responsible for reporting all suspicions or actual incidents of malpractice.  Refer to the JCQ 
document Suspected Malpractice in Examinations and Assessments. 

 Puts no entry signs up at the start of exams and takes them down when each examination 
has finished. 

 Ensures that the quad areas are out of bounds for the duration of the exam period. 

 Informs Heads of Faculty of students who are eligible for extra time or special consideration at 
the start of the academic year or as soon as they are aware of any changes of circumstances.  

 Responsible for ensuring that a lead invigilator takes responsibility for fire evacuation 
procedures during examinations. 

 Liaises with Marketing Manager in order to publish timetables and procedures relating to the 
examinations on the school website. 

 
 


