Norfolk County Council
Adult Learning

Exams Procedure

Document creation Clare Parsons
Document approval Denise Saadvandi
Document endorsement Senior Leadership Team
Version 2

Date of first issue 17 November 2021

Date document updated 03 August 2023
Document review date 31 August 2024

How to contact us:
Telephone: 0344 800 8020, option 5

email: adultlearning@norfolk.gov.uk

If you require this information in large print, audio, Braille, alternative
format or in a different language, please contact us and we will do our

best to help
IN 4
¥ TRAN

communication for all


mailto:adultlearning@norfolk.gov.uk

Adult i
Learning » County Council

Contents
Key staff involved in the POlICY .........oveeii e 5
PUrpose Of the POIICY .........e e e e e eeeees 5
Roles and responsibilitieS OVErVIEW..........ccoooiiiiiieee e 5
Recruitment, selection and training of staff..............cccciiii 7
Internal governance arrangements...........cooovvvviiiiiiiiiiiiiiiiiiceeeeeeee e 7
ESCAlation PrOCESS ....ivvuiiiiiiiieiie et st e e s e s e r s e ae e e a s e e an s s e s e e s e rn s ennnes 7
Delivery of qUalifiCatioNS .............uuueiiiiiiiiiiiii e 8
U] o] T3 1= o 11 Y2 RPN 8
Security of assessment materials ... 8
Y= o =T 1T SRR 9
POlICIES/PrOCEAUIES ... e e e e e e e eees 10
Exam Contingency Plan........... it 10
LOCKAOWN POIICY (EXAMS) cevuuiiiriiiiiiiiieiisseesesernssssn s s esn s e sss s s snan s s snan s s nnasseennssennnssenns 10
Internal Appeals PrOCEAUIES .......cvueiiiiiieiie e s e r e e e ra e enaes 10
o [ 1 L=T R oo T2 PPN 11
Complaints and Appeals Procedure (EXamS).......ccuuieiruniiinunieisnseenneesnsssenesesnnesssnnns 11
Child Protection/Safeguarding Policy (EXams) .......ceiveuiiiiiiiiiiiinieiiin e ee e 12
Data Protection POlICY (EXAMS) ...iviuuiiiriiiiiiseiiesess s ssn s ss s sns s s s s s s s sennesennnesenns 12
Whistleblowing Policy (EXamS)......civiuuiiiiiiiiiiiiiiii e s e s s e nae e 13
Access Arrangements PONICY ......iiiieeiiiiiii e e e e e 13
Conflicts Of INTErESt ... 13
Conflicts of Interest Policy (EX@mMS) ...cuuiiieuiiiriiiiiiii e ess s e s eae e e e e s e e 14
National Centre Number RegiSter.............uuuiiiiiiiiiiiiiiiiiiiiieii e 15
Centre INSPECHIONS ..o e e e e e e e e eeennanns 15
THE €XAM CYCIE ...t e e e e e e e e e e e e e e e e ennnaaaas 18
Planning: roles and responsibilities................uuiiiiiiiiiiiii s 18
INfOrmMation SNArNG .......oceiuei i e e e 19
Information gathering........... oo e 19
FA N a0l <t = T =] T[] .= LN 19
Word Processor POlICY (EX@MS)...uuiiiuuiiiiriiiiiiiiieiisses s csi e s ese s e s s esan s enn s s enesennne e 20
Separate INVIgilation POICY......c.cuuiiiiiiiiii e 21
Internal assessment and endorSEMENLS.......ccuuuiiiiiirir e e 21
Non-examination ASSESSMENT POIICY ....c.uiiiiuiiiiiiiieii e rr e e enes 22
17T 1 = Lo 22
Entries: roles and responsibilities ............ooiieiiiie i, 25
. 2

Ofsted
Good

Provider




Adult i
Learning » County Council

EStimated ENtriEs. ....oceeee i r e 25
Estimated entries collection and submission procedure ...........ccveiiiviiiiiiinieenieeeeneeens 25
T 1 T g g =P 25
Final entries collection and submission procedure.........ccooveuiiiininieinin e 25
B Y S ettt e rnan 26
1= 1 PP 26
DS 1A= o TN 26
Private Candidates ........uoiiiiieeie i ccriee e e e e e e e aee 26
Candidate statements of €Ntry ... ..o 26
Pre-exams: roles and responsibilities ..............uiiior e 27
Access arrangements and reasonable adjustments ... 27
Briefing Candidates .......iiiuui i e 27
Access to Scripts, Reviews of Results and Appeals Procedures.........ccevvivevnieenniennnnnns 28
Dispatch of @Xam SCHPES ..vvuuiiieiiiiiie e e 28
EStiMated grades......ocuuiiiiiiieiiie e aan 28
Internal assessment and endorSEMENLS........ccuuuiiiiiirir e e e 29
17T 1 = Lo o 30
JCQ Centre INSPECLIONS .. .cuuiiriieieie i s e s s e s e s s e e s e s e a s ennnennns 30
Seating and identifying candidates in €xam roOmS..........ccuviiiiiiirinin e 31
Candidate Identification Procedure.........cooiieeueiiiieeeeie e eeee e e e e e 31
Security of eXxam MaterialS ........ccuoiiiiiiiiii 32
Timetabling and rOOMING ....cc.uuiiiiiiir e e r e e rann e eees 33
Overnight Supervision Arrangements POlICY ........ccceuuiiiiriniiiiierii e 33
Alternative Site arrangemMENTS .......ccuuu i e 34
Centre consortium arrangemMENTS ....c.uieeuieeererr s e e re e s er s s s s e e e s s e s e s e erneernnsens 34
Transferred candidate arrangementsS........ccuiviiiuiiiiiiin e 35
1T === | T TP 35
Exam time: roles and responsibilities.............cccooeiii i, 35
ACCESS ArTANGEMENES ..evuiieuiiiesr i re s e s s s e e e s e raa s enas 35
Candidate @DSENCE ......iiiriiiiiii e 36
Candidate ADSENCE POIICY ....ccuuiiiiiiiiiiii e e e e e e e naaas 36
(0= o o = 1L 071 = 1Y/ To 11 T 36
Candidate beloNGINGS. ......uviiiuiiiiie e 36
Candidate 1ate arrival.......ccoceu i 37
Candidate Late Arrival POLICY......cuuuiiirriiiiiiciei e e e e s e na e e 37
(00 0o (W0l a T [ =) ] 0 37
Dispatch of €Xam SCHPES ..vvuuiiiii i e ea 38
e 3
Ofsted
Good

Provider




Adult i
Learning » County Council

Exam papers and Materials ........oocuiiiiiiiiiiiin e 38
= ] 0 T 000 1PN 38
Food and Drink POlICY (EX@MS) ..uveruieiriiieineseeuesesnesessssesnssssnsssnnsssesnsssssnssssnnseenns 39
Leaving the Examination ROOM POlICY.........coiiiiemiriiiiiii e 39
Emergency Evacuation POliCY (EXamMS)....ciiuuiiieuiiiiiiiiieriiieesssessn e s s s eene s snnesenns 40
=0 0] = 41
Managing Behaviour POliCy (EXAMS) ....cuuviiiuriiiuiiiiiniiseniseese s ssan s s snas s s e s seaesennesenns 41
Malpractice POIICY (EXAMS) ..u.iiuuiiiiiiieiiieieeiie s ee e s e s e s s s s s s sae s e aae s e e s e ea e s e enneeenas 42

[ F=1 0] = T u ol PPN 42
Special CoONSIAEIALION ....ivviiiiii e e 42
Special Consideration PONICY........uuiiieiiiiiiicc e e 42
UNQUENOKISE IEEMS. ..evuiiiee e e e e e s e e s e rnaes 43
Arrangements for unauthorised items taken into the exam room .........cccccceiiiiiinninnenns 43
1T === | T TP 43
Results and post-results: roles and responsibilities .............ccccooviiiiiiiiii, 43
INternal @SSESSMENT. . uuuiiireiiiii s e e e e r e e e s e ra e e e r e e ra e e rera e e raaas 44
Managing reSUItS dAY(S) . .euuuierruiiiiriieriiiieiris s ernie s e e s s ers s e e s s e rre s e rae s e rns s e eresernneeennn 44
ReSUItS day Programime .......cceuuiiiiiiciiie e r e s e s e s e e s e ra s e en e ennn 44
ACCESSING FESUITS ...evuiiiiei e e e e e s e e s s e aa s e e s s e ea e s ennnnes 44
POSE-TESUILS SEIVICES ..vvvuiiiirereeieeeerie s e erenes s e e rena s s s e erna s s e e ran s s e s rnnasseernnnssennnnnnssenes 45
ANAIYSIS Of FESUIES...uuuiiiii it e r e s e e s e e e e nan e 46
@) 1 Tor= | PSP 46
Certificate Issue Procedure and Retention POlICY ......ccuuviiiviiiiiiiiiiiin e 46
Exams review: roles and responsibilities ... 47
Retention of records: roles and responsibilities ..............ccccooeeiiiiiiiiiiiie e 47
Exams Archiving POLICY......cccuuuiiiiiini e e 47

Y o] o= g o [T =SS 47
050 4

Ofsted
Good

Provider




Adult ol
Learning » County Council

Key staff involved in the exams procedure

Role Name(s)

Head of centre Denise Saadvandi

Exams officer line manager (Senior leader) Andrew Blaxter

Exams officer Clare Parsons

ALS lead/SENCo Myomey Stanford/Timothy Ritchie

Senior leader(s) Denise Saadvandi, Sarah Rhoden, John Morgan,

Andrew Blaxter, Carl Fiander and
Amanda Reeve

Purpose of the procedure

The centre is committed to ensuring that the exams management and
administration process is run effectively and efficiently and in compliance with
the published JCQ regulations and awarding body requirements.

This exam procedure will ensure that:

a) All aspects of the centre’'s exam process are documented, supporting the
exams contingency plan, and other relevant exams-related policies,
procedures and plans are signposted to

b) The workforce is well informed and supported

c) All centre staff involved in the exams process clearly understand their
roles and responsibilities

d) All exams and assessments are conducted according to JCQ and awarding
body regulations, guidance, and instructions, thus maintaining the integrity
and security of the exam/assessment system at all times

e) Exam candidates understand the exams process and what is expected of
them

This procedure is reviewed annually to ensure ways of working in the centre
are accurately reflected and that exams and assessments are conducted to
current JCQ (and awarding body) regulations, instructions, and guidance.

This procedure will be communicated to all relevant centre staff.

Any updates to this procedure will be made available to staff either by
weekly staff briefing, email or staff meetings.

This procedure will be stored electronically on the service’s SharePoint site
where it is accessible by all staff.

Roles and responsibilities overview

The head of centre is the individual who is accountable to the awarding
bodies for ensuring that the centre is always compliant with the published
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JCQ regulations and awarding body to ensure the security and integrity of the
examinations/assessments.

The examinations officer is the person appointed by the head of centre to
act on behalf of, and be the main point of contact for, the centre in matters
relating to the general administration of awarding body examinations and
assessments.

The head of centre may not appoint themselves as the examinations
officer. A head of centre and an examinations officer are two distinct and
separate roles.

The head of centre and/or examinations officer may operate across more than one
centre. In such cases the head of centre must ensure there is suitable support in
place, so they can meet their obligations across all centres for which they are
responsible. The head of centre must ensure that these arrangements are covered
by their examination contingency plan. (GR, section 2)

Head of centre responsibilities

The head of centre is the individual who is accountable to the awarding
bodies for ensuring that the centre is always compliant with the published
JCQ regulations and awarding body requirements to ensure the security and
integrity of the examinations/assessments.

It is the responsibility of the head of centre to ensure that all staff
comply with the instructions in this booklet. Failure to do so may
constitute malpractice as defined in the JCQ publication Suspected
Malpractice: Policies and Procedures, 1 September 2022 to 31 August 2023:
(ICE Introduction)

Head of centre

a) Understands the contents, refers to and directs relevant centre staff to
annually updated JCQ publications including:

General Regulations for Approved Centres (GR)

Instructions for Conducting Examinations (ICE)

Access Arrangements and Reasonable Adjustments (AA)

Suspected Malpractice - Policies and Procedures (SM)

Instructions for conducting non-examination assessments (NEA) (and
the instructions for conducting coursework)

f. A _guide to the special consideration process (SC)

U

e Ensures the centre has appropriate accommodation to support the size of
the cohorts being taught including appropriate accommodation for
candidates requiring access arrangements and/or practical assessments
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e Where/if using a third party to deliver any part of a qualification (including its
assessments) at the centre:

o maintains oversight of, and responsibility for, the delivery of the
qualification in accordance with JCQ regulations and awarding body
requirements

o has in place a written agreement with the third party to ensure there is
a shared understanding of the arrangement and will manage the risk of
failure by the third party to deliver the expected service

o ensures that a copy of the written agreement is available for inspection
if requested by the awarding body

Recruitment, selection and training of staff

a) Retains a workforce of an appropriate size and competence, including
sufficient managerial and other resource, to undertake the delivery of the
qualification as required by an awarding body. This includes taking
reasonable steps to ensure occupational competence where this is required
for the assessment of specific qualifications

b) Provides fully qualified teachers to mark non-examination assessments,
and/or fully qualified assessors for the verification of centre-assessed
components

c) Enables the relevant senior leader(s), the examinations officer (EO) and
the ALS lead/SENCo to receive appropriate training and support in order
to facilitate the effective delivery of examinations and assessments within
the centre, and ensure compliance with the published JCQ regulations

d) Appoints an ALS lead/SENCo who will determine appropriate arrangements
for candidates with learning difficulties and disabilities

e) Ensures that the ALS lead/SENCo has sufficient time to both manage the access
arrangements process within the centre and familiarise him/herself with the JCQ
publication Access arrangements and Reasonable adjustments

f) Ensures that the examinations officer is line managed and actively supported by
a member of the senior leadership team who has a good working knowledge of
the examination system

Internal governance arrangements

Has in place a written escalation process should the head of centre, or a
member of the senior leadership team with oversight of examination
administration, be absent

Escalation Process

This plan examines potential risks and issues that could cause disruption to
the exams process at Adult Learning. By outlining actions/procedures to be
invoked in case of disruption it is intended to mitigate the impact these
disruptions have on our exam process.
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This plan also confirms Adult Learning is compliant with the JCQ regulation
(section 5.3, General Regulations for Approved Centres 2022-2023) that the
centre has in place a written examination contingency plan which covers all
aspects of examination administration. This will allow members of the senior
leadership team to act immediately in the event of an emergency or staff
absence. The examination contingency plan should reinforce procedures in
the event of the centre being unavailable for examinations, or on results day,
owing to an unforeseen emergency.

It is the responsibility of the head of centre to ensure that his/her centre has
in place a written escalation process should the head of centre, or a member
of the senior leadership team with oversight of examination administration, to
be absent (GR 5.3)

Refer to GR (section 5.3d)

Has in place a member of the senior leadership team who will provide support
and guidance to the examinations officer and ensure that the integrity and
security of examinations and assessments is maintained throughout an
examination series

Ensures centre staff undertake key tasks within the exams process and meet
internal deadlines set by the EO

Makes sure that a teacher, a tutor, or a senior member of centre staff who
teaches the subject being examined, is not an invigilator during the
examination

Delivery of qualifications

a) Delivers qualifications, as required by the awarding body, in accordance
with relevant equality legislation. This includes but is not limited to
ensuring that qualifications are made available to all candidates capable of
undertaking them and seeking reasonable adjustments for disabled
candidates

b) Enables candidates to receive sufficient and up to date laboratory
experience, or relevant training where required by the subject concerned

Public liability

Complies with local health and safety rules which are in place and that the
centre is adequately covered for public liability claims

Security of assessment materials

Takes all reasonable steps to maintain the integrity of the
examinations/assessments, including the security of all assessment materials,
by ensuring:
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a. The location of the centre’s secure storage facility in a secure room
which must only be used for the purpose of administering secure
examination materials

b. The secure room only contains exam-related material

c. There are between two and six keyholders only, each of whom
must fully understand their responsibilities as a key holder to the
secure storage facility

d. Access to the secure room and secure storage facility is restricted
to the authorised two to six keyholders and staff approved by the
head of centre are accompanied by a keyholder at all times

e. Appropriate arrangements are in place to ensure that confidential
examination materials are only handed over to authorised members
of centre staff

f. Appropriate arrangements are in place for handling secure electronic
materials

g. The relevant awarding body is immediately informed if the security
of question papers or confidential supporting instructions is put at
risk

h. That when it is permitted to remove question papers packets from
secure storage, and to avoid potential breaches of security,
arrangements are in place to carefully check and record that the
correct question paper packets are opened
(If it is ever subsequently identified following this check that the wrong
question paper packet has been opened, it will be resealed and the
incident reported to the relevant awarding body’s Malpractice Investigation
Team immediately)

Make arrangements to receive, check and store question papers and
examination material safely and securely at all times and for as long as
required in accordance with the current JCQ publication Instructions for
conducting examinations

Makes arrangements to receive and issue material received from the
awarding bodies to staff and candidates, and notify them of any advice
and instructions relevant to the examinations and assessments

Allows candidates access to relevant pre-release materials on, or as soon
as possible after, the date specified by the awarding bodies

Malpractice
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malpractice among students and staff takes all reasonable steps to prevent
the occurrence of any malpractice/maladministration before, during and after
assessments have taken place

Ensures any person involved in administering, teaching, or completing
examinations/assessments is advised that where malpractice is suspected,
or alleged, personal data about them will be provided to the awarding
body (or bodies) whose examinations/assessments are involved. Personal
data about them may also be shared with other awarding bodies, the
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qualifications regulator, or professional bodies in accordance with the JCQ
publication Suspected Malpractice — Policies and Procedures

e Ensures irregularities are investigated and informs the awarding bodies
immediately of any alleged, suspected, or actual incidents of malpractice or
maladministration, involving a candidate or a member of staff by completing
the appropriate documentation

e As required by an awarding body, ensures evidence of any instances of alleged
or suspected malpractice (which includes maladministration) is gathered in
accordance with the JCQ publication Suspected Malpractice — Policies and
Procedures and provides such information and advice as the awarding body may
reasonably require

Policies/procedures

Ensures risks to the exam process are assessed and appropriate risk
management processes/contingency plans are in place (that allow the senior
leadership team to act immediately in the event of an emergency or staff
absence)

Exam Contingency Plan

A copy of the exam contingency plan will be available with all Exam Policies
books, and an electronic copy will be held by the Exams Officer for
reference.

It is the responsibility of the head of centre to ensure that his/her centre...
has in place the following policies available for inspection... a written
examination contingency plan which covers all aspects of examination
administration. This will allow members of the senior leadership team to act
immediately in the event of an emergency or staff absence. The examination
contingency plan should reinforce procedures in the event of the centre being
unavailable for examinations, or on results day, owing to an unforeseen
emergency (GR 5.3)

Refer to GR (section 5.3x)

Lockdown Procedure (Exams)

A copy of the exam contingency plan will be available with all Exam Policies
books, and an electronic copy will be held by the Exams Officer for
reference.

Ensures an internal appeals procedures is in place and drawn to the attention
of candidates and (where relevant) their parents/carers

Internal Appeals Procedures

A copy of the internal appeals procedure will be available with all Exams
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Policies books, and an electronic copy will be held by the Exams Officer for
reference.

Internal Appeals Procedure (Internal assessment decisions)

The centre will have in place and be available for inspection purposes, a
written internal appeals procedure relating to internal assessment decisions
and to ensure that details of this procedure are communicated, made widely
available and accessible to all candidates...

Refer to GR (section 5.7f)
Internal Appeals Procedure (Reviews of Results/Appeals)

...have available for inspection purposes and draw to the attention of
candidates and their parents/carers, a written internal appeals procedure to
manage disputes when a candidate disagrees with a centre decision not to
support a clerical re-check, a review of marking, a review of moderation or
an appeal...

Refer to GR (section 5.13h)

Ensures the centre’s equalities procedure demonstrating the centre’s
compliance with relevant legislation is in place and details the processes
followed in respect of identifying the need for, requesting, and implementing
access arrangements

Equalities Procedure

A copy of the equalities procedure will be available with all Exam Policies
books, and an electronic copy will be held by the Exams Officer for
reference.

It is the responsibility of the head of centre to ensure that his/her centre has
in place the following policies available for inspection... a written equalities
procedure ...delivers qualifications, as required by the awarding body, in
accordance with relevant equality legislation. This includes but is not limited to
ensuring that qualifications are made available to all candidates capable of
undertaking them and seeking reasonable adjustments for disabled candidates
The head of centre/senior leadership team will recognise its duties towards
disabled candidates, including private candidates, as defined under the terms
of the Equality Act 2010t1. This must include a duty to explore and provide
access to suitable courses, through the access arrangements process submit
applications for reasonable adjustments and make reasonable adjustments to
the service the centre provides to disabled candidates.

T or any legislation in a relevant jurisdiction other than England and Wales
which has an equivalent purpose and effect.
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Refer to GR (sections 5.3x, 5.4)

Ensures a complaints and appeals procedure covering general complaints
regarding the centre’s delivery or administration of a qualification is in place
and drawn to the attention of candidates and their parents/carers

Complaints and Appeals Procedure (Exams)

A copy of the complaints and appeals procedure will be available with all
Exam Policies books, and an electronic copy will be held by the Exams
Officer for reference

The centre will draw to the attention of candidates and their parents/carers
their written complaints and appeals procedure which will cover general
complaints regarding the centre’s delivery or administration of a qualification
Refer to GR (section 5.8e)

Ensures the centre has a child protection/safeguarding procedure in place,
including Disclosure and Barring Service (DBS) clearance, which satisfies
current legislative requirements

Child Protection/Safeguarding Procedure (Exams)

A copy of the safeguarding procedure will be available with all Exams
Policies books, and an electronic copy will be held by the Exams Officer for
reference.

There is a Disclosure and Barring Service (DBS) process in place for existing
and new recruitment this is available on the Adult Learning SharePoint site
this data is reported on and checked by SLT to ensure DBS clearance and
satisfies current legislation requirements.

It is the responsibility of the head of centre to ensure that his/her centre...
has in place the following policies available for inspection... a written child
protection/safeguarding procedure, including Disclosure and Barring Service
(DBS) clearance, which satisfies current legislative requirements.

Safeguarding is mandatory training for all staff and must be renewed every two
years.

Refer to GR (section 5.3x)

Ensures the centre has a data protection procedure in place that complies
with General Data Protection Regulation and Data Protection Act 2018
regulations

Data Protection Procedure (Exams)

A copy of the data protection procedure will be available with all Exams
Policies books, and an electronic copy will be held by the Exams Officer for
reference.

It is the responsibility of the head of centre to ensure that his/her centre
12

Oféted

Good
Provider



https://www.jcq.org.uk/exams-office/general-regulations
https://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/general-regulations

Adult ol
Learning » County Council

has in place the following policies available for inspection... a written data
protection procedure (GR 5.3)

The centre will ensure that all candidate data where required by the awarding
body has been supplied to the awarding bodies within the terms of the
General Data Protection Regulation, the Data Protection Act 2018 and the
Freedom of Information Act 2000, and that candidates have been properly
informed that this data has been transferred to the awarding bodies (see
section 6, for more information)... (GR 5.8)

Refer to GR (sections 5.3x, 5.8d)

Consideration may also need to be given to the centre’s procedure on
sharing candidates’ results and other exams related information with those
with parental responsibility and third parties

Legislation on sharing information

Under the principles of the General Data Protection Regulations 2018 and the
Data Protection Act 2018, children and young adults can assume control over
their personal information and restrict access to it from the age of 13.This
suggests that candidate consent should be sought to share results or other
exams-related information with a third party.

Other legislation and guidance may need to be considered regarding sharing
information with parents, as example information from the DfE for schools
regarding parental responsibility and school reports on pupil performance:

a) Understanding and dealing with issues relating to parental responsibility

b) School reports on pupil performance: guidance for headteachers

Publication of exam results
Refer to ICO (Information Commissioner’s Office) Schools, universities, and
colleges information and Exam results

Whistleblowing Policy (Exams)
NCC has a whistleblowing policy but exams do not have one.

Ensures the centre has documented processes in place relating to access
arrangements and reasonable adjustments

Access Arrangements Procedure

A copy of the access arrangements procedure will be available with all
Exams Polices books, and an electronic copy will be held by the Exams
Officer for reference.

There is no current JCQ regulation for centres to specifically have an Access
arrangements procedure in place through it might be good practice to bring
all aspects of the process together in one place thereby confirming the centre
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complies.

The head of centre/senior leadership team will have a written process in place
to not only check the qualification(s) of their assessor(s) but that the correct
procedures are followed as in Chapter 7 of the JCQ publication Access
Arrangements and Reasonable Adjustments... (GR 5.4)

Conflicts of interest

a) Ensures the relevant awarding bodies are informed before the published
deadline for entries for each examination series of any potential conflict of
interest where:

a. a member of centre staff is taking a qualification at the centre
which includes internally assessed components/units (noting that
being entered by the centre must be as last resort where unable to
find an alternative centre)

b. a candidate is being taught and prepared for a qualification
which includes internally assessed components/units by a member
of centre staff with a close relationship to the candidate

b) Maintains clear records that confirm the measures taken/protocols in place
to mitigate any potential risk to the integrity of the qualifications affected
by the above, and where:

a. A member of exams office staff has a close relationship to a
candidate being entered for exams and assessments at the
centre or at another centre

b. A member of centre staff is taking a qualification at the centre
which does not include internally assessed components/units
(taking at the centre as a last resort where unable to find an
alternative centre)

c. A member of centre staff is taking a qualification at another
centre

Conflicts of Interest Procedure (Exams)

It is the responsibility of the head of centre to ensure that his/her centre
manages Conflicts of Interest by informing the awarding bodies, before the
published deadline for entries, of:

a) Any members of centre staff who are taking qualifications at their own
centre which include internally assessed components/units.

b) Any members of centre staff who are teaching and preparing members of
their family (which includes stepfamily, foster family, and similar close
relationships) or close friends and their immediate family (e.g.,
son/daughter) for qualifications which include internally assessed
components/units

And
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Maintains clear records of all instances where:

a) Exams office staff have members of their family (which includes stepfamily,
foster family, and similar close relationships) or close friends and their
immediate family (e.g., son/daughter) being entered for examinations and
assessments either at the centre itself or other centres

b) Centre staff are taking qualifications at their centre which do not include
internally assessed components/units

c) Centre staff are taking qualifications at other centres

The head of centre must ensure that the records include details of the
measures taken to mitigate any potential risk to the integrity of the
qualifications affected.

The records may be inspected by a JCQ Centre Inspector and/or awarding
body staff.

They might be requested in the event of concerns being reported to an
awarding body. The records must be retained until the deadline for reviews of
marking has passed or until any appeal, malpractice or other results enquiry
has been completed, whichever is later.

Heads of centre should note that entering members of centre staff for
qualifications at their own centre must be as a last resort in cases where the
member of centre staff is unable to find another centre.

The head of centre is responsible for ensuring that proper protocols are in
place to prevent the member of centre staff having access to examination

materials prior to the examination and that other centre staff are briefed on
maintaining the integrity and confidentiality of the examination materials.

The head of centre must ensure that during the examination series the
member of centre staff is treated in the same way as any other candidate
entered for that examination, does not have access to examination materials
and does not receive any preferential treatment. (GR 5.3)

National Centre Number Register

e Provides contact details and an address to which all correspondence in
connection with the administration of examinations and assessments can be
directed which must be the registered address of the centre

o Ensures the National Centre Number Register annual update is responded to
by the end of October

o Takes responsibility for confirming, on an annual basis, that they are both
aware of and adhering to the latest version of the JCQ’s regulations. This
confirmation is man