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INTRODUCTION

TCES Group is a group of independent special schools, working with pupils with
neurodiverse needs, placed by their local authorities. There are up to 90 pupils in any
one:school. Provision in all respects is therefore personalised.

The purpose of this policy is t
conducted efficiently and i
operation of an efficient
staff. It is the responsibi
read, understand and i
regulations/guidelines, fi

e planning and management of exams is

ts of candidates; and to ensure the

lear guidelines for pupils and all relevant
ed in the centre's exam processes to
here references are made to JCQ

ound at www.jcg.org.uk.

We comply with requireme e set out by the Joint Council for
Qualifications and awarding bodIes: ere references are made to JCQ
regulations/guidelines, further details can be found at www.jcg.org.uk

EXAM RESPONSIBILITIES

1. 2. ROLES AND RESPONSIBILITIES

of School
ponsibility forthe school as an examination centre and advises on

rting all suspected or actual incidents of malpractice (please
ment suspected malpractice in examinations and assessments).

icer:

ministration of all internal and external exams.

on annual exams timetables and procedures.

duction and distribution, to all centre staff and candidates, of an
r all exams and communicates regularly with staff concerning
and events. This calendar will be provided to all staff and

m.
ework and/or controlled

nce with JCQ guidelines

ntries.

imely entry of candidates for their
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e receives, checks and.stores securely all exam papers and completed scripts and
ensures that scripts are dispatched as per the guidelines.

e administers'access arrangements and makes applications for special consideration
following the regulations in the JCQ guidance on the special consideration process

* identifies and manages exam timetable clashes.

e accounts for income and expenditures relating to all exam costs/charges Line
manage the senior exams invigilator in organising the recruitment, training, and
monitoring of a team of exams invigilators responsible for the conduct of exams

e | ensures candidates' internal assessment marks are submitted, and any other
material required by the arding bodies correctly and on schedule

o tracks, dispatches, an ternal assessments.

e arranges for dissemi and certificates to candidates and
forwards, in consulta ip Team, any post results service
requests.

alpractice, in line with the JCQ guidance
on suspected malpracti s and assessments

¢ advise on appeals and re-

The Head of Centre is responsible for:

e guidance and pastoral oversight of candidates who are unsure about exams entries or
amendments to entries.

e accurate completion of entry and all other mark sheets and adherence to deadlines as
set by the Exams Officer.

ompletion of coursework / controlled assessment mark sheets and

Its procedures.
Ing of candidates’ requirements for access arrangements and
fficer in good time so that they can put in place exam day

cessary applications to gain approval.

Exams Officer to provide the access arrangements required by
S rooms.

e responsible for:

icer of any changes to syllabus or assessment details for their
sure about exams entries or
ering to deadlines as set by the

Accurately comp ent mark sheets and declaration

sheets
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Decisions on post-results-procedures

Teachers are responsible for:
¢ Supplying information on entries, coursework and controlled assessments as required
by the head of department and/or Exams Officer.

The SENCO is responsible for:

uirements for access arrangements and
notifying the Exams O so that they can put exam day

arrangements in plac
e Processing any nece
e Working with the Ex

candidates in exam r

in approval (if required)
the access arrangements required by

Lead Invigilator/Invigilator (teachers, therapists, and learning

support team members) are responsible for:

» Assisting the Examination Officer in the efficient running of examinations according to
JCQ regulations

« Collection of exam papers and other material from the exam office before the start of
the exam.

e Collection of all exam papers in the correct order at the end of the examination and
ensurj ir return to the exam office.

ing of entries.
sework'/ controlled assessment regulations and signing a
enticates the coursework as their own.

duct themselves in all exams according to the JCQ regulations.

ONS OFFERED

ions offered are Entry level qualifications, Functional Skills, BTEC
qualifications we offer with advice
the school website.

c year may be found online on
the TCES we date should be entered for a

e in consultation with the
candidate, parent or ca
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INTERNAL EXAMS

e Internal exams (mock exams, walk through mocks and practice exams) are held
under external exam conditions.

e The Head of Centre decides which exam series are used in the centre or whether to
use published mock papers.

e The centre offers some assessments, such as functional skills, on an on-demand
basis. If offered, on-demand assessments can be scheduled only in windows agreed
between the Head of Centre and Exams Officer.

Mock exams will be held i and January 2021

EXTERNAL EXA

External Assessments are ollowing exam Series

June 2021 — GCSE subjects

EXAM TIMETABLES

Once confirmed, the Exams Officer will circulate the exam timetables for external exams
at a specified date before each series begins.

ENTRY DETAILS AND LATE ENTRIES

ents/carers cannot request a subject entry, change of level or

accept entries from private candidates.
t act as an Examination Centre for other organisations.
e circulated to heads of department/curriculum via daily briefing

re will provide estimated entry information to the Exams Officer to
arding body deadlines.

ments made after an awarding organisation’s deadline (i.e., late)
tion, in'writing, of the Head of Centre.

All exam fees
entry, re-sit or am

Il qualifications. This includes late

The Complete Education Solution (TCES) Examinations Page 7 of 21



EQUALITY LEGISLATION & EQUAL OPPORTUNITIES

All exam centre.staff must ensure that they meet the requirements of any equality
legislation, as outlined in our equality policy. All our pupils have Education, Health &
Care Plans for their special educational needs. All qualifications are available to all
pupils.

The centre will comply with the legislation, including making reasonable adjustments to
the service that they provide to candidates in accordance with requirements defined by
the legislation, awarding bodies, and JCQ. This is the overall responsibility of the head
of centre alongside the Exam d SENCO.

ACCESS ARRAN

All candidates have spec
their neurodiverse needs.
A candidate's access arrange ement is determined by the SENCO who
collects the relevant evidence from the teachers, therapists, and the pupil’s EHCP.
Ensuring there is appropriate evidence for a candidate’s access arrangement is the
responsibility of the Head of Centre. Submitting completed access arrangement
applications to the awarding bodies is the responsibility of the Exams Officer.
Individual rooms for access arrangement candidates will be arranged by the Exams
Officer. Invigilation and support for access arrangement candidates, as defined in the
JCQ access arrangements regulations, will be organised by the Exams Officer and Head

and an Education Health & Care Plan for

sible for submitting estimated grades to the Exams Officer when

NVIGILATORS

t used to invigilate examinations. All staff who invigilate
ined by the Exam Officer.

uspected malpractice.

Paper
Checking material must be undertaken in
d out of the secure room. The

secure room wil d paperwork held.
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All papers will be opened.in the secure room;.then split and distributed. If candidates
are in an alternative centre then the papers will be delivered to the alternative centre
by staff, following sign-out from the secure room and sign in at the alternative site.

EXAM DAYS

The Exams Officer will book all exam rooms after liaison with other users and make the
question papers, other exam stationery and materials available for the invigilator.

The Head of Centre will start and finish all exams in accordance with JCQ guidelines.
Subject staff may be present of the exam to assist with identification of
candidates. Any staff pres ordance with the rules defined by JCQ
concerning who is allowe and what they can do.

In practical exams, subj will be in accordance with JCQ
guidelines.
Exam papers must not b hers or removed from the exam room
before the end of a sessi stributed to the Exams Officer in
accordance with JCQ’s reco d no later than 1 hour after candidates have
completed them.
After an exam, the Exams Officer will arrange for the safe dispatch of completed
examination scripts to Pearson; working in conjunction with the Head of Centre.

Candidates

The centre's published rules on acceptable dress and behaviour apply at all times.
Candidates' personal belongings remain their own responsibility and the centre accepts
no liabiliky for theirloss or damage.

om, candidates must not have access to items other than those clearly
uctions on the question paper, the stationery list, or the specification
articularly true of mobile phones and other electronic

age devices with,text or digital facilities. Any precluded items

to an exam room.

es are dealt with in accordance with JCQ guidelines. Candidates are
r the full exam time at the discretion of the head of centre.

ho leave an exam room must be always accompanied by an

r of staff.

is responsible for handling late or absent candidates on exam day.

for timetabled examinations:
in the same,gi i

le big enough to hold question
andidates who are not working at
that their work cannot be seen
by, and co
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¢) Candidates who are werking on a drawing.,board set on an easel or other non-
horizontal surface. must be arranged in an inward-facing circle or in some similar
pattern.

For candidates awarded readers, scribes or word processors, the invigilator(s) must be
able to always see the candidates. Additionally, candidates must not be able to
overhear or distract one another.

Supervised breaks:
During the supervised brea
session, candidates cann

n twenty minutes between papers within a

ed rest breaks should carry on for the
aware in advance of the examination
e to complete their examination and

Candidates granted extr,
necessary additional tim
which candidates have b
those with supervised rest

Clash candidates

Though this situation arising should be extremely unlikely, the head of centre would be
responsible as necessary for supervising escorts, identifying a secure venue and
arranging overnight stays.

A timetable variation is not allowed where there is a clash between papers of different
bodies or specifications in the same subject at the same qualification level.
Id be a clash, candidates should have supervised break of no more than
etween papers within a session, candidates cannot revise during the

is conductedsin.a later or earlier session within the same day as
candidate having two or more papers timetabled in a session
hours, he/she may revise between examinations using their own

e candidate must be always under centre supervision and not in
lectronic communication/storage device or have access to the

for the following morning any examination that cannot be taken in
on session (see paragraph 8.1, page 13). If an examination from
rred, it must be taken the following morning, i.e., Saturday

Spe

Should
or other tr
is the candid
candidate must s

se of illness, suffer bereavement
isturbed during an exam, then it
ams Officer to that effect. The

im with appropriate evidence
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within 2 days of the examaThe Exams Officer.will make a special consideration
application to the relevant awarding body within three days of the exam.

INTERNAL ASSESSMENT

It is the'duty of Teachers to ensure that all internal assessment is ready for dispatch at
the correct time. The Exams Officer will assist by keeping a record of each dispatch,
including the recipient details and the date and time sent. Marks for all internally
assessed work are provided to the exam office by the Head of Centre. The Exams
Officer will inform staff of the appeals against internal assessments must be
made by. Any appeals will ccordance with the centre’s appeals
procedure.

RESULTS

Candidates will receive i

on results days in person at the centre.
The results slip will be in e produced document. Arrangements for
the centre to be open on res made by the Head of Centre. The provision of
the necessary staff on results days is the responsibility of the head of centre.

Enquiries about Results (EAR)

EARs may be requested by centre staff or the candidate following the release of results.
A request for a re-mark or clerical check requires the written consent of the candidate,
a request for a re-moderation of internally assessed work may be submitted without the
consent of the group of candidates.

EARs will'be paid by the centre.

whether to make an application for an EAR will be made by the head of

or an EAR is not supported, the candidate may appeal, and the
following the process in its appeals procedure (below). All
ill bethe responsibility.of the Exams Officer, following the JCQ

ts (ATS)

results, candidates may ask subject staff to request the return of
within'5 days of the receipt of results.

equest scripts for investigation or for teaching purposes. For the
idates must be obtained.
i ipt has been returned.

of the Exams Officer.

Certifica
Candidates will the centre.
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Certificates can be collected on behalf of a candidate by third parties, provided they
have written authority from the candidate to do so; and bring suitable identification with
them that confirms who they are.

The centre retains certificates for five years.

A new certificate will not be issued by an awarding organisation. A transcript of results
may be issued if a candidate agrees to pay the costs incurred.

COMPLAINTS

Anybody can raise a complain
to all, including on our we
a complaint is encourage

RECRUITMENT,
RECOGNITIO

All pupils are ‘recruited’ an
Most pupils have been place
placements.

RISK ASSESSMENTS, HEALTH & SAFETY &
SAFEGUARDING

Clear risk assessments are in place for use of the school building, all pupils and specific
curriculum activities. A Health and Safety Policy specific to the TCES Group is also

nd adhered to by all users of the building. Full public liability insurance is in
ool sites at TCES Group. CCTV is in operation throughout the school

in all classrooms, as per our CCTV policy. Pupils are supported
supported as part of a commitment to very high ratios of staff
nd safety lead on.each site is identified on staff photo boards.

EVACUATIONS

ssary to evacuate an examination room, whether due to a fire alarm,
other 'urgent safety concern, the invigilator must take the following

r TCES complaints procedure, which is available
als procedure (see below), anybody making
as a first step.

;, CERTIFICATION &

young ages for therapeutic, special school

from writing and make a note of the time of the interruption.
leave all'question papers and scripts in the examination room.
endance register (to ensure all candidates are present) and

in li i ite’s fire evacuation plan.
sely as possible while they are out
jon about the examination.
nsider the possibility of taking
other room to finish the

o If it is

examination.
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e Make a note of the total-duration of the interruption lasted so as to allow the
candidates the full.working time set for the examination, once resumed.

» Make a full report of the incident and of the action taken and send to the relevant
awarding body.

CONFLICTS OF INTEREST

A conflict of interest is a situation in which an individual, or organisation, has competing
interests or loyalties. In the case of an individual, the conflict of interest could
compromise or appear to com eir decisions if it is not properly managed. The
most important feature of equirement that an individual disclose
any activity that migh ential conflict of interest. If there is
any doubt whether it re terest, it must be reported.

Any conflict of interest, interest, must be disclosed to a member
of the Leadership Team

Examples of Conflict
You would need to record and manage but not inform the awarding bodies about
include:

e Teachers who have access to confidential assessment material before the date when
they can be shared with candidates for preparation purposes, such as Task Cards for
Modern Foreign Language Speaking Tests, where they have ‘Related People’ taking
examinations in the same subject, with the same awarding body, at any centre.

e Teachers and invigilators who are overseeing examinations of ‘Related People’;

s and invigilators who have access to the completed scripts of ‘Related People’

t is defined as the process where staff make judgements on
by pupils against required criteria for the BTEC qualification. All
ssment materials must be internally and/or externally verified before

ir and free from bias and to
d detailed recording of

In order to
e Ensure
enable them

nts that are fit for purpose, to
ce for assessment
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e Produce a clear andraccurate assessment plan at the start of the
programme/academic year

e Provideclear, published dates for handout of assignments and deadlines for
assessment

e Assess pupil’s evidence using only the published assessment and grading criteria

¢ _Ensure assessment practices meet current BTEC assessment requirements and
guidance

e Ensure that assessment decisions are impartial, valid and reliable

e not limit or ‘cap” pupil achieyement if work is submitted late

e Develop assessment t will minimise the opportunity for
Malpractice

e Maintain accurate

e Maintain a robus

e Provide samples
the awarding orga

e Monitor standards
remedial action require

e Share good assessment practice between all BTEC programme teams

e Ensure that BTEC assessment methodology and the role of the assessor are
understood by all BTEC staff

e Provide resources to ensure that assessment can be performed accurately and
appropriately

e Maintain and store securely all assessment and internal verification records in

ccordance with Pearson Approval Centre Agreement

one submission is allowed for each assignment.

of assessment decisions
verification procedure
n/external examination as required by

| examination reports and undertake any

€ assessor is to:

her a candidate is sufficiently prepared to take an assignment

ich allow pupils to demonstrate what they know, understand, and
at they have opportunities to achieve the highest possible grades on
urses.

upils are clear about the criteria they are expected to meet, the
idence they need to provide in their assignments and that they
the skills which need to be demonstrated in the coursework /

rk independently to produce and

f time management and meeting
ubmission and the importance of

Ensure only candidate
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e Formally record the.assessment result and.confirm the achievement of specific
assessment criteria. Outcomes will be held securely for 5 years, measured from
the point of certification. Associated IV records will also be kept, to support and
verify the decisions that were made for the cohort.

e Ensure each candidate signs to confirm that the work is their own and that it is
endorsed by the teacher after marking the work. A completed original document
must be securely attached to the work of each candidate and to that of each
sample request.

e Check authenticity and suffici

e Uses standard obse

e Provide accurate r
Officer in a timely,

ncy of evidence produced against criteria
tatements for practical assessments
ssessed coursework marks to the Exams
o the awarding body.

Internal Verificati

The Internal Verifier is at assurance on BTEC programmes. In our
small school, teachers of B s will internally verify each other’s

BTEC qualifications, as multipl specialists of the same subject are not always
available. The role is to ensure that internally assessed work consistently meets national
standards but can also lead to.staff development and quality improvement.

 Each course will have an identified Internal Verifier (IV) who is not otherwise involved
in the assessing or setting of work which he or she is asked to verify.

e Internal Verifiers will have the knowledge and qualifications relevant to the
qualification(s) and other competence-based award(s) for which they are responsible to
enable gccurate judgements to be made regarding candidate performance in relation to

criteria.

ernal verifier

ould:

n work or assignments.

ssignment briefs are verified as fit for purpose prior to their being
pils. They should enable pupils to meet the unit grading criteria.
ndations to the assessor on how to improve the quality of the brief if

nd support the assessor

ping of all actions taken

ards verifier as appropriate making IV evidence as required

t decisions of all units and all assessors to judge whether
unit grading criteria Verify 50% of
though this Proportion could be
EC.

of their verification process

ith the assessor prior to the final
ing the assignment. As a result of the

If a concern |
confirmation of th
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IV process, it may be.necessary for the assessor(s) to reconsider the marks awarded
for the entire cohort of pupils and, as a consequence, to make changes either to all
marks or to'some marks.

e Where re-sampling is necessary work should be verified again before being sent to
the EV and records kept.

MALPRACTICE (PUPILS)

This can include (this list is no
o Plagiarism — presenting
unacknowledged copying
taught an appropriate fi
plagiarism.

¢ Copying others’ work.
e Deliberate destruction
» Fabrication of results or e
in a practical activity.

« False declaration of authenticity, e.g., claiming work of another pupil, declaring
collaboratively produced work as own etc.

ndary sources as original, e.g.,
e internet, copying. Pupils should be
ensure they do not inadvertently commit

aking false claims about having participated

TCES Group schools aim to:

e Identify and minimise the risk of malpractice by staff or pupils.

e Respond to any incident of alleged malpractice promptly and objectively.

dise and record any investigation of malpractice to ensure openness and

iate penalties and/or sanctions on pupils or staff where incidents (or
alpractice are proven.
f this centresand all qualifications.

s, the centre will:

ential malpractice by using the induction period and ongoing

rt to inform pupils of the centre’s policy on malpractice and the
pted and actual incidents of malpractice. Pupils should be made
titutes plagiarism.

ropriate formats to record cited texts and other materials or

their work is their own. Pupils must sign declarations for

reted and synthesised appropriate

e Ensure
e Conduct a
allegation (any s
linked to the allegatio

sment malpractice
ith the nature of the malpractice
y the Head of Centre and all staff
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Malpractice procedure (pupils)

Minor concerns about authenticity, e.g., work which has been poorly referenced
through neglect (not deliberate deception) should be dealt with by the assessor in the
first instance. Where an assessor has serious concerns about the authenticity or validity
of a piece of work (e.g., deliberate deception, repeat offence) he/she should
immediately inform the Head of Centre.

The procedure:

To/be led by the Head of Centre:

1., Inform the pupil of the alle
2. Give the individual the o
3. Inform the individual
4. Document all stages

ond to the allegations made
pealing against any judgment made

Where malpractice is pr
with the pupil’s head of ¢
include:

= Application of schools’ behavio cy
= Individualised arrangements for supervision
= Other agreed actions

form the pupil’s parents. They will work
propriate consequence, which may

Malpractice (staff)

This can include (this list is not exhaustive):

e Improper assistance to candidates.

« Inventing or changing marks for internally assessed work.

is insufficient evidence of the candidates’ achievement to justify the
essment decisions made.

tes’ work secure.

certificates.

tion of certificates

the production of work for assessment, where the support has the
ce the outcomes of assessment, for example where the assistance
ff producing work for the pupil.

witness statements, for example for evidence the pupil has not

hich is'’known by the staff member not to be the pupil’s own, to
ssignment/task/portfolio/coursework.

impersonation.
i nts, for example where pupils are
issible up to the point where the
he assessment.
on, substitution, or by fraud.
rtificate prior to the pupil
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Where staff malpractice is suspected, you must:

 Inform the staff member’s leadership team line manager.

e The alleged malpractice will then be investigated as per the school’s procedure, as per
the disciplinary & conduct procedures.

» Any malpractice or attempted malpractice must be recorded, and Edexcel must be
informed.

APPEALS

The aim of TCES Group's a ocedure is to:

o Enable the pupil to enqui peal against an assessment decision.
o Attempt to reach agree upil and the assessor at the earliest
opportunity.

e Standardise and recor
e Facilitate a pupil’s ulti
e Protect the interests of
In order to do this, the
o Inform the pupil at the start o course the appeals procedure.

e Record, track and validate any appeal.

 Forward the appeal to the awarding body when a pupil considers that a decision
continues to disadvantage her/him after the internal appeals process has been
exhausted.

e Keep appeals records for inspection by the awarding body for a minimum of 18
months.

» Have a staged appeals procedure.

o Wil propriate action to protect the interests of other pupils and the integrity of
when the outcome of an appeal questions the validity of other results.
rm quality improvement. Retain records for at least 18 months.

openness and fairness.
the awarding body, where appropriate.
egrity of the qualifications.

or initiating the appeals procedure, in the required format, within a
, when he/she has reason to question an assessment decision.
ible for providing clear achievement feedback to pupils. If
ns are questioned, the assessor is responsible for processing the
the agreed time.
ad internal verifier/leadership team: responsible for judging
isions are valid, fair, and unbiased.

ible for submitti appeal in writing, to Edexcel if the pupil
internal appeals procedures.

sessing. If a resolution is found,
eference only, as part of best

the member o
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practice. If a resolution_is-not achieved, the:discussion should be formally recorded and
passed on to the Head of Centre.

Stage 2 - Formal Review. Head of Centre and internal verifier review the assessment
decisions A written reply and/or feedback meeting will be given to/held with the pupil
withintwo school weeks.

Stage 3 - Appeal Hearing. The pupil must apply to the Head of Centre in writing within
four school weeks of the initiation of the stage 2 formal review. An appeal panel,
t and review the evidence. A formal

peal and any supporting documentation

must be submitted by t s of the completion of Stage 4.

he Exams Officer will-liaise directly with the relevant awarding

will ensure that relevant centre staff are familiar with the
nd will know how these arrangements will be communicated to
carers and staff should disruption to examinations occur.

Adverse Control Measures Person
Outcome Responsibl
e

SBC has a duplicate SBC

et of keys for the Head of
xams cupboard and | Centre
BC has keys for the
safes. Head of Centre
is responsible for
accessing seating

exams day
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correct
support/rooming
during exam

plans and lists of
pupils. Exams day to
day
schedule/arrangemen
ts given to all staff
before exam season
starts.

Exam
entries/amendment
S cannot be made

Computer
malfunction

Evacuatio
exams ro

Fire during
exam

Exam board
deadlines cannot

Inform Central
Services. Make paper
exam entries. Details
of paper entries are
kept on file.

Exams
Officer
Head of
Centre

Invigilators and SLT
aware of exam room
fire procedures
Pupils aware of
meeting point.
Adequate fire alarms
and all-in working
order

Security of exam
must be maintained.

SBC
Head of
Centre

Unable to hold
exam/delayed start

Non receipt
of exam
papers

Delays and upset
to pupils

Maintain checks on
receipt of exam
papers. Contact exam
boards in good time
for any missing
papers.

Exams
Officer

Affects pupil
grade

Checks by pupil on
personal statement
of entry/timetable.
Exam Officer and
subject teacher to
sign of entries before
entry deadline.

Exams
Officer
Teachers

Late fees will be
charged. Extra
administrative
work for Exams
Officer.

All staff to be aware
of all exam deadlines.
Exams Officer to
check and sign off
entry mark sheets
before deadline. If
pupils join the school
after the exams
eadline the Head
eacher must notify
finance of impending
charges.

All staff
Head
Teacher
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Adverse
weather
conditions

other pupils

Check weather Exams
reports. Inform Exam | Officer
Board re delay to Head of
tart. Keep Centre
andidates isolated.
pecial consideration.
Invigilators aware of | Invigilators
policy. Exams First Aiders
Officer/first aider Head of
called. Special Centre
consideration for all
pupils.
Invigilators report Invigilators
problem. Warning to | Head
candidate(s) Teacher
involved.
Exams Officer and
Head Teacher to deal
with malpractice
issues if continued
after warning.
Malpractice form
completed
Admin staff to inform | Admin team
Head Teacher and Head
Exams Officer of late | Teacher
arrival. Exams
Invigilators/Exams Officer
Officer to be made Invigilators

aware of late pupil in
exam hall. Centre’s
discretion as to
whether pupil can sit
exam. Very late pupil
will be reported to
exam board by
Exams Officer.
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