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1. Purpose 
 
The purpose of this Examinations Policy is: 
 

• to ensure the planning and management of examinations is conducted efficiently and 
in the best interests of candidates; 

• to ensure the operation of an efficient examinations system with clear guidelines for 
all relevant staff; 

• It is the responsibility of everyone involved in the centre’s exam processes to read, 
understand, and implement this policy. 

 

The Examinations Policy will be reviewed by the Examinations Officer and approved by the Senior 
Leadership Team and Trust Board. 
 
Where references are made to JCQ regulations/guidelines, further details can be found at 
www.jcq.org.uk  
 

2. Exams Responsibilities 
 
Principal (in conjunction with Assistant Principals)  

• has overall responsibility for the academy as an Examinations Centre and advises on appeals 
and reviews of results. 

• is responsible for reporting all suspected or actual incidents of malpractice - refer to the JCQ 
document suspected malpractice in examinations and assessments  

 
Examinations Officer (in conjunction with Examinations Assistants) is responsible for: 

• managing the administration of internal and external examinations and qualifications. 

• advising the senior leadership team, subject and class tutors, and other relevant support staff 
on annual examinations timetables and procedures set by the various awarding bodies. 

• overseeing the production and distribution to all Centre staff and candidates, of an annual 
calendar for all examinations in which candidates will be involved and communicate regularly 
with subject leaders concerning imminent deadlines and events. 

• ensuring that candidates and their parents are informed of and understand those aspects of 
the examinations timetable that will affect them. 

• checking with teaching staff that the necessary non-examination assessments are completed 
on time and in accordance with JCQ guidelines. 

• providing and confirming detailed data on estimated entries to examining bodies. 

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

• receiving, checking and storing securely all exam papers and completed scripts and ensures 
that scripts are dispatched as per the guidelines. 

• administering access arrangements and making applications for special consideration 
following the regulations in the JCQ publications for Access arrangements and reasonable 
adjustments identifying and managing exam timetable clashes. 

• accounting for income and expenditures relating to all exam fees and registration charges. 

• maintaining relevant data on SIMS. 

• producing reports on examination performance for dissemination to SLT. 

• undertaking relevant training to keep up to date with changes for the administration of 
examinations. 

• co-ordinating the Examinations Assistants in organising the training and monitoring of a team 
of invigilators and access arrangement specialists responsible for the conduct of examinations. 

http://www.jcq.org.uk/
https://www.jcq.org.uk/knowledge-hub/suspected-malpractice-policies-and-procedures/
https://www.jcq.org.uk/knowledge-hub/suspected-malpractice-policies-and-procedures/
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/


4  

• ensuring candidates' non-examination assessment marks and paperwork are submitted, and 
any other material required by the appropriate awarding bodies correctly and on schedule. 

• tracking, dispatching, and storing returned non-examination assessment paperwork. 

• arranging for dissemination of exam results and certificates to candidates in consultation with 
SLT. 

• process any post results service requests from staff and students. 
 

Principal, Assistant Principals and Subject Leaders are responsible for: 

• guidance and pastoral oversight of candidates who are unsure about examinations entries or 
amendments to entries. 

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

• accurate completion of non-exam assessment mark sheets and declaration sheets. 

• decisions on post-results procedures. 
 

Teachers are responsible for: 

• supplying information on course / subject specification details and entries as required by the 
Subject Lead, Quality Nominee, Assistant Principals and/or Examinations Officer. 

• updating the Examinations Officer of any new starters and leavers within their subject areas. 

• supplying information and internal marks for non-exam assessments as required by the 
Subject Lead, Quality Nominee, Assistant Principals and/or Examinations Officer. 

 
Principal, Assistant Principals in conjunction with SENCo are responsible for: 

• identification and testing of candidates’ requirements for access arrangements and according 
to the JCQ schedule so that they are able to process any necessary applications in order to 
gain approval (if required). 

• the SENCo is to notify the Examinations Officer of all access arrangements (including BTEC 
access applications). 

• working with the Examinations Officer to provide the access arrangements required by 
candidates in examinations rooms. 

 

Invigilators and Access Arrangement Specialists are responsible for: 

• assisting the Examinations Officer in the efficient running of examinations according to JCQ 
and awarding bodies regulations. 

• collection of exam papers and other material from the examinations office before the start of 
the exam. 

• collection of all exam papers in the correct order at the end of the exam and ensuring their 
return to the examinations office. 

 
Candidates are responsible for: 

• attending and being punctual for their exams and for their behaviour during exams. 

• understanding non-examination assessment regulations and signing a declaration that 
authenticates the work as their own. 

• ensuring they conduct themselves in all examinations according to the JCQ and awarding 
bodies regulations. 
 

3. Qualifications Offered 
 

The qualifications offered at this Centre are decided by the Principal, Assistant Principals and Subject 
Leads and are approved by the relevant members of the Senior Leadership Team. 
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The types of qualifications offered are GCSE, Functional Skills, ELC, BTEC, SEG ABC Awards, NCFE and 
VTCT. 
 
The subjects offered for these qualifications in any academic year may be found in the Centre’s 
Teaching and Learning Policy and options information booklet. 
 

If there is to be a change of specification for the next year, the Examinations Officer must be informed 
as soon as possible, preferably before the start of the new academic year. 
 
Informing the Examinations Officer of changes to a specification is the responsibility of Subject 
Leaders, Quality Nominee and the relevant Assistant Principal. 
 

Decisions on whether a candidate should be entered for a particular subject will be taken by SLT 
following consultation between the relevant Assistant Principal and Subject Leaders. 
 

4. Exams Series 
 
Internal examinations (mock or trial examinations) and assessments are scheduled in the academic 
year as necessary. 
 

External examinations and assessments are scheduled in the academic year as necessary. Internal 
examinations are held under external exam conditions in the core subjects. 
 
The Senior Leadership Team and Subject Leaders decide which exam series are used in the Centre. 
 
The Centre does offer some assessments on an on-demand basis. If offered, on-demand assessments 
can be scheduled only in windows as determined by the awarding bodies or, scheduled internally for 
Functional Skills exams and agreed between the Senior Leadership Team, Subject Leaders and 
Examinations Officer. 
 

5. Entries & Registrations, Entry Details and Late Entries 
 
Subject leaders request a subject entry (see Appendix A), change of level or withdrawal on behalf of 
candidates. These requests are then approved by SLT prior to them being actioned by the Examinations 
Officer. 
 

The Centre does not accept entries from private candidates. 
 
The Centre does not act as an Examinations Centre for other organisations. 
 
Entry deadlines are circulated to Subject Leaders by the Examinations Officer on behalf of the Assistant 
Principal / Quality Nominee. 
 

Vocational Subject Registrations: Subject Leaders will provide prompt registrations for vocational 
subjects (e.g. BTEC / SEG ABC Awards / AIM Awards / VTCT) at the beginning of a student’s enrolment 
on a course and to meet the deadlines of awarding bodies. 
 
GCSE Entries: Estimated entry information to be supplied to the Examinations Officer at the beginning 
of the academic year in order to meet JCQ and awarding body deadlines. 
 

Entries and amendments made after an awarding organisation’s deadline (i.e. late) require the 
authorisation of the appropriate Subject Leader and SLT using the appropriate ‘Late Exam Entry’ (see 
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Appendix B) and ‘Exam Entry Withdrawal’ (see Appendix C) forms. 
 
Re-sit decisions will be made by the Senior Leadership Team in consultation with Subject Leaders and 
candidates. 
 

The Examinations Officer will designate ULNs, UCIs and exam numbers to students when required from 
Year 9 onwards. 
 

Recognition will be given for prior achievement in vocational subjects. Where possible, credit transfers 
will be requested and claimed credits applied to student records internally and externally via awarding 
bodies. 
 

6. Exam Timetables 
 
Once confirmed, the Examinations Officer and/or Examinations Assistants will publish exam timetables 
for internal and external examinations on the examinations noticeboard and school website. 
 

Candidates will be issued with examination timetables in the summer term before the beginning of 
study leave. 
 

7. Exam Fees 
 
Candidates will not be charged for changes of tier, withdrawals made by the proper procedures or 
alterations arising from administrative processes provided these are made within the time allowed by 
the awarding bodies. 
 
The Examinations Officer will publish the deadline for action well in advance for each examination’s 
series. 
 

• Vocational Subject registration fees are paid by the Centre at the beginning of the course. 

• GCSE exam entry fees are paid by the Centre. 

• Functional skills entry exam fees are paid by the Centre. 

• Late entry or amendment fees are paid by the Centre. 

• Fee reimbursements are not sought from candidates. 

• Re-sit fees are paid by the Centre. 
 

8. Equality Legislation 
 
Stephenson Academy and Bridge Academy seek to comply with the Equality Act 2010. 
 
All exam Centre staff must ensure that they meet the requirements of any equality legislation. 
 
The Centre will comply with the legislation, including making reasonable adjustments to the service 
that they provide candidates in accordance with requirements defined by the legislation, awarding 
bodies, and JCQ. This is the responsibility of the Senior Leadership Team in conjunction with Assistant 
Principals. 
 
School environments are accessible to wheelchair users and those who use a variety of mobility 
equipment. ICT provision on site can be accessed by students if needed. Lessons are differentiated and 
activities are presented to all students to ensure accessibility, for example the use of laptops and 
voice-activated technology. 
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9. Access Arrangements 
 
The Principal and Assistant Principals in conjunction with SENCO will inform subject teachers of 
candidates with special educational needs and any special arrangements that individual candidates 
will need during the course and in any assessments/examinations. 
 

A candidate's access arrangements requirement is determined by the Principal and Assistant Principals 
in conjunction with the SENCo. 
 

Ensuring there is appropriate evidence for a candidate’s access arrangement is the responsibility of 
Principal and Assistant Principals in conjunction with the SENCo. 
 
Submitting completed access arrangement applications to the awarding bodies is the responsibility of 
the SENCo in conjunction with Principal and Assistant Principals. 
 
Rooming for access arrangement candidates will be arranged by the relevant members of the Senior 
Leadership Team and the Examinations Officer and/or Examinations Assistant. 
 
Invigilation and support for access arrangement candidates, as defined in the JCQ access arrangements 
regulations, will be organised by the relevant members of the Senior Leadership Team and the 
Examinations Officer and/or Examinations Assistant. 
 

Students will be given Access Arrangements in line with their individual assessment scores, normal 
ways of working and JCQ guidance. 
 
Related documents: 

• Access arrangements and reasonable adjustments (2025 – 2026)   

• STA Word Processing Regulations & Guidance (2025 – 2026) 

 
10. Contingency / Escalation planning 
 
Contingency planning for examinations administration is the responsibility of the Senior Leadership 
Team and Examinations Officer and/or Examinations Assistant. 
 
See Appendix D. 
 

Lockdown procedure 
 
Please refer to the site-specific Stephenson (MK) Trust Lockdown Procedures for each centre which 
are located in the Employee Self Service area on Sharepoint. 
 

11. Resilience Arrangements 
 

Centre will ensure that they are familiar with the regulators guidance on ensuring resilience in the 
qualification system. Centre will put in a place a process for gathering evidence of candidates’ 
performance in line with the published guidance below. 
 

• General Regulations for Approved Centres – Joint Council for Qualifications 

• Guidance on collecting evidence of student performance to ensure resilience in the 
qualifications system - GOV.UK (www.gov.uk) 

https://www.jcq.org.uk/exams-office/access-arrangements-and-reasonable-adjustments/
https://www.jcq.org.uk/knowledge-hub/general-regulations-for-approved-centres/
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12. Estimated Grades 
 
Subject Leaders are responsible for submitting estimated grades to the relevant members of Senior 
Leadership Team and Examinations Officer when requested and should be linked to current ‘Working 
at Grades’ (WAGs) and attendance figures. 
 

13. Managing Invigilators 
 
In most examination sessions, external staff will not be used to invigilate examinations. If external staff 
are ever needed for invigilation the following responsibilities apply. 
 
These invigilators will be used for internal examinations and external examinations. 
Recruitment of invigilators is the responsibility of HR, Assistant Principals, Examinations Officer and/or 
Examinations Assistants. 
 

Securing the necessary Enhanced Disclosure and Barring Service (DBS) clearance for new invigilators 
is the responsibility of HR. DBS fees for securing such clearance are paid by the Centre. 
 
Invigilators’ rates of pay are set by HR and are benchmarked across other local schools. 
 

Invigilators are recruited, timetabled, trained, and briefed by HR, Assistant Principals, Examinations 
Officer and/or Examinations Assistants. 
 
On occasion, invigilators may be required to invigilate alone on a 1:1 basis with candidates. To 
summon assistance, every invigilator will be equipped with a two-way radio and will be fully trained in 
its use. Under no circumstances will a candidate or exam paper be left alone without the supervision 
of an invigilator. 
 
Any relative, friend or peer of a candidate will not be permitted to act as a sole invigilator for that 
candidate. Subject teachers will not be permitted to invigilate for the exam that they have prepared 
candidates for. Staff candidates must be invigilated by at least two invigilators. 
 

14. Conflicts of Interest 
 
JCQ General Regulations for Approved Centre’s 2025-2026 (section 5.3 j)  
 
Stephenson (MK) Trust manage conflicts of interest by informing the awarding bodies, before the 
published deadline for entries for each examination series, of:  
 

• any members of Centre staff who are taking qualifications at their own Centre which include 
internally assessed components/units.  

• 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 maintains internal records 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 the Centre itself 
or other Centres.  

o Centre staff are taking qualifications at their own Centre which do not include internally 
assessed components/units. 

https://www.jcq.org.uk/knowledge-hub/general-regulations-for-approved-centres/
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o Centre staff are taking qualifications at other centres. The Head of Centre must retain 
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 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. 

 
Declarations must be submitted on-line by the Examinations Officer and/or Examinations Assistant. 
 
This is in line with the Trust’s Exams Conflict of Interest Policy. 
 

15. Malpractice 
 
The Principal, in consultation with Assistant Principals and the Examinations Officer are responsible for 
investigating suspected malpractice in accordance with JCQ guidance (see SMKT Malpractice 
Procedure and JCQ Suspected Malpractice in Examinations and Assessments: Policies and Procedures)  

 

16. Artificial Intelligence (AI) Use in Assessments: Protecting the Integrity of 
Qualifications 
 

The JCQ AI Use in Assessments: Protecting the Integrity of Qualifications guidance is intended to 
provide teachers/assessors involved in delivering JCQ qualifications with the information they need to 
manage use of AI in assessments. See guidance below: 

 

• https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/ 

• AI Use in Assessments: Your role in protecting the integrity of qualifications – Joint Council 
for Qualifications 
 

17. Exam days 
 
The Examinations Officer and/or Examinations Assistants will book all exam rooms after liaison with 
other users and make the question papers, other exam stationery, and materials available for the 
invigilator and/or access arrangement specialist. 
 

Site management staff and the invigilator and/or access arrangement specialist are responsible for 
setting up the allocated rooms. 
 

The invigilator and/or access arrangement specialist will start and finish all examinations in accordance 
with JCQ guidelines. 
 
Centre staff may identify candidates before the start of an exam. Any staff present at the start of an 
exam must be in accordance with the rules defined by JCQ concerning who is allowed and what they 
can do. 
 

In practical examinations, subject teachers’ availability will be in accordance with JCQ guidelines. 
 
Exam papers must not be read by subject teachers or removed from the exam room before the end 
of a session. Papers will be distributed to Subject Leaders in accordance with JCQ’s recommendations 
and no earlier than 24 hours after candidates have completed it. 
 

After an exam, the Examinations Officer will arrange for the safe dispatch of completed examination 

https://www.jcq.org.uk/knowledge-hub/suspected-malpractice-policies-and-procedures/
https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/
https://www.jcq.org.uk/knowledge-hub/ai-use-in-assessments-your-role-in-protecting-the-integrity-of-qualifications-2/
https://www.jcq.org.uk/knowledge-hub/ai-use-in-assessments-your-role-in-protecting-the-integrity-of-qualifications-2/
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scripts to awarding bodies, working in conjunction with the Examinations Assistants and Receptionist 
using the yellow label service. 
 

18. Identifying Candidates/Conduct/Information 
 
Identifying Candidates: 
All candidates are internal students and all invigilators are members of staff, so the identification 
process is straightforward. All staff, including the SLT, are familiar with the students. On arrival, 
students are met at reception, screened with a wand scanner, and escorted by their invigilator to their 
individual exam room. 
 
Candidate information prior to the exam: 
The Examinations Officer and/or Examinations Assistants will provide written information to 
candidates in advance of each exam series. A formal briefing session for candidates may be given by 
the Assistant Principals and the Examinations Officer and/or Examinations Assistants. 
 

Candidates dress and personal belongings / electronic devices: 
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 liability 
for their loss or damages. 
 
In an exam room candidates must not have access to items other than those clearly allowed in the 
instructions on the question paper, the stationery list, or the specification for that subject. This is 
particularly true of wrist watches, mobile phones and other electronic communication or storage 
devices with text or digital facilities or potential technological/web enabled sources of information. 
Any precluded items must not be taken into an exam room. 
 

Food and drink in exam rooms: 
Candidates may bring a plastic bottle or drink container of water into the exam room; labels must be 
removed from containers. 
 
Food is not allowed in exam rooms unless a candidate has a recorded medical condition that requires 
this in all cases, food must be free from packaging and all labels removed from drink containers 
 
Managing behaviour during exams: 
Disruptive candidates are dealt with in accordance with the academy’s own Behaviour Policy and JCQ 
guidelines. Candidates are expected to stay for the full exam time at the discretion of the invigilator 
and Examinations Officer and/or Examinations Assistants. 
 

Leaving the examination room: 
Candidates who leave an exam room early must be accompanied by an appropriate member of staff 
at all times and kept under supervision in accordance with JCQ guidelines. 
 
In the event of an outright exam refusal, the candidate must leave site immediately. If the candidate 
leaves within an hour of the official start time of an exam, a case of malpractice will be submitted to 
the exam board. 
 

Candidate absence / late arrival: 
SLT and members of staff are responsible for handling late or absent candidates on exam day. 
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19. Clash candidates and alternative / overnight exam provision 
 
The Principal, Assistant Principals, Examinations Officer and/or Examinations Assistants will be 
responsible as necessary for supervising escorts, identifying a secure venue and arranging overnight 
stays for clash candidates. 
 
In appropriate circumstances, candidates have the opportunity to sit their examinations under 
controlled conditions at an approved alternative site, providing that the Examinations Officer has been 
notified in writing and an Alternative Site Form has been submitted to and approved by the exam 
board. These arrangements will be conducted in accordance with JCQ regulations and guidelines. 
 

20. Special Consideration 
 
Should a candidate be unable to attend an exam because of illness, suffer bereavement or other 
trauma, be ill or otherwise disadvantaged or disturbed during an exam, then it is the candidate's 
responsibility to alert the Head of Centre, Examinations Officer and/or Examinations Assistants to that 
effect. 
 

The candidate must support any special consideration claim with appropriate evidence within 7 days 
of the issue arising. The Examinations Officer will then make a special consideration application to the 
relevant awarding body. 
 

21. Non-examination Assessments 
 
Non-examination assessments will be internally verified in line with the ST Non-examinations Policy 
and ST Teaching and Learning policy. 
 

Marks and paperwork for all non-examination assessments are provided to the examinations office by 
the Subject Leaders and/or Examinations Assistants by the internally set deadline. 
Marks will not be submitted to the exam board until all supporting documentation has been seen, 
checked and verified. Marks will not be submitted in good faith. 
 
For departments with two or more people, a moderation meeting must take place before marks and 
paperwork are submitted to the exams office. If internal moderation has not taken place, work will be 
refused. A relative, friend or peer of a candidate will not be permitted to mark and/or moderate a non- 
examination assessment on a sole basis. 
 
For all submissions, Centre declaration forms must be completed and signed by all staff delivering the 
course for each unit or component submitted. 
 

Students must complete all paperwork using their full legal name. Where a student refuses to do this 
an explanatory note must be written and submitted with the paperwork. 
Student record forms must be completed at the point of assessment. Paperwork with blank student 
record forms will be refused. 
 

It is the duty of Subject Leaders to ensure that all non-examination assessment paperwork is ready for 
dispatch at the correct time. The Examinations Officer will assist by keeping a record of each dispatch, 
including the recipient details and the date and time sent. 
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22. Results 
 
Candidates will receive individual result slips on results days: 

• in person at the Centre 

• by post to their home address (first class)  

• Candidates will receive both a statement of results for the current series and a statement of 
results for all their results to date. 

 
Arrangements for the Centre to be open on results days will be made by the Head of Centre. 
The provision of the necessary staff on results days is the responsibility of the Head of Centre. 
 
Results can be collected on behalf of a candidate by third parties, provided they have written authority 
from the candidate to do so (emails are acceptable) and bring suitable identification with them that 
confirms who they are. 
 

23. Reviews of Results (RoR) 
 

RoRs may be requested by the Senior Leadership Team and/or Assistant Principals or the candidate 
following the release of results. A request for a clerical check or review of results requires the written 
consent of the candidate, a request for a re-moderation of non-examination assessment may be 
submitted without the consent of the group of candidates. 
 
The cost of RoRs will be paid by the Centre. 
 
All decisions on whether to make an application for a RoR will be made by the Principal. 
 
If a candidate’s request for a RoR is not supported, the candidate may appeal, and the Centre will 
respond by following the process in its Internal Appeals Policy document. 
 

All processing of RoRs will be the responsibility of the Examinations Officer, following the JCQ guidance. 
 

24. Access to Scripts (ATS) 
 
After the release of results, candidates may ask subject staff to request the return of written exam 
papers within seven days of the receipt of results. 
Centre staff may also request scripts for review or for teaching purposes. The consent of candidates 
must be obtained. 
 
Re-marks cannot be applied for once an original script has been returned. The cost of ATS will be paid 
by the Centre. 
 
Processing requests for ATS will be the responsibility of the Examinations Officer. 
 

 

25. Appeals 
 
All appeals will be dealt with in accordance with the Centre’s Internal Appeals Policy document 
(Stephenson Trust – Appeals Procedure Internal and External Assessment) and JCQ guidance (see 
JCQ A guide to the awarding bodies’ appeals processes. 
 
 

https://www.jcq.org.uk/knowledge-hub/a-guide-to-the-awarding-bodies-appeals-processes-effective-from-june-2026/
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Certificates 
 
Candidates will receive their certificates 

• in person at the Centre 

• by post to their home address (signed for delivery) 
 

Certificates can be collected on behalf of a candidate by third parties, provided they have written 
authority from the candidate to do so (emails are acceptable) and bring suitable identification with 
them that confirms who they are. 
 
The Centre retains certificates for a maximum of two years. 
 
A ‘Statement of Results’ may be issued by the Centre if a candidate requests. 
 

A replacement certificate will need to be applied for by the candidate themselves via the relevant 
awarding body website. The candidate will be responsible for paying the costs incurred. 

 
26. Whistle-Blowing Policy  
 
Please refer to the Trust Whistleblowing Policy that can be found on the Trust website: Stephenson 
(MK) Trust - Policies 

 

27. Child Protection Policy  
 

Please refer to the Trust Child Protection Policy that can be found on the Trust website: Stephenson 
(MK) Trust - Policies 

 

28. Archiving and retention of examination records 
 
Please refer to the JCQ General Regulations for Approved Centres, section 3.14 for details on 
‘Retention of candidate’s work.’ 

https://www.stephensonmktrust.org.uk/Policies/
https://www.stephensonmktrust.org.uk/Policies/
https://www.stephensonmktrust.org.uk/Policies/
https://www.stephensonmktrust.org.uk/Policies/
https://www.jcq.org.uk/knowledge-hub/general-regulations-for-approved-centres/
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Appendix A – Estimated Entries for Examinations (Online form) 

 
Estimated Entries for Examinations  
Please can you complete a form for each qualification 

Centre Name & Centre No: Please tick 
 
  Stephenson 52321                                                            Bridge Manor Road 52337                                                                    Bridge Coffee Hall 52337 

Teacher Name and Subject  

Year Group (Yr10 / 11/Post 16)  

Qualification Title & Level 
(e.g. BTEC Level 2 First Award in Sport 
GCSE Level 2 English) 

 

Examination Board 
(e.g. AQA/OCR) 

 

Units to be delivered 
(Unit Number / Unit Title / Unit Code) 

 

 

 

 

Qualification Number (QAN Number can be found in Spec)  

1 year / 2 year course  

Season November January March June 

Class Code 
(e.g. 11B Ma) 
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EXAMS OFFICER FORM 

Please complete all relevant sections. It is your responsibility to ensure details of this form are accurate and updated to ensure entries are clear. Only electronic versions of 
this form will be accepted. 

Please note: BTEC and Vocational course must be registered at the beginning of the course.  
Deadline for Registrations:  

Academy Name and Site Bridge Academy  
Coffee Hall 

52337 Drop Down 

General Exam Details  

Delivering staff name(s)     

Subject     

Exam Board (AQA, OCR ect..) AQA Drop Down 

Qualification Title  
(eg GCSE English Language) 

   

QAN Number 
Can be found in the Spec     

Qualification Level     

Exam Entry Codes     

Unit codes and titles to be delivered  
     

     

     

Is this a new course or qualification? 
Does it need to be approved by the AB?      

        
Candidate Entry List (Estimated Entries) – Deadline for this to be returned is:  

Student Full Legal Name Registratio
n Group 

Entry Code Level (if applicable) Season* Date Entered by EO Notes 

 

 Drop Down   
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*Please indicate which season you wish students to be entered for, for example,  
November 2025 GCSE Re-sits, January 2026 ELC English/Maths or June 2026 ALL GCSE/ALL ELC 

 

        
Amendments EO use only  

Candidate Full Name Registration Group Entry Code Reason for 
Withdrawal 

Exam Entry 
Withdrawal 

form completed 

Withdrawal 
form received 
by EO (Date) 

Actioned by EO 
Amendment Form 

       

Please print, complete 
and give a hard copy to 
EO. 

       

       

       

       

 
Late Entries EO use only  

Candidate Full Name Candidate Number Entry Code Date of Entry Reason for late 
entry 

Late Exam 
Registration/E

ntry form 
received by 
EO (Date)  

Actioned by EO 

Late Entry Form 

       

Please print, complete 
and give a hard copy to 
EO. 

       

       

       

       

 
 
 



17  

Exam Withdrawals EO use only  
Candidate Full Name Registration Group Entry Code Reason for 

Withdrawal 
Exam Entry 
Withdrawal 

form 
completed  

Withdrawal 
form received 
by EO (Date)  

Actioned by EO 

Withdrawal Form 

       

Please print, complete 
and give a hard copy to 
EO. 
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Appendix B – Late Entry Form 
 
 
 

Late Exam Entry 
This will incur a late fee for the 
school. 

 

Please tick          Stephenson Academy 
Centre NO: 52321 

 

 

 

 
 
 
 
 

Bridge Academy  
         Centre No: 52337 

 
 

STUDENT FULL NAME: 

 
 

I wish to enter the above student for the following: 
 
Subject: 
 
Unit Codes: 
 
Tier (if applicable)  
Reason for Late Entry: 
 
 
Subject Leader Signature: 

 
 

Final Approval of late entry must be obtained from Leigh Siddon/Christine Dehnel. 
 
 
 
 

Signature:                                                                                        Date: 
 
 
 

 

Exam Office USE ONLY 

Changes Made: 

Signature /Initial: Date: 
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Appendix C – Exam Entry Withdrawal 
 
 

     
 

Exam Entry Withdrawal  
 
 

 
Please tick Deadline Date: 
 
The school will NOT receive a refund if the withdrawal is after this date. 
 
 
Stephenson Academy     Bridge Academy  
Centre No. 52321     Centre No: 52337 
 

 
 

STUDENT FULL NAME:………………………………………………………………………………….. 
 
Please withdraw this student from the exam entry below: 
 

Subject Title:……………………………………………… Level:…………………………………………….. 

Exam Code:…………………………………………………. 

  
Reason for withdrawal:…………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………………………………... 

……………………………………………………………………………………………………………………………………………………… 

………………………………………………………………………………………………………………………………………………………. 

Subject Leader Signature:………………………………………………………  

Final Approval of late entry must be obtained from Leigh Siddon/Christine Dehnel. 

Signature:………………………………………………….. Date:…………………………… 
 
Please ensure that the parent/carers are informed in writing of any changes, this is the responsibility 
of the Subject Leaders/Teacher. 

Exam Office USE ONLY 

Changes Made: 

Signature /Initial: Date: 
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Appendix D – Exam Contingency Plan 
 

 

Purpose of the Plan 

 
This plan examines potential risks and issues that could cause disruption to the management and 
administration of the exam process at Stephenson Academy and Bridge which are both part of 
Stephenson (MK) Trust. By outlining actions/procedures to be followed in case of disruption it is 
intended to mitigate the impact these disruptions have on our exam process. 

 
At all times, the Examinations Officer, Assistant Examinations Officer and Senior Leadership 
Team will liaise with the relevant Awarding Body to ensure any contingency plans meet with its 
requirements and that JCQ regulations are adhered to where possible. 

 
Alongside internal processes, this plan is informed by information contained in the Joint 
contingency plan for the examination system in England, Wales and Northern Ireland where it is 
stated that “Centres should prepare plans for any disruption to examinations as part of their 
general emergency planning. It is important to ensure that relevant Centre staff are familiar with 
the plan. Consideration should be given as to how these arrangements will be communicated to 
candidates, parents and staff should disruption to examinations occur.” 

 
Causes of Potential Disruption to the Exam Process 
 

1. Exam officer extended absence at key points in the exam process (cycle) 
 

Exam contingency plan 2024/25 

Criteria for implementation of the plan 

Key tasks required in the management and administration of the exam cycle not undertaken including: 

• Planning 
o annual data collection exercise not undertaken to collate information on qualifications and 

awarding body specifications being delivered 
o annual exams plan not produced identifying essential key tasks, key dates and deadlines 
o sufficient invigilators not recruited and trained 

• Entries 
o awarding bodies not being informed of early/estimated entries which prompts release of 

early information required by teaching staff 
o candidates not being entered with awarding bodies for external exams/assessment 
o awarding body entry deadlines missed or late or other penalty fees being incurred 

• Pre-exams 
o exam timetabling, rooming allocation; and invigilation schedules not prepared 
o candidates not briefed on exam timetables and awarding body information for candidates 
o exam/assessment materials and candidates’ work not stored under required secure conditions 
o internal assessment marks and samples of candidates’ work not submitted to awarding 

bodies/external moderators 
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• Exam time 
o exams/assessments not taken under the conditions prescribed by awarding bodies 
o required reports/requests not submitted to awarding bodies during exam/assessment periods 

e.g. very late arrival, suspected malpractice, special consideration 
o candidates’ scripts not dispatched as required to awarding bodies 

• Results and post-results 
o access to examination results affecting the distribution of results to candidates 
o the facilitation of the post-results services  

 
Centre actions: 
 

• Assistant Examinations Officer to assume responsibility for the above tasks with the support of 
the Senior Leadership Team (SLT) 

 
2. SENCO Extended Absence at Key Points in the Exam Cycle 

Criteria for implementation of the plan 
 
Key tasks required in the management and administration of the access arrangements process within 
the exam cycle not undertaken including: 

• Planning 
o candidates not tested/assessed to identify potential access arrangement requirements 
o evidence of need and evidence to support normal way of working not collated 

• Pre-exams 
o approval for access arrangements not applied for to the awarding body 
o modified paper requirements not identified in a timely manner to enable ordering to meet 

external deadline 
o staff providing support to access arrangement candidates not allocated and trained 

• Exam time 
o access arrangement candidate support not arranged for exam rooms  

 
Centre actions: 
 

• The Teaching Assistants, Examinations Officer and Assistant Examinations Officer to work with 
the Principal to identify students where applications for access arrangements may be 
required. The employment of outside agencies/ professionals may be required. 

 

3. Teaching Staff Extended Absence at Key Points in the Exam Cycle 
 
Criteria for implementation of the plan  
 
Key tasks not undertaken including: 

• Early/estimated entry information not provided to the Examinations Officer on time; resulting 
in pre- release information not being received 

• Final entry information not provided to the Examinations Officer on time; resulting in: 
o candidates not being entered for exams/assessments or being entered late 
o late or other penalty fees being charged by awarding bodies 

• Internal assessment marks and candidates’ work not provided to meet submission deadlines 
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Centre actions: 
 

• The Examinations Officer to liaise with acting Head of Department and/or SLT if necessary, to 
ensure all necessary deadlines are adhered to. Where this is not possible, the Examinations 
Officer will liaise with the relevant Awarding Body and act upon advice received. 

4. Invigilators - Lack of appropriately trained Invigilators or Invigilator absence 
 
Criteria for implementation of the plan 
 

• Failure to recruit and train sufficient invigilators to conduct exams 

• Invigilator shortage on peak exam days 

• Invigilator absence on the day of an exam  
 
Centre actions: 
 

• The Assistant Examinations Officer and Examinations Officer will review the invigilation 
staffing at the start of each academic year to ensure sufficient staff are recruited and trained 
in a timely fashion. Staff to be invigilator trained via Centre based training with training notes 
provided via CPOMS. 

• The Assistant Examinations Officer, in conjunction with SLT, will be aware of the school staff 
available for invigilation duties at short notice and for peak exam days. 

 

 
5. Exam rooms - lack of appropriate rooms or main venues unavailable at short notice 
 

Criteria for implementation of the plan 
 

• Examinations Officer unable to identify sufficient/appropriate rooms during exams timetable 
planning 

• Insufficient rooms available on peak exam days 

• Main exam venues unavailable due to an expected incident at exam time  
 

Centre actions: 

 

• The EO will organise rooming for examinations before each exam series ensuring sufficient 
time is available to identify appropriate rooms and plan appropriately. 

• In the event of a room not being available at very short notice, sufficient staff will be made 
available to ensure the security of the examination is not compromised whilst alternative 
rooming is sourced. The SLT will work with the Examinations Officer at all times during such 
emergencies. 

 

 
6. Failure of IT Systems 
 

Criteria for implementation of the plan 
 

• MIS system failure at final entry deadline 

• MIS system failure during exams preparation 

• MIS system failure at results release time 
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Centre actions: 
 

• The Examinations Officer, in consultation with the SLT, will make entries from another venue 
direct to the Awarding Bodies (AB). Results may also be accessed directly from the AB. At all 
times during the system failure the Examinations Officer will liaise with the AB to minimise 
disruption and costs incurred. 

 

7. Disruption of Teaching Time – Centre closed for an extended period 
 

Criteria for implementation of the plan 
 

• Centre closed or candidates are unable to attend for an extended period during normal 
teaching or study supported time, interrupting the provision of normal teaching and learning. 
 

Centre actions: 

• SLT to manage all such incidents 
 

 

8. Centre unable to open as normal during the exams period 
 

 

Criteria for implementation of the plan 
 

• Centre unable to open as normal for scheduled examinations 
 

*In the event that the Head of Centre decides the Centre cannot be opened for scheduled 
examinations, the relevant awarding body must be informed as soon as possible. Awarding bodies will 
be able to offer advice regarding the alternative arrangements for conducting examinations that may 
be available and the options for candidates who have not been able to take scheduled examinations. 
 
Centre actions: 
 

• The Examinations Officer will contact the relevant Awarding Body to discuss alternative 
arrangements and liaise with the SLT to take appropriate action. 

 

 
9. Candidates Unable to take Examinations because of a Crisis – Centre Remains Open 

 
 

Criteria for implementation of the plan 
 

• Candidates are unable to attend the examination Centre to take examinations as normal  
 
Centre actions: 
 

• The Examinations Officer will contact the relevant Awarding Body to discuss alternative 
arrangements and liaise with the SLT to take appropriate action. 

 

 
10. Disruption to the transportation of completed examination scripts 

 
 

Criteria for implementation of the plan 
 

• Delay in normal collection arrangements for completed examination scripts  
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Centre actions: 

 

• The Examinations Officer will contact the Awarding Body to notify them of any such difficulties 
and put in place suitable alternative arrangements 

 

 
11. Assessment evidence is not available to be marked 
 
 

Criteria for implementation of the plan 
 

• Large scale damage to or destruction of completed examination scripts/assessment 
evidence before it can be marked 

 
Centre actions: 
 

• The Examinations Officer will contact the Awarding Body to notify them of any such incidents 
and act upon advice given 

 

12. Centre unable to distribute results as normal 
 

Criteria for implementation of the plan 
 

• Centre is unable to access or manage the distribution of results to candidates, or to facilitate 
post- results services 

 
Centre actions: 
 

• The Examinations Officer will contact the Awarding Body to notify them of any such incidents 
and act upon advice given 

 
*Information taken from the Joint contingency plan for the examination system in England, Wales and 
Northern Ireland. 
 

Further Guidance to Inform and Implement Contingency Planning  
 
Stephenson (MK) Trust 

 
SMKT Examination Procedures and Guidelines 25 26.docx 

Ofqual 
 
What schools, colleges and other Centres should do if exams or other assessments are seriously 
disrupted - GOV.UK 

 

GOV.UK 

 
Emergencies Planning and response for education, childcare, and children’s social care settings  
Emergency planning and response for education, childcare, and children’s social care settings - 
GOV.UK 
 
Teaching time lost due to severe weather conditions 

https://stephensontrust.sharepoint.com/:w:/r/sites/Management/_layouts/15/Doc.aspx?sourcedoc=%7BD699CFEF-90F9-4BB2-908B-57A18ABA61A2%7D&file=SMKT%20Examination%20Procedures%20and%20Guidelines%2025%2026.docx&action=default&mobileredirect=true
https://stephensontrust.sharepoint.com/:w:/r/sites/Management/_layouts/15/Doc.aspx?sourcedoc=%7BD699CFEF-90F9-4BB2-908B-57A18ABA61A2%7D&file=SMKT%20Examination%20Procedures%20and%20Guidelines%2025%2026.docx&action=default&mobileredirect=true
https://www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-and-northern-ireland/what-schools-and-colleges-should-do-if-exams-or-other-assessments-are-seriously-disrupted
https://www.gov.uk/government/publications/exam-system-contingency-plan-england-wales-and-northern-ireland/what-schools-and-colleges-should-do-if-exams-or-other-assessments-are-seriously-disrupted
https://www.gov.uk/government/publications/emergency-planning-and-response-for-education-childcare-and-childrens-social-care-settings
https://www.gov.uk/government/publications/emergency-planning-and-response-for-education-childcare-and-childrens-social-care-settings


20  

Teaching time lost due to severe weather conditions - GOV.UK 
 
Dispatch of exam scripts guide - Contingency planning 
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service/dispatch-
of- exam-scripts-guide 
 

JCQ 
 
Guidance on alternative site arrangements  
Alternative site guidance notes 2023 / 24 -JCQ Joint Council for Qualifications  
 
Instructions for conducting examinations 
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations  
 
Guidance on access arrangements and special consideration http://www.jcq.org.uk/exams-
office/access-arrangements-and-special-consideration 
 
Guidance on ‘Contingency Day’ in the event of national or significant local disruption to examinations 
I the   UK. See JCQ link for specific dates for the relevant exam series. 
Key Dates and Timetables - JCQ Joint Council for Qualifications 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.uk/government/publications/teaching-time-lost-due-to-severe-weather-conditions/teaching-time-lost-due-to-severe-weather-conditions
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service/dispatch-of-
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service/dispatch-of-
https://www.gov.uk/government/publications/dispatch-of-exam-scripts-yellow-label-service/dispatch-of-exam-scripts-guide
https://www.jcq.org.uk/exams-office/online-forms/guidance-notes-on-alternative-site-arrangements/
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration
https://www.jcq.org.uk/exams-office/key-dates-and-timetables/
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Appendix E – Emergency Evacuation during an Examination 

 
 
 
 

 

In addition to the Stephenson Academy Fire Notice for evacuating the building, examination 
invigilators should adhere to the following procedure: 
 
Upon hearing an emergency evacuation alarm, the invigilator will radio to other staff members to 
establish if the alarm is genuine and if an evacuation is necessary. 
 
If an evacuation is necessary: 

 
• Stop the exam and take note of the time 

• Collect the attendance register 

• Tell the candidates they are still under exam conditions and communication is forbidden. 
Candidates should leave the room in silence accompanied by their invigilator / member of 
staff. 

• Question papers, scripts, pens and personal belongings should remain in the exam room. The 
room should be locked on the way out. 

• Evacuate candidates to the fire assembly point as directed by staff. Exam candidates to be kept 
separate from other students at all times. 

• Do not allow candidates to communicate under any circumstances. No discussion about the 
exam should occur. 

 
Once instruction has been given to return to the school building: 

 
• Guide candidates back to the exam room, reminding them that they are still under exam 

conditions 

• Allow the candidates to settle in their places 

• Restart the exam, adding on the time lost for the evacuation 

• Make a note of the disruption and of the action taken in the incident log. 

• Report back to the exams officer as soon as possible. 

 
Please also refer to the following guidance from the JCQ regarding emergency evacuation: 

 
• Staff to follow ‘Fire Instruction & Fire Drill’ and lockdown procedures relevant to each site. 

Actions to be taken (as detailed in current JCQ section 25, Emergencies) 

 
‘ICE’ – Instructions for conducting examinations - JCQ Joint Council for Qualifications  

 
 
 
 
 
 
 
 

https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/
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Appendix F – Resilience Arrangements 
 
The Resilience Policy for school exams in the UK aims to ensure that exams and assessments can 
proceed smoothly, even in unexpected situations 
 
Ofqual has provided detailed guidance on how to gather and retain this evidence. This includes 
information on the types of assessments that can be used and how to document student performance. 
Ensuring the resilience of the qualifications system - GOV.UK (www.gov.uk) 
 
The Department for Education (DfE) emphasizes that exams and formal assessments should go ahead 
if at all possible. However, they have set regulations to implement alternative arrangements if 
required. 
These measures are designed to ensure that students’ education and assessment are as fair and 
consistent as possible, even in challenging circumstances. 
 
Ensuring the resilience of the qualifications system - GOV.UK (www.gov.uk) 

 
 
 
 
 
 
 
 
 
 
 
 

https://www.gov.uk/government/publications/supporting-resilience-in-the-exam-system-in-2023
https://www.gov.uk/government/publications/supporting-resilience-in-the-exam-system-in-2023
https://www.gov.uk/government/consultations/ensuring-the-resilience-of-the-qualifications-system/ensuring-the-resilience-of-the-qualifications-system
https://www.gov.uk/government/consultations/ensuring-the-resilience-of-the-qualifications-system/ensuring-the-resilience-of-the-qualifications-system
https://www.gov.uk/government/consultations/ensuring-the-resilience-of-the-qualifications-system/ensuring-the-resilience-of-the-qualifications-system
https://www.gov.uk/government/consultations/ensuring-the-resilience-of-the-qualifications-system/ensuring-the-resilience-of-the-qualifications-system

