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1. Purpose of policy and guiding 
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2.4. The Data Manager (N.B. In some academies within the trust, this role is shared. Please refer to 
local academies re: roles and responsibilities) 
They are responsible for: 

¶ preparing and presenting reports to the SLG showing results achieved in relation to expected 
grades and comparable data for previous years, indicating where future procedural 
improvements might be made 

¶ liaising with the SENCo to ensure accurate exchange of information relating to candidates 
with access arrangements 

¶ analysis of exam results. 
2.5. The Senior Leader responsible for the curriculum 

They are responsible for: 

¶ organisation of teaching and learning 

¶ external validation of courses followed at Phase 2/post-16 

¶ guidance and careers information.(N.B. in some academies within the trust, this role may be 
assumed by an Assistant or Vice Principal) 

2.6. Department/Curriculum Leaders 
They are responsible for: 

¶ guidance and pastoral oversight of candidates who are unsure about exam entries or 
amendments to entries 

¶ 
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3. Qualifications 
 

3.1. The centre offers a wide range of qualifications as decided by the Principal, Vice Principal, 
Assistant Principal and Curriculum Leaders. 

3.2. The subjects offered for these qualifications in any academic year may be found in the centre's 
published prospectus for that year.  Where there has been a change of syllabus the head of 
department must inform the exams office by the end of September. 
  

4. Exam procedures 
  

4.1. Exam Series and Timetables 
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¶ rooming for access arrangement candidates will be arranged by the Exams Officer 

¶ invigilation and support for access arrangement candidates will be organised by the SENCo 
with the Exams Officer 

 
6. Managing Invigilators and Exam Days 

 
6.1. Managing invigilators 

¶ wherever possible external staff invigilate all examinations, only in exceptional circumstances 
should academy staff invigilate examinations 

¶ recruitment of invigilators is the responsibility of the Exams Officer 

¶ the training of invigilators is the responsibility of the Exams Officer 

¶ ensuring that invigilators have been recruited in line with safer recruitment processes is the 
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¶ candidates must inform the Exams Officer of any situation likely to impair their performance in 
the exam.  Such situations may include illness, bereavement or any other trauma 

¶ the candidate must support any special consideration claim with appropriate evidence within 
three days of the exam, for example by providing a letter from the candidate's doctor 

¶ the Exams Officer will then forward a completed special consideration Form 10 to the relevant 
awarding body within seven days of the last exam in the series in each subject (although late 
applications may be accepted at the discretion of the awarding body). 

 
8. Internal Assessments and Appeals 

 
8.1. It is the duty of Curriculum Leaders to ensure that all internal assessment is ready for despatch 

at the correct time.  The Exams Officer will assist by keeping a record of each despatch, including 
the recipient details and the date and time sent. 

8.2. Marks and appeals 

¶ Marks for all internally assessed work and estimated grades are provided to the exams office 
by the heads of department. 

8.3. Appeals against internal assessments 

¶ appendix 4 details the appeals process  

¶ appeals can only be made against the process leading to an assessment.  There is no appeal 
against the mark or grade awarded 

¶ candidates may appeal if they feel their coursework has been assessed unfairly, inconsistently 
or not in accordance with specification for the qualification. 

8.4    Appendix 6 contains details of the procedure regarding internal appeals for access arrangements 

and special considerations. 

 
 
9. Results 

 
9.1. Candidates will receive an individual results slip on results days, either in person at the centre or 

by post to their home address (candidates to provide self-addressed envelope). 
9.2. Arrangements for the centre to be open on results days are made by the head of centre. 
9.3. The provision of staff on results days is the responsibility of the head of centre. 
9.4.
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Invigilators 

¶ by attending training, ensure they understand what to do in the event of an emergency in the exam 
room 

¶ follow the actions required in the emergency evacuation procedure issued to them for every exam 
room 

¶ confirm with the Exams Officer, where different procedures or assistance may need to be provided 
for a disabled candidate they are invigilating. 

 
Other relevant centre staff 

¶ support the senior leader, SENCo, Exams Officer and invigilators in ensuring the safe emergency 
evacuation of exam rooms. 

 
Emergency evacuation procedure 

 
Invigilators are trained in this procedure and understand the actions they must take in the event of a 
fire alarm or other emergency that leads to an evacuation of the exam room.  

 
Actions to be taken  
(as detailed in the current JCQ Instructions for conducting examinations chapter 18, Emergencies). 
 

¶ stop the candidates from writing 

¶ collect the attendance register (in order to ensure all candidates are present) and evacuate the 
examination room in line with the instructions given by the appropriate authority 

¶ candidates should leave the room in silence 

¶ candidates should be taken to the decking at the SW corner of the MUGA – which is the safe 
collection point.  However, they will remain in the SW corner of the MUGA separated from other 
students and will return to the examination room – when safe to do so – separated from the 
remaining academy cohort 

¶ make sure that the candidates are supervised as closely as possible while they are out of the 
examination room to make sure there is no discussion about the examination 

¶ make a note of the time of the interruption and how long it lasted 

¶ allow the candidates the full working time set for the examination  

¶ i

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Appendix 2 
 
Procedure for Identifying Candidates in an Examination 
 
1. At the start of examinations, senior members of academy staff and pastoral staff (authorised by the 

Head of Centre) are available to supervise the candidates entering the examination hall and 
examination rooms and sitting down at their desks.
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Appendix 3 - Word Processor Policy  
 
Introduction 
This document is the Word Processor policy for Trinity MAT.   
References to 'AA' relate to JCQ Access Arrangements and Reasonable Adjustments 2017/18 and ICE 
to JCQ Instructions for conducting examinations 2017/18. 
 
1    Principles for using a word processor (AA 5.8) 
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3    Word Processor and their programmes 
 

¶ (ICE 8.8) Word processors are used as a typewriter, not as a database, although standard 
formatting software is acceptable. 

¶ (ICE 8.8) Word processors have been cleared of any previously stored data, as must any portable 
storage medium used. An unauthorised memory stick is not permitted for use by a candidate. Where 
required, candidates are provided with a memory stick, which has been cleared of any previously 
stored data, by a nominated member of centre staff. 

¶ (ICE 8.8) An unauthorised memory stick is not permitted for use by a candidate. 

¶ (ICE 8.8) Where required, candidates are provided with a memory stick, which has been cleared of 
any previously stored data, by a nominated member of centre staff. 

¶ (ICE 8.8) Word processors are in good working order at the time of the examination. 

¶ (ICE 8.8) Word processors are accommodated in such a way that other candidates are not disturbed 
and cannot read the screen. 

¶ (ICE 8.8) Where a candidate using a word processor is accommodated separately, a separate 
invigilator is used. 

¶ (ICE 8.8) Word processors are either connected to a printer so that a script can be printed off, or 
have the facility to print from a portable storage medium. 

¶ (ICE 8.8) Documents are printed after the examination is over. 

¶ (ICE 8.8) Candidates are present to verify that the work printed is their own. 

¶ (ICE 8.8) Word processed scripts are attached to any answer booklet which contains some of the 
answers. 

¶ (ICE 8.8) Word processors are used to produce scripts under secure conditions, and if they are not 
then Trinity Academy Halifax are aware that they may be refused by the awarding body. 

¶ (ICE 8.8) Word processors are not used to perform skills which are being assessed. 

¶ (ICE 8.8) Word processors are not connected to an intranet or any other means of communication. 

¶ (ICE 8.8) Candidates are not given access to other applications such as a calculator (where 
prohibited in the examination), spreadsheets etc. when using a word processor. 

¶ (ICE 8.8) Graphic packages or computer aided design software is not included on a word processor 
unless permission has been given to use these. 

¶ (ICE 8.8) Predictive text software or an automatic spelling and grammar check is disabled unless 
the candidate has been permitted a scribe or is using voice recognition technology (the script must 
have a scribe cover sheet attached), or the awarding body's specification permits the use of 
automatic spell checking. 

¶ (ICE 8.8) Speech recognition technology is not included on word processors unless the candidate 
has permission to use a scribe or relevant software. 

¶ 





Appendix 5 – Risk management process Trinity Academy Halifax 
This document highlights the potential risks involved in the arrangements, planning and execution of the Exams cycle. 
 

Risks and issues 
 

Possible remedial action Staff  

Forward planning Action 

Timetabling 

Assessment schedule clashes with 
other activities 

Plan/establish priorities well ahead (e.g. 
start of academic year) for all subjects or 
lines of learning    

Plan dates in consultation with school 
calendar – negotiate with other parties 

 
SLG - NCE 

Too many assessments close together 
across subjects or lines of learning 

Plan assessments so they are spaced 
over the duration of the course  

Space assessments to at least allow 
candidates some time between 
assessments 

SLG – NCE  
EO - GS 

Accommodation 

Insufficient space in classrooms for 
candidates 

Once group sizes are known at the start 
of the year, flag instances where regular 
classroom space may not be suitable to 
conduct controlled assessment 

Use more than one classroom or multiple 
sittings where necessary 

EO – GS 

Insufficient facilities for all candidates  Careful planning ahead and booking of 
rooms / centre facilities 

 EO 

Downloading awarding body set tasks 

IT system unavailable on day of 
assessment 

Download tasks well ahead of scheduled 
assessment date in all cases 

Book IT equipment well ahead and 
download tasks before scheduled date of 
assessment 

ICT Team 
EO 

Teaching staff/assessors unable to 
access task details 

Test secure access rights ahead of 
schedule every year and every session 

Ensure teaching staff/assessors have 
access rights for correct area of awarding 
body secure extranet sites ahead of time 

EO 

Loss of task details in transmission Download tasks well ahead of scheduled 
assessment date 

Report loss to awarding body for 
replacement; download again 

EO 

Absent candidates 

Candidates have a scheduling clash for 
exams or assessment  (possibly offsite 
on consortium teaching)   

Always consider candidate timetables 
well ahead and decide on priorities in 
advance to scheduling clashes 
 

Check before booking the date; provide an 
alternative date, where necessary and  
consult awarding body procedures for 
dealing with timetabling clashes 
N.B. retakes of controlled assessment are 
limited 

EO 

Control levels for task taking 
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Risks and issues 
 

Possible remedial action Staff  

Forward planning Action 

Assessment is undertaken under 
incorrect level of control (time, 
resources, supervision and 
collaboration) 

Ensure teaching staff/assessors know 
what level is applicable and understand 
what is involved.  Provide training if 
required 

Seek guidance from the awarding body   EO 

Supervision  

Student study diary/plan not provided 
or completed*  

Ensure teaching staff/assessors are 
aware of the need for study diary/plans to 
be completed early in course 

Ensure candidates start, continue and 
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 Forward planning Action 

Deadlines 

Deadlines not met by candidates 
 

Ensure all candidates are briefed on 
deadlines/penalties for not meeting them 

Mark what candidates have produced by 
deadline and seek guidance from 
awarding body on further action. 

SLG – NCE 
CLs 

Deadlines for marking and/or 
paperwork not met by teaching staff/ 
assessors 

Ensure teaching staff/assessors are 
given clear deadlines (prior to awarding 
body ones) to complete 
marking/paperwork so the exams office 
can process and send off marks ahead of 
AB deadlines 

Seek guidance from awarding body 
 
  

 
SLG – NCE 
EO 

Authentication 

Candidate fails to sign authentication 
form 

Ensure all candidates have 
authentication forms to sign and attach to 
work when it is completed before 
handing in 

Find candidate and ensure form is 



Appendix 6 - Appeals regarding centre decisions relating to access arrangements and 
special consideration  

This procedure confirms Trinity Academy Halifax’s compliance with JCQ’s General Regulations for 

Approved Centres (section 5.3x) that the centre will:  

¶ have in place and available for inspection a written internal appeals procedure which must 
cover at least appeals regarding centre decisions relating to access arrangements and special 
consideration. 

Trinity Academy Halifax will: 

¶ comply with the principles and regulations governing access arrangements and special 
consideration as set out in the JCQ publications Access Arrangements and Reasonable publications 
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¶ If a candidate who is the subject of the relevant decision (or the candidate’s parent/carer) 
disagrees with the decision made and reasonably believes that the centre has not complied 
with its responsibilities or followed due procedures, a written request setting out the grounds 
for preliminary appeal should be submitted. 

¶ Form JCQ/App1 should be completed and submitted within 14 calendar days of receiving the 
original decision. 

To determine the outcome of the preliminary appeal, the head of centre will consult the respective 

JCQ publication to confirm the centre has complied with the principles and regulations governing 

access arrangements and/or special consideration and followed due procedures. 

The appellant will be informed of the outcome of the appeal and if they disagree a written request for 

an appeal hearing should be sent to the relevant awarding body.  The appeal hearing request should 

be made within 14 calendar days of receiving the outcome of the appeal.  

The decision of the Appeal hearing panel will be sent to the appellant, the head of centre and to the 

awarding body representative no later F2 11.04ucr686( )-4-4(sub r
0 i(er)9W.)Qucr68a dayaftater the e pgsion.

 

 

  

https://www.jcq.org.uk/exams-office/appeals/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/

