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The 11-19 Exam Policy
The Policy Purpose
The purpose of this exam policy is:
•

to ensure the planning and management of exams is conducted efficiently and in the best
interest of candidates.

•

to ensure the operation of an efficient exam system with clear guidelines for all relevant
staff.

•

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

•

The exam policy will be reviewed annually.

•

The exam policy will be reviewed by the Examinations Officer and Director of Studies.

Exam Responsibilities
•

The Examinations Officer and Director of Studies are responsible for managing the
administration of public and internal exams by:

•

advising the Principal, Chief Education Officer, subject tutors and other relevant support
staff on annual exam timetables and application procedures as set by the various awarding
bodies.

•

overseeing the production and distribution to staff, and candidates of an annual calendar for
all exams in which candidates will be involved and communicates regularly with staff
concerning imminent deadlines and events.

•

Ensuring that candidates and their parents/guardians are informed of and understand those
aspects of the exam timetable that will affect them.

•

Consulting with teaching staff to ensure that necessary practical work is completed on time
and in accordance with JCQ guidelines and other awarding bodies where relevant.

•

Providing and confirming detailed data on estimated entries.

•

Receiving checking and storing securely all exam papers and completed scripts.

•

Administrating access arrangements and making applications for special consideration using
the JCQ publications Access arrangements, reasonable adjustments and special
consideration.

•

identifying and managing exam timetable clashes.
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•

accounting for income and expenditures relating to all exam costs/charges.

•

line managing the Exam Invigilators with the organization of recruitment, training and
monitoring of a team of Exams Invigilators responsible for the conduct of exams.

•

arranging for dissemination of exam results and certificates to candidates and forwards, in
consultation with the Principal and Operations Director, any appeals/re-mark requests.

•

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

•

Is familiar with the entire contents, refers to and directs relevant centre staff to the annually
updated JCQ publications including GR and AA

•

Ensures the quality of the access arrangements process within the centre

•

Ensures staff roles, responsibilities and processes in identifying, requesting and
implementing access arrangements are clearly defined and documented

•

Ensures a appropriately qualified assessor(s) is appointed and that evidence of the
qualification(s) of the person(s) appointed is held on

•

Ensures a policy demonstrating the centre’s compliance with relevant legislation is in place

•

Support the SENCO in determining the need for and implementing access arrangements

•

Ensures that all assessments carried out and arrangements put in place comply with JCQ and
awarding body regulations and guidance

•

Works with teaching staff, relevant support staff and the exams officer to ensure centredelegated and awarding body approved access arrangements are put in place for candidates
taking internal and external exams/assessments

•

Ensure Senior leadership team (SLT) and Head of Centre · are familiar with the entire
contents of the annually updated JCQ publications.

•

Ensures staff roles, responsibilities and processes in identifying, requesting and
implementing access arrangements are clearly defined and documented

•

Ensures a policy demonstrating the centre’s compliance with relevant legislation is in place
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Tutors are responsible for the:
•

Notification of access arrangements requirements (as soon as possible after the start of the
course).

•

Submission of candidates' names and specific entry details to the Principal/Operations
Director/Examinations Officer/Director of Studies

Principal/Tutor/Examinations Officer is responsible for:
•

Identification and testing of candidates, requirements for access arrangements.

•

Provision of additional support - with spelling, reading, mathematics, dyslexia or essential
skills, hearing impairment, English for speakers of other languages, IT equipment - to help
candidates achieve their course aims.

Tutors need to ensure that:
•

Assessment is taken under appropriate conditions.

•

Only materials listed are allowed in the exam.

•

Ensure that the candidates have no unauthorized materials on them.

•

Candidates do not communicate in any way throughout the assessment.

Examinations Officer/Lead invigilator/invigilators are responsible for the:
•

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

•

Collection of all exam papers in the correct order at the end of the exam and their return to
the exams office.

Candidates are responsible for:
•

Confirmation and signing of entries

•

Adhering to the relevant rules relating to sitting examinations as outlined by the college and
JCQ.
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Qualifications
Qualifications Offered
The qualifications offered at this Centre are decided by the Proprietor
The qualifications offered are GCSE, IGCSE and A-Level
Decisions on whether a candidate should be entered for a particular subject will be taken in
consultation with the candidates, parents, guardians, and the college tutors.

Exam Series and Timetables
Internal exams and assessments are scheduled at Christmas, Easter and mid term.
Regular Saturday subject assessment occurs.
External exams and assessments are scheduled in May/June.
The SLT decides which exam series are used at the College.

Timetable:
Once confirmed, the Examinations Officer will circulate the exam timetable for Internal exams and
External exams.

Entries, Entry Details and Late Entries:
Candidates are selected for their exam entries by the tutors and the Chief Education Officer.
Candidates or parents can request a subject entry, change of level or withdrawal.
The College accepts entries from external candidates.

Exam fees
Exam entry fees are paid by the student. Late entry or amendment fees are paid by the student.
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Disability Discrimination Act
All exam Centre staff must ensure that meet the requirements of the Disability Discrimination Act
1995 (DDA), extended in 2005, and the Disability Equality Duty (DED), introduced in 2006.
The DDA introduced measures aimed at eliminating the discrimination often faced by disabled
people. The main provisions of the Act give protection to disabled people in the areas of
employment and education.
'A person has a disability for the purposes of the DDA if s/he has a physical or mental impairment
that has a substantial and long-term adverse effect on her/his ability to carry out normal day-to-day
activities.
The College will meet the disability provisions under the DDA (or the Equality Act 2010 once in
force), by ensuring that the exams Centre is accessible and improving candidate experience.
Reasonable adjustment will be made.

Equality Legislation
All Exam Centre staff must ensure that they meet the requirements of any equality legislation (The
Equality Act 2010). The Centre will comply with the legislation, including making reasonable
adjustments to the service that that they provide to candidates in accordance with requirements
defined by the legislation, awarding bodies, and JCQ. This is the responsibility of the Principal.

Access arrangements
The Principal/Chief Education Officer/Examinations Officer will inform tutors of candidates with
special educational needs who are embarking on a course leading to an exam, and the date of that
exam. The Principal/ Chief Education Officer/Examinations Officer can then inform individual staff of
any special arrangements that individual candidates can be granted during the course and in the
exam.
A candidate's access arrangements requirement is determined by an Educational Psychologist.
Making access arrangements for candidates to take exams is the responsibility of the Examinations
Officer.
Submitting completed access arrangement applications to the awarding bodies is the responsibility
of the Examinations Officer.
Rooming for access arrangement candidates will be arranged by the Examinations Officer.
Invigilation and support for access arrangement candidates will be organized by the Examinations
Officer.
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Overseas students
Managing overseas students is the responsibility of the Principal/Chief Education
Officer/Examinations Officer.

Contingency planning
Contingency planning for exams administration is the responsibility of the Examinations Officer.
The use of word processors are internally accommodated at OIC in the Study Room or in a dedicated
classroom. An invigilator trained for the task of supervising candidates who use a word processor
for exams

External candidates
Managing external candidates is the responsibility of the Examinations Officer.

Estimated grades
Tutors are responsible for submitting estimated grades to the Examinations Officer when requested
by the Examinations Officer.

Managing invigilators
Invigilators will be used for Internal exams and External exams.
Recruitment of invigilators is the responsibility of the Examinations Officer/Director of Studies.
Securing the necessary Disclosure and Barring Service (DBS) clearance for new invigilators is the
responsibility of the HR Manager.
DBS fees for securing such clearance are paid by the College. Invigilators are timetabled and briefed
by the Examinations Officer. Invigilators rates of pay are set by the College administration.
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Malpractice
The Principal is responsible for investigating suspected malpractice.

Exam days
The Examinations Officer will book all exam rooms after liaison with other users and make the
question papers, other exam stationery and materials available for the invigilator.
The Examinations Officer is responsible for the organization and setting up the allocated rooms.
The Examinations Officer/Exam Invigilator will start all exams in accordance with JCQ guidelines.
Exam papers must not be read by tutors or removed from the exam room before the end of a
session.
Post examination - papers will be distributed to tutors in line with JCQ guidelines.
A relevant tutor may be available to read out any subject-specific instructions and start the exam, if
required.

Candidates
The College's published behaviour rules apply at all times.
A candidates' personal belongings remain their own responsibility and the College accepts no liability
for their loss or damage.
Disruptive candidates are dealt with in accordance with policy guidelines. Candidates are expected
to stay for the full exam time at the discretion of the Examinations Officer or Exams Invigilator.
Note: for exams longer than one-hour candidates may leave the exam early, but no sooner than one
hour after the published starting time. They will not be allowed to return.
The Examinations Officer is responsible for handling late or absent candidates on exam day or
subsequently.

Clash candidates
The Examinations Officer will be responsible as necessary for supervising escorts, identifying a
secure venue and arranging overnight stays.
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Special consideration
Should a candidate be ill before an exam, suffer bereavement or other trauma, be taken ill during
the exam itself or otherwise disadvantaged or disturbed during an exam, then it is the candidate's
responsibility to alert the College, the Examinations Officer, or the Exam Invigilator, to that effect.
The candidate must support any special consideration claim with appropriate evidence within three
days of the exam, for example by providing a letter from the candidate's doctor.
The Examinations Officer will then forward a completed special consideration form to the relevant
awarding body within seven days of the exam.

Internal assessments and appeals
Internal assessment replaces the largely discontinued term coursework.
It is the duty of the tutor to ensure that all internal assessment 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.
Marks for all internally assessed work and estimated grades are provided to the Examinations Officer
by the Tutors.

Appeals against internal assessments
The process for managing appeals against internal assessments is detailed in a separate appeals
policy, available from the Examination Office.
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Results
Results, enquiries about results (EARs) and access to scripts (ATS)
Candidates will receive individual result slips on results days, either in person at the College or via
email. If results are to be posted candidates need to provide self-addressed envelope.
Arrangements for the College to be open on results days are made by the Principal.
The provision of staff on results days is the responsibility of the Principal.
EARs
EARs may be requested by Centre staff or candidates if there are reasonable grounds for believing
there has been an error in marking. The candidates consent is required before any EAR is requested.
If a result is queried, the Examinations Officer, teaching staff, Principal and Operations Director will
investigate the feasibility of asking for a re-mark at the College's expense.
When the College does not support a candidate’s or parent’s request for an EAR, a candidate may
apply to have an enquiry carried out. If a candidate requires this against the advice of subject staff,
they will be charged.
ATS
After the release of results, candidates may ask subject staff to request the return of papers within
three days' scrutiny of the results.
Centre staff may also request scripts for investigation or for teaching purposes. For the latter, the
consent of candidates must be obtained.
GCSE re-marks cannot be applied for once a script has been returned.
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Certificates
Certificates are Posted (recorded delivery) and Collected and signed for.
Certificates can be collected on behalf of a candidate by third parties, provided they have been
authorised to do so.
Certificates are withheld from candidates who owe fees.
The College retains certificates for two years.
A transcript of results may be issued if a candidate agrees to pay the costs incurred.

Principal

Examinations Officer

....................................................

.....................................................

Date ...........................................

Date ...........................................

The policy is reviewed annually
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Appendix A: Internal Appeals Procedure
1. The grounds for appeal relate only to the procedure used in arriving at internal assessment
decisions or the production of externally assessed work and do not apply to the judgement
themselves.
2. The appeal must be made in writing to the Examinations Officer. The grounds for the appeal
must be clearly stated. The candidate can be supported in the presentation of their case by a
parent/carer/friend.
3. The Academic Principal will nominate a senior member of staff, normally the Examinations
Officer (EO), to lead the enquiry provided that the EO has played no part in the original
assessment process. The Senior Tutor or Director of Studies will act as an independent
member and will also be on the panel.
4. The panel will examine the evidence for the procedures used in the assessment, decide upon
their appropriateness and that the procedures have been followed as required by the
Awarding Body concerned. The enquiry will be completed by the end of June of that
examination series.
5. The panel’s finding will be formally reported back to the candidate/parent/carer at the
beginning of July.
6. If the Centre does not support the candidate’s enquiry the Centre will feed this back to the
candidate. However, the Centre will still pass the information on to the exam board, noting
the Centre’s view if the candidate wishes them to.
7. Records of the request for the appeal, the evidence, deliberations of the panel and the result
will be kept by the Examinations Officer and made available to the Awarding Body if
required.
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Enquiry, consent and payment form information
The post-results services available are numbered 1-8 below. Please note the deadlines for requesting
these services are highlighted.
1. EAR Service 1 - Clerical re-check
This is a re-check of all clerical procedures
leading to the issue of a result. This service will
include the following checks:
• that all parts of the script have been marked;
• the totalling of marks;
• the recording of marks; [JCQ PRS 6.3.1]
2. Service 1 with copy of re-checked script

3. EAR Service 2 - Post-results review of
marking
This is a post-results review of the original
marking to ensure that the agreed mark
scheme has been applied correctly. This service
will include:
• the clerical re-checks detailed in Service 1;
• a review of marking as described above; [JCQ
PRS 6.3.2]
4. Service 2 with copy of reviewed script

Deadline: 17 September 2018
5. EAR Priority Service 2 - Post-results
review of marking
This service is as Service 2. However, it is only
available if a GCE A-level candidate or a Level 3
Principal Learning candidate’s place in higher
education is dependent on the outcome. [JCQ
PRS 6.3.3]
Deadline: 19 August 2018
7. ATS - priority copy of script

Deadline: 17 September 2018
6. EAR Service 3 - Post-results review of
moderation
This is a review of the original moderation to
ensure that the assessment criteria have been
fairly, reliably and consistently applied. [JCQ
PRS 6.3.4] This service is not available to
individual candidates.

Deadline: 17 September 2018
8. ATS – original script

This service is to request a copy of a GCE or
Level 3 Principal Learning script to help decide
if an EAR service 1 or 2 should be applied for;
this service is not available if an EAR priority
service 2 is applied for. Copies will be returned
no later than 10 September 2014.

This service is to request the original script to
be returned. This service is available to
individual candidates or Centre staff (subject to
candidate permission). Original or an electronic
image of the script will be returned no later
than 14 November 2014.

Deadline: 19 August 2018

Deadline: 19 August 2018

LAST REVIEWED: 30/01/2020

14

EXAMS POLICY

Information for Candidates
The following information explains what may happen following an enquiry about a result and any
subsequent appeal. If Oxford International College (or another college or school) makes an enquiry
about a result and a subsequent appeal of one of your examinations after your subject grade has
been issued, there are three possible outcomes:
•

Your original mark is lowered, so your final grade may be lower than the original grade you
received. This cannot be changed back to your original grade.

•

Your original mark is confirmed as correct, so there is no change to your grade.

•

Your original mark is raised, so your final grade may be higher than the original grade you
received.

In order to proceed with the enquiry about results, you must sign the form below. This tells us that
you have understood what the outcome might be, and that you give your consent to the enquiry
about results being made.
By completing it, you give your consent to the Head of Centre at Oxford International College to
make an enquiry about the result of the examination(s) listed. In giving consent you understand that
the final subject grade awarded to you following an enquiry about the result and any subsequent
appeal may be lower than, higher than, or the same as the grade which was originally awarded for
this subject.
This form will be retained on the Centre’s files for at least six months following the outcome of the
enquiry about results or any subsequent appeal.

Enquiry, consent and payment form
Candidate No:
Candidate Name:

Contact no:

Email:
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Awarding body &
Qualification

Exam
code

Exam title

E.g.: AQA

ECON1

The Global Economy

AS

Service No.

Fee

Service
applied
for

Outcome
received

For Exams Office use only
8

Total cost

£12

£

Payment
Received
By signing I give my consent to the head of my examination
Centre to make an enquiry about the result of the
examination(s) listed above. I understand that the final subject
grade awarded to me following an enquiry about the result
and any subsequent appeal may be lower than, higher than, or
the same as the grade which was originally awarded for this
subject.
Tick ONE of boxes below:
 If any of my scripts are used in the classroom I do not wish
anyone to know it is mine. My name and candidate number
must be removed.
 If any of my scripts are used in the classroom I have no
objection to other people knowing they are mine.
Candidate Signature:
……………………………………………………………
Date:
…………………………………………………………………
LAST REVIEWED: 30/01/2020

Candidate
informed

16

EXAMS POLICY

Appendix B
Access Arrangements for International Students
In Exceptional circumstances International students whose first language is not English, Irish or
Welsh may be eligible for 10% extra time and the use of a bilingual translation dictionary for certain
subjects in exams. The procedure for determining whether they are eligible, and how much extra
time should be awarded, is set out in this Appendix. This is in accordance with JCQ regulations
published in:
‘Adjustments for candidates with disabilities and learning difficulties; Access Arrangements and
Reasonable Adjustments; General and Vocational qualifications; With effect from 1 September
2017 to 31st August 2018 (Section 5.18)’
Establishing eligibility for 10% extra time and the use of a bilingual translation dictionary for certain
subjects
1. Students must complete the form: ‘Access Arrangements for Examinations Questionnaire for
International Students’ (Appendix C).
2. Each of the student’s teachers must complete the form: ‘Access Arrangements for
Examinations for International Students – Teacher Questionnaire’ (Appendix D).
3. If the student answers ‘No’ to questions 2–7 and ‘Yes’ to question 8–10, and the teachers
answer ‘Yes’ to questions 1 & 2, then the student is eligible for 10% extra time and the use
of a bilingual translation dictionary for certain subjects..
Subject that are eligible to be considered for 10% extra time and the use of a bilingual translation
dictionary.
All written papers that require extended writing. These subjects include, but are not limited to:
Ancient History, Archaeology, Business Studies, Classical Civilization, Economics, English
Language, English Literature, General Studies, Geography, Government & Politics, History,
History of Art, Media Studies, Law, Philosophy, Psychology, Religious Studies, Sociology.
subjects that require less extensive writing or short answers are not eligible for 10% extra time and
the use of a bilingual translation dictionary. These subjects include, but are not limited to:
Accounting, Biology, Chemistry, Computing, Electronics, French, Further Mathematics,
German, Human Biology, Information Technology, Italian, Mathematics, Music, Physics,
Portuguese, Spanish, Statistics
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Appendix C
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Appendix D
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Appendix E
Emergencies affecting delivery of examinations – Policy Guidance
OIC’s policy for disruption to the examination system is written with reference to the Government
issued “Joint Contingency plan in the event of widespread disruption to the examination system in
England, Wales and Northern Ireland” published February 2015 and OIC’s Fire Alarm and Evacuation
procedure.
The following contingency plans will be followed in situations where the evacuation of OIC’s
premises (during an exam) becomes necessary for any reason:
The Fire Alarm will be sounded by the Head of Centre and/or a member of the Senior Management
Team (SMT).
1. Invigilators will ask candidates to stop writing, put a line under their last answer and sign
underneath it. Invigilators will note the time the exam was stopped. Wait for the Head of
Centre and/or EO to confirm whether or not it is a false alarm.
2. Should evacuation become necessary, wait for the Exams Evacuation team (see attached)
and instruct candidates that they must leave in silence and not communicate with anyone
(see OIC Fire Alarm Policy).
3. All candidates to be taken to the defined evacuation area outside 6 London Place and
remain under examination conditions.
4. The Head of Centre/and or member of the SLT will consider the following criteria in
assessing whether the examination can be continued:
•
•
•
•

Time passed since the official start time of the exam
Whether the minimum time for remaining in the examination has passed to
maintain the integrity of the examination
Time left to complete the examination before another session starts
Whether continuing the examination would take candidates over the session limit of
3 hours taking into account those candidates that might have access arrangements
in place

Should the Head of Centre, Director of Studies and/or member of the SLT decide to continue
the session, having made the assessment based on the criteria above, they must be certain
that NO communication between candidates has taken place outside of the examination
room and the integrity of the examination has been maintained at all times.
5. The examination session will be abandoned :
• Because of consideration of the criteria above;
• Because re-entry to the premises cannot be secured;
• Because the risk of communication between candidates cannot be eliminated.
6. If the examination has to be abandoned, the EO will contact all the relevant exam boards
and seek to apply for Special Consideration for affected candidates. Partially completed
scripts will be securely held, unless alternative instructions are given by the exam boards.
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In the event that candidates are unable to take examinations because the Centre is closed, for any
reason, the Head of Centre will endeavour to make provision for candidates to take examinations at
an alternative venue with the EO seeking approval from the relevant exam bodies. Oxford
International College is a member of the Oxford Consortium which comprises a number of
Examination Centre registered sixth form colleges and there is provision to share resources and
premises should the need ever arise. This would only apply with the express approval of the
examination boards. Should this prove impossible applications for special considerations will be
made for affected candidates.

In Accordance with new JCQ access arrangement requirements and adjustments relating to
emergency evacuation during examinations, and Contingency Plans, a new set of policies have
been produced. These are being kept in the Exams Office.
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Further information
If you have any questions about Examinations at Oxford International College, please contact:
cheryl@oxcoll.com
Examinations Officer
Oxford International College
1 London Place
Oxford
OX4 1BD

LAST REVIEWED: 30/01/2020

22

