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Purpose of the procedure 

The centre is committed to ensuring that the examinations and assessments 

management and administration process is run effectively and efficiently and in 

compliance with the published JCQ regulations and awarding body requirements.  

This procedure will ensure that:  

¶ All ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ ŎŜƴǘǊŜΩǎ ǇǊƻŎŜǎǎŜǎ ŀǊŜ ŘƻŎǳƳŜƴǘŜŘΣ ǎǳǇǇƻǊǘƛƴƎ ǘƘŜ 

ŎŜƴǘǊŜΩǎ ŎƻƴǘƛƴƎŜƴŎȅ ǇƭŀƴΣ ŀƴŘ ƻǘƘŜǊ ǊŜƭŜǾŀƴǘ ŜȄŀƳǎ-related procedures are 

signposted to  

¶ The workforce is well informed and supported  

¶ All centre staff involved in the process clearly understand their roles and 

responsibilities  

¶ All exams and assessments are conducted according to JCQ and awarding 

body regulations, guidance and instructions, thus maintaining the integrity 

and security of the examination/assessment system at all times  

¶ Exam candidates understand the 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.  

This procedure is available to view on the Staff and Student dashboards in the 

Exam Information section . 

Roles and responsibilities overview 

(GR 2)  

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. This indiv idual must have the authority to 

deploy the necessary resources to ensure that the centre is always compliant in 

meeting published JCQ regulations and awarding body requirements.  

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


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  cannot also be 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 senior 

leadership team and Examinations Officer support in place, so they can meet their 

obligations acro ss all centres for which they are responsible. The Head of Centre 

must ensure that these arrangements are covered by their examination 

contingency plan.  

Head of centre responsibilities 

(GR 1) 

Heads of Centre must ensure that senior leadership teams and exam office 

personnel familiarise themselves with the entire contents of the current General 

Regulations for Approved Centres  (GR) booklet. Heads of Centre must familiarise 

themselves with paragraphs 5.1, 5.3 and 5.4.  

Heads of Centre must ensure that relevant members of staff respond promptly to 

requests and/or actions raised by the JCQ Centre Inspection Service. Failure to do 

so could result in the centre not receiving or being able to access question papers 

and other confidential assessment materials. Ultimately, awarding bodies could 

withdraw approval of the centre.  

Heads of Centre must ensure that relevant members of staff respond promptly to 

requests for information from awarding bodies relating to the administration and 

conducting of examinations/assessments.  

(ICE Introduction) It is the responsibility of the Head of Centre to ensure that all 

staff comply with the instructions in the Instructions for conducting 

examinations document . Failure to do so may constitute malpractice as defined 

in the JCQ document Suspected Malpractice: Policies and Procedures, 1 

September 2025 to 31 August 2026.  

(GR 5.1)  

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


The Head of Centre must ensure:  

¶ Compliance with the published JCQ regulations and awarding body 

requirements to deliver the qualification(s)  

¶ Appropriate controls are in place which ensure accurate data is submitted 

to the awarding bodies by the required deadlines, e.g. registrations, entries, 

learner claims, centre -assessed marks or modified papers  

¶ All reasonable steps are taken to respond promptly to requests for 

information or documentation made by an awarding body or regulatory 

authority  

Head of Centre  

¶ Understands the contents, refers to and directs relevant centre staff to 

current JCQ documents including:  

o A guide to the special consideration process (SC)  

o Access Arrangements and Reasonable Adjustments (AARA)  

o AI Use in Assessments: Your role in protecting the integrity of 

qualifications  

o Guidance for centres on cyber security  

o Instructions for conducting coursework (ICC)  

o Instructions for conducting examinations (ICE)  

o Instructions for conducting non -examination assessments (GCE and 

GCSE specifications) (NEA)  

o Instructions for conducting non -examination assessments 

(Vocational and Technical Qualifications) (NEA VTQs)  

o Notice to Centres ς Informing candidates of their centre -assessed 

marks  

o Plagiarism in Assessments ς Guidance for Teachers/Assessors  

o Suspected Malpractice ς Policies and Procedures (SMPP)  

¶ Ensures the centre has appropriate accommodation at the registered 

address to support the size of the cohorts being taught, including 

appropriate accommodation for candidates requiring access arrangements 

and/or practical assessments  

¶ Where/if using a third party to deliver any part of a qualification (including 

the assessments or the administration) at the centre:  



o maintains oversight of, and responsibility for, the delivery and 

administration of the qualification in accordance with JCQ 

regulations and awarding body requirements  

o has in place a robust written agreement with the third party (unless 

exclusions apply), that includes provisions which ensure that 

qualifications are delivered in a way that complies with their 

agreement with the awarding body, 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  

o monitors delivery by the third party to maintain compliance with the 

published JCQ regulations and awarding body requirements, 

ensuring the security and integrity of examinations and assessments  

o ensures sufficient managerial and other resources are in place to 

resolve any issues  

¶ Ensures that relevant members of staff respond promptly to requests 

and/or actions raised by the JCQ Centre Inspection Service, understanding 

that failure to do so could result in penalties (see National Centre Number 

Register and other information requirements  section)  

¶ Ensures that relevant members of staff respond promptly to requests for 

information from awarding bodies relating to the administration and 

conducting of examinations/assessments  

¶ Ensures that the centre promptly reports any incidents to the relevant 

awarding body/bodies which might compromise any aspect of assessment 

delivery, such as a cyber -attack  

¶ Ensures members of centre staff do not forward emails and letters from 

awarding body or JCQ personnel without prior consent to third parties or 

upload such correspondence onto social media sites and applications 

(including third party applications)  

¶ Ensures members of centre staff do not advise parents/candidates to 

contact awarding bodies/JCQ directly nor provide them with the names, 

addresses and contact details (including email addresses) of examiners, 



moderators, external verifiers and any other awarding body 

examining/assessment personnel/JCQ personnel  

Resilience and contingency arrangements 

(GR 3.16-19) 

¢ƘŜ ŎŜƴǘǊŜ Ƴǳǎǘ ŜƴǎǳǊŜ ǘƘŜȅ ŀǊŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ǊŜƎǳƭŀǘƻǊǎΩ ƎǳƛŘŀƴŎŜ ŀƴŘκƻǊ 

awarding body guidance on ensuring resilience in the qualifications system. 

Centres should consider putting in place a process for gathering and securely 

retaining evidence of candidate performance in line with the published 

guidance.  

In the unlikely event that the government determines that examinations cannot 

go ahead, the centre will need evidence of candidate assessment performance, 

such as mock examinations, to enable alternative methods of awarding grades.  

Process for gathering evidence of candidate assessment 

performance 

Exams Resilience Arrangements 25 -26 can be found on the staff dashboard in 

the Exam Information section, and in the Examinations Office Policies File. 

Centres in England should refer to the document published by Ofqual:  

https://www.gov.uk/government/publications/guidance -on -collecting -

evidence -of -student -performance -to -ensure -resilience -in-the -qualifications -

system  

The centre must have an up to date written contingency plan.  

The contingency plan must cover all aspects of examination/assessment 

administration and delivery. Senior leaders must have robust contingency 

arrangements in place that will minimise the risk to examination/assessment 

administration and delivery and any a dverse impact on candidates.  

The plan must cover the following scenarios:  

¶ The Head of Centre, relevant Senior Leader(s) with oversight of 

examination and assessment administration, SENCo (or equivalent role), 

Examinations Officer or any other key staff essential to the examination 

process being absent at a critical stage of the e xamination cycle  

https://www.jcq.org.uk/exams-office/general-regulations/
https://www.gov.uk/government/publications/guidance-on-collecting-evidence-of-student-performance-to-ensure-resilience-in-the-qualifications-system
https://www.gov.uk/government/publications/guidance-on-collecting-evidence-of-student-performance-to-ensure-resilience-in-the-qualifications-system
https://www.gov.uk/government/publications/guidance-on-collecting-evidence-of-student-performance-to-ensure-resilience-in-the-qualifications-system


¶ The potential impact of other events such as flooding, which could lead 

to all or parts of the centre becoming unavailable  

¶ PƻǘŜƴǘƛŀƭ ƛǎǎǳŜǎ ǿƛǘƘ ǘƘŜ ŎŜƴǘǊŜΩǎ L¢ ǎȅǎǘŜƳǎΦ 

As part of its contingency plan the centre must identify an alternative site or 

alternative sites which can be used if examinations cannot be conducted at the 

registered address. Larger centres may require more than one potential 

alternative site or differ ent sites for different year groups.  

The centre must have at least one senior member of staff (senior designated 

contact) who is available to manage emergency requests from awarding 

bodies that are results related during the summer holidays. However, a number 

of contacts can be provided to re duce the risk of this falling on one individual 

throughout the summer holidays.  

¢ƘŜ ŎŜƴǘǊŜ Ƴǳǎǘ ŜƴǎǳǊŜ ǿƘŜǊŜ ŎŀƴŘƛŘŀǘŜǎΩ ǿƻǊƪ ƛǎ ǇǊƻŘǳŎŜŘ ŜƭŜŎǘǊƻƴƛŎŀƭƭȅ ƛǘ ƛǎ 

backed -ǳǇ ŀƴŘ ǎƘƻǳƭŘ ŎƻƴǎƛŘŜǊ ǘƘŜ ŎƻƴǘƛƴƎŜƴŎȅ ƻŦ ŎŀƴŘƛŘŀǘŜǎΩ ǿƻǊƪ ōŜƛƴƎ 

backed -up on two separate devices, including one off -site back -up via the 

Cloud. The centre must implemen t appropriate security arrangements which 

ǇǊƻǘŜŎǘ ŎŀƴŘƛŘŀǘŜǎΩ ǿƻǊƪ ƛƴ ǘƘŜ ŜǾŜƴǘ ƻŦ L¢ ǎȅǎǘŜƳ ŎƻǊǊǳǇǘƛƻƴ ŀƴŘ ŎȅōŜǊ-

attacks.  

Cyber security 

(GR 3.20 -21)  

The Head of Centre must ensure there are procedures in place to maintain the 

security of user accounts by:  

¶ Providing training for authorised staff on the importance of creating strong 

unique passwords and keeping all account details secret  

¶ Providing training for staff on awareness of all types of social engineering/ 

phishing attempts  

¶ Enabling additional security settings wherever possible  

¶ EƴǎǳǊƛƴƎ ǘƘŀǘ ŀƭƭ ƳŜƳōŜǊǎ ƻŦ ŎŜƴǘǊŜ ǎǘŀŦŦ ǿƘƻ ŀŎŎŜǎǎ ŀǿŀǊŘƛƴƎ ōƻŘƛŜǎΩ 

online systems undertake annual cyber security training  

The training must include:  

o The importance of creating strong, unique passwords for all 

accounts  

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


o Keeping all account details strictly confidential  

o The critical role of Multi -Factor Authentication (MFA) in protecting 

against unauthorised access  

o How to properly set up and use MFA for both centre and awarding 

ōƻŘƛŜǎΩ ǎȅǎǘŜƳǎ  

o An awareness of all types of social engineering/phishing attempts  

o The importance of staff quickly reporting any suspicious activity, 

events, incidents and encouraging a safe and supportive reporting 

culture.  

Certificates of completed staff cyber training must be downloaded and 

held on file for inspection. The NCSC training resource provides a 

certificate of completion of cyber training.  

¶ Developing and maintaining a comprehensive cyber security procedure for 

the centre. The National Cyber Security Centre (NCSC) provides resources 

to assist centres in creating such policies  

o Implementing and enforcing robust security measures, including: 

mandatory MFA for all accounts and systems containing exam -

related information, including those that interface between awarding 

body and centre systems, to enhance security and protect sensitiv e 

data  

o Regularly reviewing and updating security settings to align with 

current best practices  

¶ Updating any passwords that may have been exposed  

¶ Setting up secure account recovery options  

¶ Reviewing and managing connected applications  

¶ Monitoring accounts and regularly reviewing account access, including 

removing access when no longer required  

¶ EƴǎǳǊƛƴƎ ŀǳǘƘƻǊƛǎŜŘ ƳŜƳōŜǊǎ ƻŦ ǎǘŀŦŦ ǎŜŎǳǊŜƭȅ ŀŎŎŜǎǎ ŀǿŀǊŘƛƴƎ ōƻŘƛŜǎΩ 

online systems in line with awarding body regulations regarding cyber 

security and the JCQ document Guidance for centres on cyber security 

Authorised staff will have access, where necessa ry, to a device which 

ŎƻƳǇƭƛŜǎ ǿƛǘƘ ŀǿŀǊŘƛƴƎ ōƻŘƛŜǎΩ Ƴǳƭǘƛ-factor authentication (MFA) 

requirements.  



¶ RŜǇƻǊǘƛƴƎ ŀƴȅ ŀŎǘǳŀƭ ƻǊ ǎǳǎǇŜŎǘŜŘ ŎƻƳǇǊƻƳƛǎŜ ƻŦ ŀƴ ŀǿŀǊŘƛƴƎ ōƻŘȅΩǎ 

online systems immediately to the relevant awarding body  

Cyber security procedure 

¢ƘŜ ǎŎƘƻƻƭΩǎ L¢ ŀƴŘ /ȅōŜǊ {ŜŎǳǊƛǘȅ tƻƭƛŎȅ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ Ƴŀƛƴ ǎŎƘƻƻƭ 

website.  

It is the responsibility of the Head of Centre  to ensure that the centre:  

Recruitment, selection, training and support  

(GR 5.3) 

¶ Retains a workforce of an appropriate size and competence, including 

sufficient managerial and other appropriate resources, to undertake the 

delivery and administration of the qualification and assessments as required 

by an awarding body. This includes tak ing reasonable steps to ensure 

occupational competence where this is required for the assessment of 

specific qualifications  

¢ƘŜ ŎŜƴǘǊŜΩǎ ŎƻƴǘƛƴƎŜƴŎȅ ǇƭŀƴƴƛƴƎ Ƴǳǎǘ ƛƴŎƭǳŘŜ ǎǳŎŎŜǎǎƛƻƴ ŀǊǊŀƴƎŜƳŜƴǘǎ 

for members of staff involved in examination and assessment 

administration.  

¶ Provides fully qualified teachers/assessors for the verification and marking 

of centre -assessed components  

¶ Ensures that teaching staff do not use artificial intelligence (AI) as the sole 

ƳŜŀƴǎ ƻŦ ƳŀǊƪƛƴƎ ŎŀƴŘƛŘŀǘŜǎΩ ǿƻǊƪ 

¶ Enables the relevant senior leader(s), teachers, the examinations officer 

(EO) and the SENCo (or equivalent role) to receive appropriate training 

and support in order to facilitate the effective delivery of examinations and 

assessments within the centre an d ensure compliance with the published 

JCQ and awarding body regulations  

¶ 9ƴǎǳǊŜǎ ǘƘŜ {9b/ƻ όƻǊ ŜǉǳƛǾŀƭŜƴǘ ǊƻƭŜύΣ ǘƘŜ ŎŜƴǘǊŜΩǎ ŀǇǇƻƛƴǘŜŘ ŀŎŎŜǎǎ 

arrangements assessor and the examinations officer undertake regular 

CPD, such as attending an annual update course  

¶ Ensures that the SENCo (or equivalent role) understands the JCQ 

document Access Arrangements and Reasonable  Adjustments  and is given 

https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/


sufficient time to manage the access arrangements process within the 

centre  

¶ Ensures that the examinations officer understands relevant awarding body 

and JCQ documentation and has sufficient time to perform their role  

¶ Ensures that any member(s) of the senior leadership team who are 

responsible for examination administration familiarise themselves with 

relevant awarding body and JCQ documentation (This will ensure the 

examinations officer and the SENCo are supported as w ell as ensuring 

effective centre decision making in line with the published regulations)  

¶ Ensures that teachers understand the relevant awarding body and JCQ 

documentation for the qualifications they are delivering to ensure they are 

delivered in line with the relevant regulations  

External and internal governance arrangements 

(GR 5.3) 

¶ Has in place a written escalation process should the Head of Centre, or a 

member of the senior leadership team with oversight of examination and 

assessment administration, be absent  

Escalation Process  

The Escalation Process (Exams) can be found on the staff dashboard in the Exam 

Information section, and in the Examinations Office Policies File.  

¶ Has in place a member of the senior leadership team who has a good 

working knowledge of the examination system, will provide effective line 

management support and supervision of the examinations officer to ensure 

that the integrity and security of examinat ions 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 exams officer  

¶ Can confirm to an awarding body the external governance arrangements so 

that the awarding body has confidence in the integrity of centre activities  

 

 

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


Delivery of qualifications  

(GR 5.3)  

¶ Delivers qualifications, as required by the awarding body and 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 an d implementing reasonable adjustments 

for disabled candidates  

¶ Enables candidates to receive sufficient and up to date practical experience 

or relevant training where required by the subject  

Public liability  

(GR 5.3)  

¶ Complies with local health and safety rules which are in place and that the 

centre is adequately covered for public liability claims  

Conflicts of interest 

(GR 5.3)  

See Policies below  

Controlled assessments, coursework and non-examination 

assessments  

(GR 5.3)  

¶ Has in place arrangements to co -ordinate and standardise all marking of 

centre -ŀǎǎŜǎǎŜŘ ŎƻƳǇƻƴŜƴǘǎ ŀƴŘ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ŎŀƴŘƛŘŀǘŜǎΩ ŎŜƴǘǊŜ-

assessed work is produced, authenticated and marked, or assessed and 

quality assured in accordance with the awarding bo ŘƛŜǎΩ ƛƴǎǘǊǳŎǘƛƻƴǎ ό¢Ƙƛǎ 

applies to both internal and private candidates)  

¶ {ǳōƳƛǘǎΣ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ŀǿŀǊŘƛƴƎ ōƻŘƛŜǎΩ ƛƴǎǘǊǳŎǘƛƻƴǎΣ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŜȅ 

may reasonably require in relation to their examinations and assessments, 

returning all subject -specific forms by the required date  

 

 



Security of assessment materials 

(GR 5.3)  

¶ Takes all reasonable steps to maintain the integrity of the 

examinations/assessments, including the security of all assessment 

materials, by ensuring:  

o the security of all assessment materials  

o that assessment materials supplied to the centre by the awarding 

body, including pre -release materials and set assignments, and 

information about their contents are only shared with appropriate 

centre staff and candidates and are not shared outside the cen tre  

o reporting immediately to the awarding body/bodies any potential or 

actual breach of examination or assessment materials  

¶ Makes arrangements to:  

o 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 document Instructions for 

conducting examinations  

o Access, download, print (where appropriate) and store electronic 

assessment materials safely and securely at all times in accordance 

with section 4 of the current JCQ document Instructions for 

conducting examinations  

o 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  

¶ Provides candidates access to relevant pre -release materials on, or as soon 

as possible after, the date specified by the awarding bodies  

National Centre Number Register and other information 

requirements  

(GR 5.3)  

¶ Provides contact details as follows:  

o A physical address to which all examination and assessment 

materials will be despatched ς this must be the registered address of 

the centre  



o A landline telephone number ς this must be the number of the main 

office/switchboard of the centre  

o A contact email address for communications ς this must be the email 

address of the person or team responsible for the administration of 

ŜȄŀƳƛƴŀǘƛƻƴǎ όtŜǊǎƻƴŀƭ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎ ǎǳŎƘ ŀǎ Ψ¸ŀƘƻƻΩΣ ΨIƻǘƳŀƛƭΩ 

ŀƴŘ ΨDƳŀƛƭΩ ŀǊŜ ƴƻǘ ŀŎŎŜǇǘŀōƭŜύ  

o The name of the head of centre and their email address  

o Senior designated contact details (this might include a personal 

mobile number and/or email address) (These must be the contact 

details of someone who can be reached in an emergency if the 

centre is closed over the summer and who can mobilise resources to 

respond to the issue)  

¶ Completes the National Centre Number Register annual update by the end 

of October every year even if there are no changes to centre details  

o Informs the National Centre Number Register Team immediately 

(email address ς ncn@ocr.org.uk) if any changes occur after the 

National Centre Number Register  

o Annual update has taken place (This must be on centre headed 

stationery which can be sent as an email attachment including the 

signature of the head of centre)  

o Informs the National Centre Number Register Team (email address ς 

ncn@ocr.org.uk) of any changes to relevant contact details no later 

than 6 weeks prior to moving to a new address or re -locating of the 

secure storage facility (This must be on centre headed stationery 

which can be sent as an email attachment)  

o Informs the National Centre Number Register Team immediately of 

ŀƴȅ ƻǘƘŜǊ ŎƘŀƴƎŜǎ ƛƴ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǘƘŀǘ ŎƻǳƭŘ ŀŦŦŜŎǘ ǘƘŜ ŎŜƴǘǊŜΩǎ 

status  

o Completes the National Centre Number Register Head of Centre 

Declaration by the end of October every year confirming they are 

aware of and adhering to the latest versions of the JCQ regulations  

o Responds to any other reasonable requests made by the National 

Centre Number Register Team  

 



¶ (GR 1.9) Understands that the responsibility for completing the Head of 

Centre declaration survey cannot be delegated to a member of the senior 

leadership team or the examinations officer, and acknowledges that failure 

to respond to the NCNR annual update,  and/or the head of centre 

declaration and/or requests or actions raised by the JCQ Centre Inspection 

Service, will result in:  

o The centre status being suspended  

o The centre not being able to submit examination entries  

o The centre not receiving or being able to access question papers  

and ultimately, awarding bodies could withdraw their approval of the 

centre.  

Centre inspections 

(GR 5.3)  

¶ Co-operates with the JCQ Centre Inspection Service, an awarding body or 

a regulatory authority when subject to an inspection, an investigation, or an 

unannounced visit or any requests for information within the stipulated 

timeframe  

¶ Allows all venues used for examinations and assessments, paperwork and 

secure storage facilities to be open to inspection  

¶ Understands the JCQ Centre Inspector will identify themselves with a 

formal identity document and must  be accompanied throughout their tour 

ƻŦ ǘƘŜ ǇǊŜƳƛǎŜǎΣ ƛƴŎƭǳŘƛƴƎ ƛƴǎǇŜŎǘƛƻƴ ƻŦ ǘƘŜ ŎŜƴǘǊŜΩǎ ǎŜŎǳǊŜ ǎǘƻǊŀƎŜ ŦŀŎƛƭƛǘȅ 

Policies available for inspection 

(GR 5.3)  

¶ Has in place the following written policies for inspection that must be 

reviewed and updated annually by a member of the senior leadership team 

and communicated within the centre:  

Child Protection/Safeguarding Procedure  

¢ƘŜ ŎŜƴǘǊŜ Ƙŀǎ ŀ ǿƘƻƭŜ ǎŎƘƻƻƭ ǇǊƻŎŜŘǳǊŜ ǿƘƛŎƘ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ άtƻƭƛŎƛŜǎ ŀƴŘ 

wŜǇƻǊǘǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ǿŜōǎƛǘŜΦ ! ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ 

tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ hŦŦƛŎŜ. 



¶ A complaints procedure  

Complaints and Appeals Procedure (Exams)  

¢ƘŜ ǎǘǊǳŎǘǳǊŜ ƻǳǘƭƛƴŜŘ ƛƴ ǘƘŜ ǎŎƘƻƻƭΩǎ ŘƻŎǳƳŜƴǘ ά/ƻƴŎŜǊƴǎ ŀƴŘ /ƻƳǇƭŀƛƴǘǎ 

tǊƻŎŜŘǳǊŜ ŀƴŘ tƻƭƛŎƛŜǎέ ƛǎ ŦƻƭƭƻǿŜŘ ƛƴ ǊŜƭŀǘƛƻƴ ǘƻ ŀƴȅ ŎƻƳǇƭŀƛƴǘ ǊŜŎŜƛǾŜŘ 

ǊŜƎŀǊŘƛƴƎ ǘƘŜ ŎŜƴǘǊŜΩǎ ŘŜƭƛǾŜǊȅ ƻǊ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦ ŀ ǉǳŀƭƛŦƛŎŀǘƛƻƴΦ  

The Concerns and Complaints Procedure and Policies can be found on the school 

ǿŜōǎƛǘŜΣ ǎǘŀŦŦ ŀƴŘ ǎǘǳŘŜƴǘ ±[9ǎΦ ! ŎƻǇȅ ƛǎ ŀƭǎƻ ŎƻƴǘŀƛƴŜŘ ƛƴ ǘƘŜ ά9ȄŀƳǎ 

tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ hŦŦƛŎŜ. 

Also refer to GR (5.8) Candidate information  

¶ A conflicts of interest procedure  

Conflicts of interest 

(GR 5.3)  

¶ Manages conflicts of interest by informing the awarding bodies before the 

published deadline for entries for each examination series of any potential 

conflict of interest where:  

o any members of centre staff who are taking a qualification at this 

centre which includes internally assessed components/units*  

o 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 i nternally 

assessed components/units, and   

maintains internal records (that confirm the measures taken/protocols in 

place to mitigate any potential risk to the integrity of the qualifications 

affected) of all instances where:  

o 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 this centre or other centres  

o Centre staff are taking qualifications at this centre which do not include 

internally assessed components/units*  



o Centre staff are taking qualifications at other centres  

¶ Retains records of all conflicts of interest, including 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 mi ght 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 )  

¶ *Notes 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, and ensures:  

o 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 an d 

confidentiality of the examination materials  

o 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  

Conflicts of Interest Procedure (Exams) 

¢ƘŜ ά/ƻƴŦƭƛŎǘǎ ƻŦ LƴǘŜǊŜǎǘ tǊƻŎŜŘǳǊŜ ό9ȄŀƳǎύέ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ ǎŎƘƻƻƭ 

ŘŀǎƘōƻŀǊŘ ŀƴŘ ŀ ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ 

in the Exams Office. This procedure is to be read in conjunction with the whole 

school procedure cal ƭŜŘ ά/ƻƴŦƭƛŎǘǎ ƻŦ LƴǘŜǊŜǎǘ tǊƻŎŜŘǳǊŜέ ǿƘƛŎƘ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ 

ǘƘŜ άtƻƭƛŎƛŜǎ ŀƴŘ wŜǇƻǊǘǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ǿŜōǎƛǘŜΦ 

¶ A contingency plan which covers all aspects of examination/assessment 

administration and delivery  

Exam Contingency Plan 

¢ƘŜ ά9ȄŀƳ /ƻƴǘƛƴƎŜƴŎȅ tƭŀƴέ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ ǎŎƘƻƻƭ ŘŀǎƘōƻŀǊŘ ŀƴŘ ŀ ƘŀǊŘ 

ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ hŦŦƛŎŜΦ 

 

 



Data Protection Procedure  

¢ƘŜ ŎŜƴǘǊŜ Ƙŀǎ ŀ ǿƘƻƭŜ ǎŎƘƻƻƭ ǇǊƻŎŜŘǳǊŜ ǿƘƛŎƘ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ άtƻƭƛŎƛŜǎ ŀƴŘ 

wŜǇƻǊǘǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ǿŜōǎƛǘŜΦ ! ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ 

tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ hŦŦƛŎŜ 

GR (section 5.3) Policies available for inspection  and (5.8) Candidate 

information  

The procedure for releasing results/certificates to candidates and sharing 

candidate results with parents/carers is:  

If a candidate is unavailable to collect their results, they must nominate a named 

person to collect them on their behalf prior to the release of results.  

The option to have them emailed to their school email address is also available to 

candidates who are at the end of their key stage education and going onto further 

study.  

A specific form is supplied for this purpose and must be left with the Exams Office 

by the deadline set for receipt of the form for the request to be met. 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 c onsent should be sought to share results or other 

exams -related information with a third party.  

Other legislation and guidance may need to be taken into account regarding 

sharing information with parents, as example information from the DfE for schools 

regarding parental responsibility and school reports on pupil performance:  

¶ Understanding and dealing with issues relating to parental responsibility 

www.gov.uk/government/publications/dealing -with -issues-relating -to -

parental -responsibility/understanding -and -dealing -with -issues-relating -to -

parental -responsibility    

¶ School reports on pupil performance: guidance for headteachers 

www.gov.uk/guidance/school -reports -on -pupil -performance -guide -for -

headteachers    

http://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
http://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
http://www.gov.uk/government/publications/dealing-with-issues-relating-to-parental-responsibility/understanding-and-dealing-with-issues-relating-to-parental-responsibility
http://www.gov.uk/guidance/school-reports-on-pupil-performance-guide-for-headteachers
http://www.gov.uk/guidance/school-reports-on-pupil-performance-guide-for-headteachers


Publication of exam results  

wŜŦŜǊ ǘƻ L/h όLƴŦƻǊƳŀǘƛƻƴ /ƻƳƳƛǎǎƛƻƴŜǊΩǎ hŦŦƛŎŜύ  

¶ Schools, universities and colleges   

¶ Information and exam results  

Equalities Procedure 

¢ƘŜ ŎŜƴǘǊŜ Ƙŀǎ ŀ ǿƘƻƭŜ ǎŎƘƻƻƭ ǇǊƻŎŜŘǳǊŜ ǿƘƛŎƘ Ŏŀƴ ōŜ ŦƻǳƴŘ ƛƴ ǘƘŜ άtƻƭƛŎƛŜǎ ŀƴŘ 

wŜǇƻǊǘǎέ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǎŎƘƻƻƭ ǿŜōǎƛǘŜΦ ! ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ 

tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ hŦŦƛŎŜ 

Also refer to the Exams Access Arrangements Procedure GR (5.4)              

Internal Appeals Procedure 

¢ƘŜ άLƴǘŜǊƴŀƭ !ǇǇŜŀƭǎ tǊƻŎŜŘǳǊŜέ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ ǎŎƘƻƻƭ ŘŀǎƘōƻŀǊŘΣ ŀƴŘ ŀ 

ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ 

Office.  

Malpractice Procedure 

¢ƘŜ άaŀƭǇǊŀŎǘƛŎŜ tǊƻŎŜŘǳǊŜ ŦƻǊ {ǘŀŦŦ ŀƴŘ /ŀƴŘƛŘŀǘŜǎέ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ ǎŎƘƻƻƭ 

ŘŀǎƘōƻŀǊŘ ŀƴŘ ŀ ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ 

in the Exams Office.  

Also refer to the JCQ document AI Use in Assessments: Protecting the Integrity 

of Qualifications  (www.jcq.org.uk/exams -office/malpractice ) with reference to 

ǘƘŜ ŎŜƴǘǊŜΩǎ ƳŀƭǇǊŀŎǘƛŎŜκǇƭŀƎƛŀǊƛǎƳ ǇǊƻŎŜŘǳǊŜ ǘƻ ŀŎƪƴƻǿƭŜŘƎŜ ǘƘŜ ǳǎŜ ƻŦ !L όŜΦƎΦ 

what it is, the risks of using it, what AI misuse is, how this will be treated as 

malpractice, when it may be used and how it should be acknowledged)  

Also refer to Information for candidates AI (Artificial Intelligence and 

assessments)  (http://www.jcq.org.uk/exams -office/malpractice )   

¶ A procedure regarding the management of non -examination assessments 

including controlled assessments and coursework, which includes details on 

Ƙƻǿ ŎŀƴŘƛŘŀǘŜǎΩ ǿƻǊƪ ǿƛƭƭ ōŜ ŀǳǘƘŜƴǘƛŎŀǘŜŘ όCƻǊ //9! D/{9 ŎŜƴǘǊŜǎ ǘƘƛǎ 

would be a written controlled assessments procedure)  

https://ico.org.uk/for-the-public/schools/
https://ico.org.uk/for-the-public/schools/exam-results/
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/malpractice


Non-examination Assessment (including controlled assessments 

and coursework) Procedure 

Non -Examination Assessment (including controlled assessment and coursework) 

Procedure and Non -Examination Assessment Procedure for Vocational 

Qualifications (Legacy Only) can be found on the Staff/Student VLEs and in the 

Examinations Office Procedures and Policies File and is available to view on 

request.  

Also refer to GR (5.7) Centre -assessed work, NEA (1)  

Also refer to the JCQ document AI Use in Assessments: Protecting the Integrity of 

Qualifications ( www.jcq.org.uk/exams -office/malpractice ) 

Whistleblowing Procedure (Exams) 

The Whistleblowing Procedure is a whole school procedure and can be found on 

the school website. It is also held on the staff and student VLEs.  

Word Processor Procedure (Exams) 

¢ƘŜ ά²ƻǊŘ tǊƻŎŜǎǎƻǊ tǊƻŎŜŘǳǊŜέ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ ǎŎƘƻƻƭ ŘŀǎƘōƻŀǊŘ ŀƴŘ ŀ 

ƘŀǊŘ ŎƻǇȅ ƛǎ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ά9ȄŀƳǎ tǊƻŎŜŘǳǊŜǎ ŀƴŘ tƻƭƛŎƛŜǎέ ŦƛƭŜ ƛƴ ǘƘŜ 9ȄŀƳǎ 

Office.  

Access arrangements and reasonable adjustments 

(GR 5.4)  

The head of centre/senior leadership team will:  

¶ Appoint a SENCo, or an equivalent member of staff, to coordinate the 

access arrangements process within the centre and determine appropriate 

arrangements for candidates with learning difficulties and disabilities, 

candidates for whom English is an additiona l language and those with a 

temporary illness or injury  

¶ Ensure that learners have the correct information and advice on their 

selected qualification(s) in an accessible format and that the 

qualification(s) meet their needs (The recruitment process must include the 

centre assessing each potential learner and maki ng justifiable and 

ǇǊƻŦŜǎǎƛƻƴŀƭ ƧǳŘƎŜƳŜƴǘǎ ŀōƻǳǘ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǇƻǘŜƴǘƛŀƭ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ 

http://www.jcq.org.uk/exams-office/malpractice


examinations/assessments successfully and achieve the qualification(s). 

¢ƘŜ ŎŜƴǘǊŜΩǎ ŀǎǎŜǎǎƳŜƴǘ Ƴǳǎǘ ƛŘŜƴǘƛŦȅΣ ǿƘŜǊŜ ŀǇǇǊƻǇǊƛŀǘŜΣ ǘƘŜ ǎǳǇǇƻǊǘ ǘƘŀǘ 

will be made available to the learner to facilitate access to 

examinations/assessments)  

¶ Recognise its duties towards disabled candidates, including private 

ŎŀƴŘƛŘŀǘŜǎΣ ŜƴǎǳǊƛƴƎ ŎƻƳǇƭƛŀƴŎŜ ǿƛǘƘ ŀƭƭ ŀǎǇŜŎǘǎ ƻŦ ǘƘŜ 9ǉǳŀƭƛǘȅ !Ŏǘ нлмлϞΣ 

particularly Section 20 (7) (This must include a duty to explore and provide 

access to suitable courses, to submi t applications for reasonable 

adjustments through the access arrangements process and to make 

reasonable adjustments to the services the centre provides to disabled 

candidates. Where the centre is under a duty to make a reasonable 

adjustment, the centre m ust not charge a disabled candidate any additional 

fee in relation to the adjustment or aid)  

ϞƻǊ ŀƴȅ ƭŜƎƛǎƭŀǘƛƻƴ ƛƴ ŀ ǊŜƭŜǾŀƴǘ ƧǳǊƛǎŘƛŎǘƛƻƴ ƻǘƘŜǊ ǘƘŀƴ 9ƴƎƭŀƴŘ ŀƴŘ ²ŀƭŜǎ 

which has an equivalent purpose and effect  

¶ Ensure that the SENCo undertakes the necessary and appropriate steps to 

gather a picture of need and demonstrate normal way of working for a 

private candidate, such as a distance learner or a home educated student 

(The centre, where required, must lead on t he assessment process. The 

ŎŀƴŘƛŘŀǘŜ Ƴǳǎǘ ōŜ ŀǎǎŜǎǎŜŘ ōȅ ǘƘŜ ŎŜƴǘǊŜΩǎ ŀǇǇƻƛƴǘŜŘ ŀǎǎŜǎǎƻǊΦ Lƴ ǎƻƳŜ 

instances, depending on their needs, the candidate may have to be 

assessed away from the centre, for example at home. The centre must 

comply with the obligat ion to identify the need for, request and implement 

access arrangements)  

¶ Ensure that where a candidate with a learning difficulty requires an 

assessment of their needs, they are assessed by an appropriately qualified 

ŀǎǎŜǎǎƻǊ ŀǎ ŀǇǇƻƛƴǘŜŘ ōȅ ǘƘŜ ƘŜŀŘ ƻŦ ŎŜƴǘǊŜ ό9ǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ŀǎǎŜǎǎƻǊΩǎ 

qualification(s) must be obtained before they assess candidates and must 

be held on file for inspection)  

¶ Have a written process in place to not only  check the qualification(s) of 

their assessor(s) and that the correct procedures are followed as in Chapter 

7 of the JCQ document Access Arrangements and Reasonable Adjustments  

 

 



Access Arrangements Procedure 

The Access Arrangements procedure can be found and available to view on the 

Staff and Student VLEs. It is also held in the Examinations Office Policies and 

Procedures  file and is available to view upon request.  

¢ƘŜǊŜ ƛǎ ƴƻ ǎǇŜŎƛŦƛŎ W/v ǊŜƎǳƭŀǘƛƻƴ ǘƘŀǘ ǊŜŦŜǊǎ ǘƻ ŀ ΨǇǊƻŎŜŘǳǊŜΩ ǊŜǉǳƛǊŜƳŜƴǘ ƛƴ ǘƘƛǎ 

respect though it would be good practice to bring all aspects of the process 

together in one place thereby confirming the centre complies with GR (5.4) 

Access arrangements and reasonable adjustments  

¶ Assist the awarding bodies in the discharge of their duty to make 

reasonable adjustments by requesting access arrangements, where 

required, and fully support the SENCo in effectively implementing those 

arrangements once approved  

Malpractice 

(GR 5.11) 

The centre will:  

¶ Take all reasonable steps to prevent the occurrence of any malpractice 

(which includes maladministration) before, during and after assessments 

have taken place  

¶ Inform the awarding 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  

¶ 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 current JCQ document Suspected 

Malpractice - Policies and Procedures  and provides such information and 

advice as the awarding body may reasonably require  

¶ (GR 6.2) 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 qualifications regulator or professional bodies in accordance with the 

JCQ document Suspected Malpractice ς Policies and Procedures  

Personal data  

(GR 6.6, 6.8)  

It is the responsibility of centres to inform candidates of the processing that the 

centre undertakes. For example, that the centre will provide relevant personal 

data including name, date of birth, gender to the awarding bodies for the purpose 

of examinin g and awarding qualifications.  

Materials which are submitted by candidates for assessment may include any form 

of written work, audio and visual materials, computer programs and data 

όά{ǘǳŘŜƴǘ aŀǘŜǊƛŀƭǎέύΦ !ǿŀǊŘƛƴƎ ōƻŘƛŜǎ Ƴŀȅ ǳǎŜ ǘƘŜ {ǘǳŘŜƴǘ aŀǘŜǊƛŀƭǎ ǘƻ ŜǾŀƭǳŀǘŜ 

ŎŀƴŘƛŘŀǘŜǎΩ ǇŜǊŦƻǊƳŀƴŎŜ in the relevant assessment. They may also use the 

Student Materials for other purposes as outlined in their privacy policies and in 

accordance with their terms. Candidates should be directed to the relevant 

ŀǿŀǊŘƛƴƎ ōƻŘȅΩǎ ǇǊƛǾŀŎȅ ƴƻǘƛŎŜ ƛŦ ǘƘŜȅ ǊŜǉǳƛǊŜ Ŧurther information about how their 

Student Materials may be used by the awarding body.  

Where a centre or third party is in possession of any Student Materials for the 

purposes of candidate assessment, the Student Materials will be held on behalf of 

the awarding body.  

Exams officer (EO) 

¶ Understands the contents of annually updated JCQ documents including:  

o A guide to the special consideration process   

o General Regulations for Approved Centres  

o Instructions for conducting examinations  

o Post -Results Services  (PRS)  

o Suspected Malpractice - Policies and Procedures  

¶ Completes/submits the National Centre Number Register annual update 

(administered on behalf of the JCQ member awarding bodies by 

Cambridge OCR https://ocr.org.uk/administration/ncn -annual -update/) by 

the end of October every year even if there are no chang es to centre 

ŘŜǘŀƛƭǎΣ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŎŜƴǘǊŜΩǎ ŎƻƴǘŀŎǘ ŘŜǘŀƛƭǎ ƻǊ ƛƴŦƻǊƳǎ ƻŦ ŀƴȅ ŎƘŀƴƎŜǎ 

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/post-results-services
http://www.jcq.org.uk/exams-office/malpractice


((and follows the process (in GR 5.3) if any changes occur after the annual 

update has taken place)  

¶ Is familiar with the contents of annually updated information from awarding 

bodies on administrative procedures, key tasks, key dates and deadlines  

¶ Ensures key tasks are undertaken and key dates and deadlines met  

¶ Recruits, trains and deploys a team of internal/external invigilators; 

appoints lead invigilators, as may be applicable to the centre and keeps a 

record of the content of training provided to invigilators for the required 

period  

¶ Works with the SENCo (or equivalent role) to ensure invigilators 

supervising access arrangement candidates and those acting as a facilitator 

supporting access arrangement candidates fully understand the respective 

role and what is and what is not permissib le in the exam room  

¶ Supports the head of centre in ensuring that awarding bodies are informed 

(where required) of any conflict of interest declared by members of centre 

staff and in maintaining internal records that confirm the measures 

taken/protocols in place to mitigate an y potential risk to the integrity of 

the qualifications affected before the published deadline for entries for 

each examination series  

¶ Briefs other relevant centre staff where they may be involved in the receipt 

and dispatch of confidential materials on the requirements for maintaining 

the integrity and security of confidential examination/assessment materials  

Senior leaders 

¶ Are familiar with the contents, refer to and direct relevant centre staff to 

current JCQ documents including:  

o A guide to the special consideration process  

o Access Arrangements and Reasonable Adjustments  

o AI Use in Assessments: Your role in protecting the integrity of 

qualifications  

o Guidance for centres on cyber security  

o Instructions for conducting coursework  

o Instructions for conducting examinations  

o Instructions for conducting non -examination assessments (GCE and 

GCSE specifications)  



o Instructions for conducting non -examination assessments 

(Vocational and Technical Qualifications)  

o Notice to Centres ς Informing candidates of their centre -assessed 

marks  

o Plagiarism in Assessments ς Guidance for Teachers/Assessors  

o Post -Results Services  

o Suspected Malpractice ς Policies and Procedures  

¶ Ensure teaching staff undertake key tasks, as detailed in this procedure, 

within the exams process (exam cycle) and meet internal deadlines set 

by the EO and SENCo (or equivalent role)  

¶ Ensure teaching staff keep themselves updated with awarding body 

subject and teacher -specific information to confirm effective delivery of 

qualifications  

¶ Ensure teaching staff attend relevant awarding body training and 

update events  

Special educational needs co-ordinator (SENCo) or equivalent 

role 

¶ Understands the contents, refers to and directs relevant centre staff to 

current JCQ documents including:  

o Access Arrangements and Reasonable Adjustments  

¶ Leads on the access arrangements and reasonable adjustments process 

(referred to in this procedure as access arrangements)  

¶ If not the qualified access arrangements assessor, works with the person 

appointed, on all matters relating to assessing candidates and ensures the 

correct procedures are followed  

¶ Presents when requested by a JCQ Centre Inspector, evidence of the 

ŀǎǎŜǎǎƻǊΩǎ ǉǳŀƭƛŦƛŎŀǘƛƻƴ 

(GR 5.4)  

¶ Ensures any applications for access arrangements or reasonable 

adjustments are submitted by the published deadline (The SENCo will hold 

on file appropriate documentary evidence to substantiate such an 

arrangement, which is open to inspection. For those qua lifications covered 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance


by Access Arrangements Online, a JCQ Centre Inspector will sample a 

ŎŜƴǘǊŜΩǎ ŀǇǇƭƛŎŀǘƛƻƴǎύ  

¶ Ensures a file is presented which must contain for each online application 

the downloaded approval for the respective arrangement(s) and 

supporting evidence of need (This information must be readily available for 

inspection at the venue where the candidate  is taking the examination(s)  

¶ Ensures requests for modified papers are submitted by the published 

deadline  

¶ Ensures there are appropriate resources in place at the time of 

ŜȄŀƳƛƴŀǘƛƻƴǎκŀǎǎŜǎǎƳŜƴǘǎ ǘƻ ƳŜŜǘ ŎŀƴŘƛŘŀǘŜǎΩ ƴŜŜŘǎΣ ŜΦƎΦ ǎǳŦŦƛŎƛŜƴǘ 

readers and scribes  

Teaching staff  

¶ Undertake key tasks, as detailed in this procedure, within the exams 

process and meet internal deadlines set by the EO and SENCo (or 

equivalent role)  

¶ Keep updated with awarding body subject and teacher -specific information 

to confirm effective delivery of qualifications  

¶ Attend relevant awarding body training and update events  

¶ Invigilators  

¶ Attend/undertake training (on the current regulations), update, briefing 

and review sessions as required  

¶ Provide information as requested on their availability to invigilate  

¶ Sign a confidentiality and security agreement and confirm whether they 

have any current maladministration/malpractice sanctions applied to them  

Reception staff  

¶ Support the EO in the receipt and dispatch of confidential materials and 

follow the requirements for maintaining the integrity and security of 

confidential examination/assessment materials  

Site staff  

¶ Support the EO in relevant matters relating to exam rooms and resources  

 

 



Candidates  

²ƘŜǊŜ ŀǇǇƭƛŎŀōƭŜ ƛƴ ǘƘƛǎ ǇǊƻŎŜŘǳǊŜΣ ǘƘŜ ǘŜǊƳ ΨŎŀƴŘƛŘŀǘŜǎΩ ǊŜŦŜǊǎ ǘƻ ŎŀƴŘƛŘŀǘŜǎ 

and/or their parents/carers.  

The Exam Cycle 

The exams management and administration process that needs to be undertaken 

for each exam series  is referred to as the exam cycle  and relevant tasks which 

need to be undertaken before, during and after an exam series grouped into the 

following stages:  

¶ planning  

¶ entries  

¶ pre -exams  

¶ exam time  

¶ results and post -results  

This procedure identifies roles and responsibilities of centre staff within this cycle.  

Planning: roles and responsibilities  

Secure materials  

Head of centre  

(GR 3.6)  

¶ Ensures the centre has a secure storage facility in a room solely assigned to 

examinations  

(ICE 3.1)  

The secure room and the secure storage facility  

Question papers and pre -release materials issued by the awarding bodies must 

ŀƭǿŀȅǎ ōŜ ǎǘƻǊŜŘ ŀǘ ǘƘŜ ŎŜƴǘǊŜΩǎ ǊŜƎƛǎǘŜǊŜŘ ŀŘŘǊŜǎǎ ƛƴ ŀ ǎŜŎǳǊŜ ǊƻƻƳ ǿƛǘƘ ŀ 

secure storage facility, e.g. safe or security cabinet.  

The secure room  

The secure room must only be used for the purpose of administering secure 

examination materials.  



Access to the secure room must  be restricted to between two and six key 

holders, one of whom must  be the exams officer. The two to six key holders 

must be permanent members of staff or members of staff who have a formal 

contract of employment and are subject to standard HR policies and 

procedures...  

The secure room must  be accessible throughout an examination series for the 

storage of question papers and be available for inspection.  

The secure storage facility  

Access to the secure storage facility must  be restricted to between two and 

six key holders, one of whom must  be the exams officer.  

The two to six key holders must  either be part of the exams team or the senior 

leadership team. A key holder from the exams team must  be a permanent 

member of staff or a member of staff who has a formal contract of 

employment and is subject to standard HR policies and procedures...  

When the secure storage facility is being accessed for the storage and 

preparation of secure assessment materials the door to the secure room must  

be closed.  

Information sharing  

Head of centre  

¶ Directs relevant centre staff to annually updated JCQ documents including 

GR, ICE, AARA, SMPP, ICC, NEA and SC  

Exams officer  

¶ Signposts relevant centre staff to JCQ documents and awarding body 

documentation relating to the examination/assessment process that have 

been updated  

¶ Signposts relevant centre staff to JCQ information that must be provided 

to candidates  

¶ As the centre administrator, approves relevant access rights for centre staff 

to access awarding body secure extranet sites  

 

 



Information gathering  

Exams officer  

¶ Undertakes an annual information gathering exercise in preparation for 

each new academic year to ensure data about all qualifications being 

delivered is up to date and correct  

¶ Collates all information gathered into one central point of reference  

¶ Research awarding body guidance to identify administrative processes, key 

tasks, key dates and deadlines for all relevant qualifications  

¶ Produces an annual exams plan of key tasks and key dates to ensure all 

external deadlines can be effectively met; informs key centre staff of 

internal deadlines  

¶ Collects information on internal exams/assessments to enable preparation 

for and conduct of these internal exams/assessments.  

Senior leaders/Heads of Faculty/Heads of Subject  

¶ Respond (or ensure teaching staff respond) to requests from the EO on 

information gathering  

¶ Meet the internal deadline for the return of information  

¶ Inform the EO of any changes to information in a timely manner minimising 

the risk of late or other penalty fees being incurred by an awarding body  

¶ Note the internal deadlines in the annual exams plan and directs teaching 

staff to meet these  

Access arrangements  

Head of centre  

¶ Ensures the centre has documented processes in place relating to access 

arrangements and reasonable adjustments  

¶ Ensures the SENCo (or equivalent role) is fully supported in effectively 

implementing access arrangements and reasonable adjustments once 

approved  

 

 

 



SENCo (or equivalent role)  

¶ Assesses candidates (or works with the appropriately qualified assessor as 

appointed by the head of centre) to identify access 

arrangements/reasonable adjustments requirements  

¶ Gathers evidence to support the need for access arrangements for a 

candidate  

¶ Liaises with teaching staff to gather evidence of normal way of working for 

a candidate  

¶ Determines candidate eligibility for arrangements or adjustments that are 

centre delegated  

¶ Informs relevant candidates that an application for access arrangements 

will be processed using  Access Arrangements Online (AAO), complying 

with the UK GDPR and the Data Protection Act 2018  

¶ Applies for approval using AAO via the Centre Admin Portal (CAP), where 

required or through the awarding body where any qualifications sit outside 

the scope of AAO  

¶ Keeps a file for each candidate for JCQ inspection purposes containing all 

the required documentation (if documentation is stored electronically, an e -

ŦƻƭŘŜǊ Ƴǳǎǘ ōŜ ŎǊŜŀǘŜŘ ŦƻǊ ŜŀŎƘ ƛƴŘƛǾƛŘǳŀƭ ŎŀƴŘƛŘŀǘŜΦ ¢ƘŜ ŎŀƴŘƛŘŀǘŜΩǎ Ŝ-

folder must hold each of the requ ired documents for inspection)  

¶ Employs good practice in relation to the Equality Act 2010  

¶ Liaises with the EO regarding exam time arrangements for access 

arrangement candidates  

¶ Ensures staff appointed to facilitate access arrangements for candidates 

are thoroughly trained and understand the rules of the particular 

arrangement(s) and keeps a record of the content of training provided to 

facilitators for the required period  

¶ Works with the EO to ensure invigilators and those acting as a facilitator 

fully understand the respective role and what is and what is not permissible 

in the exam room  

¶ Liaises with the relevant member of the senior leadership team on the 

ŎŜƴǘǊŜΩǎ ǇǊƻŎŜŘǳǊŜ ƻƴ ǘƘŜ ǳǎŜ ƻŦ ǿƻǊŘ ǇǊƻŎŜǎǎƻǊǎ ƛƴ ŜȄŀƳƛƴŀǘƛƻƴǎ 



¶ Ensures criteria for candidates granted alternative rooming arrangements is 

clear, meets JCQ regulations and best meets the needs of individual 

candidates and remaining candidates in main exam rooms  

Alternative Rooming Arrangements Procedure (Exams)  

Access Arrangements ς Alternative Room Criteria  

Definition:  

An alternative room is an arrangement where a number of students are in the 

same room for an exam, and where the number of students in the room does not 

exceed a normal class size (30 students).  

The arrangement of an alternative room is at the discretion of the centre and not 

a JCQ access permission -based arrangement.  

The request for an alternative room with evidence must be received by the Exams 

Office by the internal deadline for summer examinations, usually mid -January 

preceding the examination session.  

The following criteria will be used to decide if the arrangement is granted after 

assessing the needs of each student and relevant evidence provided:  

1. LŦ ŀ ǎǘǳŘŜƴǘ ƛǎ ǘŀǳƎƘǘ ǎŜǇŀǊŀǘŜƭȅ ŦǊƻƳ ǘƘŜ ǊŜǎǘ ƻŦ ǘƘŜƛǊ Ŏƭŀǎǎ ŀǎ άƴƻǊƳŀƭ 

ǇǊŀŎǘƛŎŜέ ƛΦŜΦ ƴŜǾŜǊ ƻǊ ƴƻǘ ƻŦǘŜƴ ǘŀǳƎƘǘ ƛƴ ǘƘŜ ǎŀƳŜ ǊƻƻƳ ǿƛǘƘ ǘƘŜ ǊŜǎǘ ƻŦ 

their class group ς the student would be allocated an alternative room;  

2. If a student already has an access arrangement where an alternative 

room is a required part of that arrangement e.g. using a reader/scribe ς 

the student would be allocated an alternative room;  

3. If a student is receiving counselling or therapy for their condition e.g. 

anxiety, phobia, other ς the student would be allocated an alternative 

room;  

4. If a student has a medical reason which requires an alternative room and 

medical evidence has been provided ς the student would be allocated 

an alternative room;  

5. If a student requires the arrangement of an alternative with a maximum 

specified number of students, where written evidence from a 

professional, medical/psychologist/educational, has been provided ς 

the student would be allocated an alternative room;  


