
 

 

  ST GEORGE’S SCHOOL      

EXAMINATION POLICY 

In the community of St George’s School everyone is considered as an individual and is valued equally. 
Everyone is made to feel welcome and has a voice.  
 
Our school is a safe place to achieve, have fun and to develop skills towards individual, informed paths as 
we leave school and move forward in life. We learn to make choices for now and the future and to become 
as independent and self-sufficient as possible taking our place in society as part of Modern Britain. We do 
our personal best and celebrate our achievements however large or small. As a team we experience the 
world and work towards achieving our goals and dreams and being the best we can be. 

 
The Governing Body and Staff team at St. George’s School are fully committed to the following mission 
statements: 

 High standards are achieved through high expectations, robust target setting and high attendance  

 Staff, students and stakeholders alike treat each other with tolerance, compassion and respect.  

 St. George’s practises a Total Communication approach valuing and listening to all. 

 The curriculum and learning activities address the whole person and preparation for the life they will 
lead on leaving the school.  

 We promote personal, social, moral, spiritual and cultural development, encourage creativity, self-
discovery, raise self-esteem and inspire self-discipline and consideration for others.  

 Teaching and learning is high quality, person centered and takes place in carefully designed and 
presented environments which meet an individual/cohorts’ needs.  

 We listen to all students and stakeholders and foster an atmosphere of mutual respect, cooperation and 
student leadership. 

 The staff are our most valuable resource and shall be treated as such. 

This policy should be read in conjunction with the St. George’s COVID 19 Handbook 

Essential measures outlined in updated public health advice from September include: 

 a requirement that people who are ill stay at home 
 robust hand and respiratory hygiene 
 enhanced cleaning arrangements 
 active engagement with NHS Test and Trace 
 formal consideration of how to reduce contacts and maximise distancing between those in  

      school wherever possible and minimise the potential for contamination so far as is       
      reasonably practicable 

How contacts are reduced will depend on the school’s circumstances and will (as much as 
possible) include: 

 grouping children together 
 avoiding contact between groups 
 arranging classrooms with forward facing desks 
 staff maintaining distance from pupils and other staff as much as possible 

SLT will have active arrangements in place to monitor that the controls are: 

 effective 
 working as planned 
 updated appropriately considering any issues identified and changes in public health advice 
 



 

 

 

The School reserves the right to reclaim entry fees from parents if a pupil:- 

1. Fails to sit the examination without reasonable cause. 

2. Does not attend school regularly for the necessary course of study. 

3. Does not complete and submit the necessary work to attain a pass grade by the correct time (i.e. 

coursework and assessments). 

4. Infringes the Examination Boards’ Regulations concerning unfair practice in an examination or 

assessment. 

 

Accreditation Bodies Employed at St George’s: 

Pearsons: Edexcel (Functional Skills, Entry Level Certificates, BTECs, GCSE)  

WJEC (Sports Leader) 

ASDAN (Personal Progress, Transition Challenge, FOCUS Modules, Towards Independence Modules) 

LASER (Learning Employability And Progression, Participating In Learning, Independent Life Skills, 

Careers, Quality Mark) 

NCFE (Art, Creative Crafts) 

 

External Exams (Functional Skills L1/2, GCSE’s) 

The Exams Officer is responsible for the organisation and conduct of all external exams. 

1. Final confirmation of entry numbers and levels will be made with the subject leaders and class 

teachers. (Also applicable to Internal exams) 

2. All exam papers will be counted in by the Exams Officer or subject leaders then securely stored until 

required. 

3. The subject leaders are not allowed to read the question paper or remove it from the exam room. 

4. The Exams Officer and invigilators will be responsible for setting out the candidate name cards and 

exam papers. Subject Leaders are responsible for setting out specialist equipment. (Also applicable 

to Internal exams) 

5. The attendance register will be checked by the Invigilator/Exams Officer before the start of the 

exam. The appropriate person will contact any students absent for the examination. (Also applicable 

to Internal exams) 

6. Late candidates will be permitted to enter the exam room, in accordance with JCQ rules. (Also 

applicable to Internal exams) 

7. Exams will be taken at the time published by the awarding body if applicable. 

8. At the end of any exam, invigilators will collect scripts and give them into the care of the Exams 

Officer, Head of Centre or nominated person. 

9. Students will not be allowed to leave the exam room (unless it is an emergency) until the exam has 

finished and their exam paper has been picked up and secured by an invigilator. 

Internal Exams (Entry Level Qualifications) 

The Exams Officer is responsible for the organisation and conduct of all external exams. 

1. Subject Leaders will request assessments when their students are ready to take the examination. An 

examination window will be set by the Exams officer, alongside the subject leaders.  

2. The Examination Officer or Assistant will print assessments, from the secure site no earlier than 2 

weeks before the controlled assessment taking place, assessments will be sealed inside envelopes 

which are stored securely until the time of the assessment. 



 

 

3. The Exam Officer or Assistant will be responsible for recording when assessment materials are taken 

from secure storage and when they are returned to ensure that assessment materials remain 

confidential. 

4. Students will not re-sit an assessment earlier than 14 days from taking the original assessment. The 

Exam Officer or Assistant will keep a log of controlled assessment tests for each specific learner taking 

this course. 

5. The assessments will take place under supervised conditions by a trained invigilator who can also be 

the subject teacher. 

6. It is the duty of the Invigilator to ensure any cases of irregularity or misconduct in connection with the 

assessment are reported to the Head of Centre as soon as possible. 

7. Teachers/Assessors will not mark in a public place. All learners’ work will be available for internal 

verification. 

8. All completed learner assessments will be kept securely both before and after they have been verified 

by the Standards Verifier.  

 

Coursework 

It is the responsibility of each subject teacher to ensure all coursework is collected and packaged ready for 

despatch by the deadline set by the awarding body. The Subject Leader to ensure the Candidate 

Declaration forms and Centre Declaration forms are completed. All coursework should be taken to the 

Exams Officer where it will be logged and dispatched. 

Subject Teachers to ensure all coursework marks are submitted to the Exams Officer who will forward to 

awarding bodies according to their deadlines. Failure to meet deadlines could result in candidates being 

marked absent for the unit. 

Special Consideration 

Applications for special consideration should be made by Subject Teachers as soon as possible to the 

Exams Officer who will then apply to the awarding body in accordance with JCQ regulations. 

Invigilation 

The Exams Officer and Invigilators will be responsible for ensuring that the rules and regulations relating to 

the conduct of examinations and assessments are strictly applied and followed. 

Emergency Evacuation 

The invigilator must take the following action in an emergency such as a fire alarm or bomb alert: 

- Stop the candidate from writing. 

- Collect the attendance register and evacuate the examination room. 

- Advise candidates to leave all question papers and scripts in the room. 

- Candidates should leave the room in silence. 

- Ensure that all candidates are supervised as closely as possible while they are out of the room to 

make sure there is not discussion about the examination. 

- Make a note of the time of the interruption and how long it lasted. 

- When returning to the room, allow the full working time set for the examination. 

- If there are only a few candidates consider the possibility of using another room to finish the 

examination. 

- These forms can be obtained from the Examination Officer.  



 

 

 

 

Students leaving the Examination Room (Prior to the end of the Examination) 

- For examinations that last one hour or more, candidates must stay under supervision until one 

hour after the start time. 

- Candidates who have finished their work can have been allowed to leave the examination room 

early must hand in their work prior to leaving the room. Those candidates must not be allowed 

back in the room. 

- For examinations that last less than one hour, candidates must be supervised and question papers 

must be kept in secure storage until the finish time. 

- Candidates who leave the room prior to the allocated finish time of the exam, must be supervised 

until the published finish time. 

- Candidates who leave the room temporarily (i.e. toilet or behavioural issues) must be accompanied 

by a member of staff. Those candidates may be allowed extra time at the discretion of the centre. 

Misconduct 

Any cases of misconduct should be reported to the Exams Officer/Head of Centre in the first instance, who 

will act according to JCQ regulations. 

Dispatch of Exam Scripts 

The Exams Officer will be responsible of the timely dispatch of exam scripts using the secure system and 

will be responsible for tracing missing packages. 

Results 

1. The Exams Officer or Head of Centre will be responsible for downloading results from awarding 

bodies. 

2. Results will be available for collection by candidates on the day notified by the awarding body 

only. 

3. Results that arrive at the Centre throughout the year by post will be distributed to Subject 

Leaders as soon as possible. 

 

Certificates 

The Exams Officer and Head of Centre will arrange collection of certificates and coursework for candidates. 

Subject teachers will be responsible for arranging coursework for candidates to collect and 

storing/disposing of coursework which is not collected. 

The Exams Officer will safely story any certificates not collected for a period of one year. They will then be 

returned to the relevant awarding body. 

 

Special Needs 

The Examination Officer will 

1. Request access arrangements/special consideration from the boards and process the 

replies. 



 

 

2. Inform the awarding body at the beginning of a course, if any pupil is to be given special 

arrangements for the coursework which carries marks towards a final mark. 

3. Arrange readers/scribes/transcripts as required. 

 

Reference Sources 

 

JCQ Instructions for Conducting Examinations 

JCQ Instructions for Conducting Coursework /Portfolios 

JCQ Access Arrangements and Special Consideration 

JCQ Entry, Aggregation and Certification Procedures and Rules 

JCQ Post Results Service 

 

Signed:....................................................................(Headteacher) 

 

 

Signed:.....................................................................(Chair of Governors) 

 

 

 


