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EXAMINATION POLICY

This policy has been created in line with guidance from the Joint Council for Qualifications (JCQ). 
Policy Statement
The purpose of this exams policy is:
· to ensure the planning and management of exams and coursework are conducted efficiently and in the best interests of candidates; 
· to ensure the operation of an efficient system of conducting exams and coursework with clear guidelines for all relevant staff.
It is the responsibility of everyone involved in the centre's exam and coursework processes to read, understand and implement this policy.
The exams policy will be reviewed annually.
The exams policy will be reviewed by the Exams lead.
Where references are made to JCQ regulations/guidelines, further details can be found at www.jcq.org.uk.

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) 
Leadership Skills Foundation: Sports Leaders
LASER (Learning Employability And Progression, Participating In Learning, Independent Life Skills, Careers, Quality Mark)
NCFE (Art, Creative Crafts)





Recruitment 

Students are referred by the Local Authority and SEN department (See Local Authority Admissions Policy). Relevant accreditation is identified for students depending on their Pathway at St George’s.

Registration

St George’s will:
a) observe each awarding body’s terms and conditions for the entry and withdrawal of candidates for their examinations and assessments. The centre must observe any regulatory requirements for the qualification; 
b) register or enter candidates for an examination or assessment in accordance with the awarding bodies’ published procedures for that qualification; 
c) submit registrations, examination entries and certification claims by the deadline(s); 
d) maintain a Unique Candidate Identifier (UCI) or Unique Learner Number (ULN) for each candidate entered for an examination or assessment and to ensure that the same UCI or ULN is used consistently for the candidate over time to enable aggregation of units and qualifications; 
e) enter candidates who are on roll at the centre as internal candidates; 
f) enter a candidate who is not on roll at the centre who is following a qualification as a private candidate. If the candidate is registered at another centre, that centre must be informed of the entries made; (A private candidate is responsible for his or her own entry which must be made through an accredited centre in the United Kingdom. A candidate may not be entered as both an internal and a private candidate at the same centre in the same examination series. Awarding bodies do not accept entries directly from private candidates; they will only accept entries made through an accredited centre in the United Kingdom. Further advice should be sought from the relevant awarding body who may maintain a list of centres who have indicated a willingness to accommodate private candidates.) 
g) pay fees as instructed and at the time specified by the awarding bodies; 
h) submit any applications for transferred candidate arrangements in accordance with the JCQ document Guidance notes concerning transferred candidates;
i) verify the identity of all students that they enter for examinations or assessments. The centre must be satisfied that all candidate identities have been checked, whether as part of the initial registration process, or in the case of private candidates through a verification process which involves photo-ID; 
j) treat all candidates equally, including private candidates, throughout the examination process. This would also extend to post-results services and appeals.

Certification

The centre will: 
a) distribute certificates to all candidates without delay and regardless of any disputes (such as non-payment of fees). Certificates must not be withheld without prior permission from an awarding body which will only be given in very exceptional circumstances. A record should be kept of the certificates that are issued;
b) retain all unclaimed certificates under secure conditions for a minimum of 12 months from the date of issue; 
c) destroy any unclaimed certificates after retaining them for a minimum of 12 months. They must be destroyed in a confidential manner. Centres that do not have a means of destroying certificates confidentially may return them to the respective awarding body. A record of certificates that have been destroyed should be retained for four years from their date of destruction. However, candidates should be informed that some awarding bodies do not offer a replacement certificate service. In such circumstances the awarding body will issue a Certifying Statement of Results; (Where an awarding body issues a replacement certificate, or a Certifying Statement of Results, this will provide an accurate and complete record of results for all qualifications covered by the original certificate.) 
d) return any certificates requested by the awarding bodies. Certificates always remain the property of the awarding bodies
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. 

Examination Materials
Exam scripts are received and stored according to the individual Awarding Bodies procedures, and JCQ guidelines. Secure Storage meets JCQ guidelines. 

Alternative Site:
When conducting exams at the alternative site St George’s Studio, the same exam policy is in place, however St. George’s School will submit the JCQ Alternative Site Form online, no later than 6 weeks before the start of the examination series.
Question papers must:
be kept in the centre’s secure storage facility at the centre’s registered address, approved by the JCQ Centre Inspection Service, until 90 minutes before the awarding body’s published starting time for the examination;
b. be taken to the alternative examination venue by a member of centre staff;
c. be transported to the alternative examination venue, securely packaged and always kept under secure conditions, within 90 minutes of the awarding body’s published starting time for the examination
The PDF copy of the question paper must be downloaded and printed within a secure environment at the centre. It must not be accessed or printed at an alternative location without the awarding body’s prior permission.
The head of centre remains accountable for ensuring that the examination will be conducted at the alternative site in accordance with this document.

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.
Assessment and Internal Quality Assurance
Internal moderation/standardisation meetings are conducted each term for all accreditation by teachers. Final internal moderation/standardisation is conducted by Key Stage or Subject leads and Exam team in the final term.

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.

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.

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. Invigilation Training is delivered yearly. 

Conflicts of interest
Conflicts of interest will be managed by informing the awarding bodies, before the published deadline for entries, of:
· Any members of staff who are taking qualifications at the school which include internally-assessed components or units. 
· Any members of staff who are teaching and preparing members of their family (which includes step-family, foster family and similar close relationships) or close friends and their immediate family, e.g. child, for qualifications which include internally assessed components or units. 
Records will be maintained of all instances where:
· Staff involved in examinations have members of their family, close friends or their immediate family being entered for examinations and assessments either at the school itself or other examination centres. 
· Staff are taking qualifications at their school which do not include internally assessed components or units. 
· Staff are taking qualifications at other centres. 
The headteacher will ensure that the records include details of the measures taken to mitigate any potential risk to the integrity of the qualifications affected. 
The records will be retained until the deadline for reviews of marking has passed or until any appeal, malpractice or other results enquiry has been completed, whichever is later. 

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/Malpractice
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.
See appendix A for Malpractice Procedure and Appendix B for Appeals Procedure.

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 store any certificates not collected for a period of one year. They will then be returned to the relevant awarding body.

Learner records
Teachers will use progress records to review pupils’ progress, set appropriate targets for the future and form the basis of reports to parents. Records will be kept in the following formats:
lesson plans, pupils’ work and work books, school data tracking system, pupil progress meeting records and reviews, academic board records.
Summative assessment records, such as Functional Skills examination results, will be kept electronically and held for six years after the year of the examination.
Formative assessment records, such as moderated work, will be held for at least one year. 
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


Appendix A

Malpractice

Staff Malpractice

Examples of Malpractice 

Attempted or actual malpractice will not be tolerated. The following are examples of malpractice by staff with regards to portfolio-based qualifications.

This list is not exhaustive: 
· Tampering with candidates work prior to external moderation/verification 
· Assisting candidates with the production of work outside of the awarding body guidance 
· Fabricating assessment and/or internal verification records or authentication statements 

The following are examples of malpractice by staff with regard to examinations 

· Assisting candidates with exam questions outside of the awarding body guidance 
· Allowing candidates to talk, use a mobile phone or go to the toilet unsupervised 
· Tampering with scripts prior to external marking taking place. 

Staff Malpractice Procedure 

Investigations into allegations will be coordinated by Keri Peckham – Acting Key Stage 5 Lead and Examinations Officer, who will ensure the initial investigation is carried out within ten working days. In her absence Key Stage 4 Lead Marie Wells will coordinate any investigation.  

The person responsible for coordinating the investigation may depend on the qualification being investigated but will either be Key Stage 4 or 5 Lead.  

The investigation will involve establishing the full facts and circumstances of any alleged malpractice. It should not be assumed that because an allegation has been made, it is true. 

Where appropriate, the staff member concerned and any potential witnesses will be interviewed and their version of events recorded on paper. 

The member of staff will be: 

· informed in writing of the allegation made against him or her 
· informed what evidence there is to support the allegation 
· informed of the possible consequences, should malpractice be proven 
· given the opportunity to consider their response to the allegations 
· given the opportunity to submit a written statement 
· given the opportunity to seek advice (as necessary)
· informed of the applicable appeals procedure, should a decision be made against him/her, 
· informed of the possibility that information relating to a serious case of  malpractice will be shared with the relevant awarding body and may be shared with other awarding bodies, the regulators Ofqual, the police and/or professional bodies including the GTC


Staff Malpractice Sanctions 

Where a member of staff is found guilty of malpractice, St George’s may impose the following sanctions: 

1) Written warning: Issue the member of staff with a written warning stating that if the offence is repeated within a set period of time, further specified sanctions will be applied 

2) Training: Require the member of staff, as a condition of future involvement in both internal and external assessments to undertake specific training or mentoring, within a particular period of time, including a review process at the end of the training 

3) Special conditions: Impose special conditions on the future involvement in assessments by the member of staff 

4) Suspension: Bar the member of staff in all involvement in the administration of assessments for a set period of time 

5) Dismissal: Should the degree of malpractice be deemed gross professional misconduct, the member of staff could face dismissal from his/her post 

Appeals 
The member of staff may appeal against sanctions imposed on them. Appeals will be conducted in line with the organisations Appeals Policy.


Candidate Malpractice 

Examples of Malpractice 

Attempted or actual malpractice activity will not be tolerated. The following are examples of malpractice by candidates with regards to portfolio-based qualifications. This list is not exhaustive: 

· Plagiarism: the copying and passing of as the candidate’s own work, the whole or part of another person’s work 
· Collusion: working collaboratively with other learners to produce work that is submitted as the candidate’s only 
· Failing to abide by the instructions of an assessor – This may refer to the use of resources which the candidate have be specifically told not to use 
· The alteration of any results document 

If a teacher suspects a candidate of malpractice, the candidate will be informed and the allegations will be explained. The candidate will have the opportunity to give their side of the story before any final decision is made. If the candidate accepts that malpractice has occurred, he/she will be given the opportunity to repeat the assignment. If found guilty of malpractice following an investigation, the teacher may decide to re-mark previous assignments and these could also be rejected if similar concerns are identified. 

· The following are examples of malpractice by candidates with regards to examinations. This list is not exhaustive: 
· Talking during an examination 
· Taking a mobile phone into an examination 
· Taking any item other than those accepted by the Awarding Body into the examination, such as a book or notes 
· Leaving the examination room without permission 
· Passing notes or papers or accepting notes to, or accepting notes or papers from another candidate 

If a teacher suspects a candidate of malpractice during an examination, the candidate will be informed and the allegations will be explained. The candidate will have the opportunity to give their side of the story before any final decision is made. If the candidate is found guilty of malpractice, the Awarding Body will be informed and the candidate’s examination paper will be withdrawn. It is unlikely that the candidate will have the opportunity to repeat the examination.

Appendix B
Appeals
[bookmark: _Acceptable_grounds_for]Acceptable grounds for appeal 
Appeals will only be deemed valid when based on procedural irregularity in terms of the conduct of the examination or determination of the result.
Appeals will be deemed invalid and not upheld if based purely on the following:
· Academic judgement of examiners
· Extenuating circumstances affecting performance
· The candidate’s lack of awareness of exam regulations and procedures
[bookmark: _Internal_appeals_process]
Internal appeals process 
The school will ensure that candidates are informed of their centre-assessed marks prior to them being submitted to the awarding body, so that candidates may request a review. 
Candidates will be informed that they may request copies of materials to assist them in considering whether they wish for a review to take place. Any requests for copies of materials will be returned to the candidates within seven days and candidates will have seven days to review the materials. 
If a candidate, or their parent, wishes to appeal against the procedure used in an internal assessment, they should write to the school’s exams officer using the Internal Appeals Form. 
The deadline for appeal applications is 10 days prior to the start of the written exam series. 
On receipt of a written appeal, an enquiry will be conducted by the exams officer, a member of the SLT and a head of department who is not involved in the internal assessment decision. The school will ensure that those completing the review have the appropriate competence and are unbiased. 
This enquiry will consider whether the procedure used in the internal assessment conformed to the published requirements of the awarding body and the JCQ Code of Practice. 
Consideration will be given to whether the original mark awarded is fair and just. If necessary, comparisons will be made to other pupils’ work to help determine a correct and appropriate mark.  
A written response to the appeal will be sent to the candidate and their parents within 10 working days of the school receiving the appeal. 
A written record of the appeal and the outcome will be kept on file at the school, with the awarding body being informed of any amendments.
Candidates should note, after their work has been internally assessed, it is moderated by the awarding body to ensure consistency – this moderation process may lead to marks being altered and the school has no control over this. 
[bookmark: _External_appeals_process]External appeals process
Enquiries about results (EARs)
EARs can be submitted throughout the academic year. 
Candidates should be aware that EARs can result in the marks/grades being raised, confirmed or lowered.
Any candidate who wants to query a mark/grade awarded by an awarding body should adhere to the following procedure: 
· Contact the exams officer and the subject teacher as soon as possible in person to discuss the mark/grade. 
· The exams officer will advise on the options available to query the mark/grade and any costs involved in doing so.  
· Candidates must sign a consent form to confirm that they understand the consequences of an EAR; these forms will be issued by the exams officer. 
· Consent forms must be returned before an EAR can be valid. 
· The subject teacher will review the candidate’s grades and discuss them with the head of department to agree on the appropriate action, considering the breakdown of marks, the grade boundaries and the candidate’s predicted grades. 
If the EAR is supported, the head of department will make a request, together with the pupil’s consent form, to the exams officer before the deadline for EARs. 
The cost of the enquiry will be met by the departmental budget. If the EAR is successful, the fee will be refunded. 
If the department does not agree to support the EAR, a candidate may appeal against the decision not to support an EAR by doing the following: 
· Appeals should be made in writing to the SBM, at least five working days before the published deadline for EARs
· The appeal should state the reason(s) for the appeal
· This appeal must be signed, dated and include the contact number and email address of the pupil and their parent 
The appeal information will be reviewed by the exams officer and a member of the SLT. 
The decision that is reached will be final.
If the department does not agree to support the EAR, the fee will be paid by the candidate at the time the EAR is made. No enquiry will be processed until the correct fee is paid.
Requests must be made in person to the exams officer before the published deadline for EARs.
If the department does not agree to support the EAR and the enquiry is successful, the fee will be refunded to the candidate.
Outcomes following EARs will be forwarded by the exams officer to the pupil as soon as they have been received from the awarding bodies.
Appeals against outcomes of post-results services  
Post-results services refer to clerical re-checks, reviews or marking and reviews of moderation.
In instances where the school is dissatisfied with an assessment result, the school will apply for a clerical re-check, review of marking or review of moderation. 
Once an outcome has been reached in the post-results service, an appeal against this can be made where the candidate or headteacher believe that:
· A marking or moderation error has occurred, including where a review of marking or moderation has already been made.
· The awarding body did not apply its procedures consistently, properly or fairly.

A written request for appeal will be made by the head of centre to the relevant awarding body which sets out clearly and concisely the grounds for the appeal – this must be take place within 30 calendar days of the awarding body issuing the outcome of the post-results service. If an appeal application is accepted, an investigation into candidates’ or the school’s results will follow – if the appeal is accepted on procedural grounds, this will generally not involve a further review of a candidate’s work. 
As internal candidates are not entitled to appeal directly, the school will do it on their account, if the school agrees.   
The appeal will either be not upheld or upheld in whole or in part. 
Appeals against malpractice, maladministration or non-compliance
This covers cases where there is an alleged breach of the published JCQ regulations and awarding body requirements.
The headteacher may appeal against a finding of malpractice and/or the sanction imposed by the awarding body, and on behalf of candidates. Appeals will be made within 14 calendar days of the receiving the malpractice decision. The appeal will set out clearly and concisely the grounds for appeal and include any further relevant and supporting evidence.
Where an appeal is made on a candidate’s behalf, the candidate will be informed beforehand. The candidate will be provided the opportunity to submit a statement, if they wish. 
Appeals will be based on reasonable grounds relating to the incident in question. Reasonable grounds include:
· The incident was not dealt with in line with JCQ’s ‘Suspected Malpractice – Policies and Procedures’. 
· The decision was unreasonable in light of the evidence presented to the Malpractice Committee.
· Further evidence has come to light which may change the awarding body’s decision.
· The sanction imposed is disproportionate to the seriousness of the malpractice.

The awarding body will either reject the appeal or refer it to an appeal hearing.
Appeals against decisions made in respect of access arrangements, reasonable adjustments and special consideration
The school must make appeals on candidates’ behalf. The exams officer will attempt to discuss the matter with the relevant awarding body to see if it can be resolved without the need for an appeal. Where this is not possible, a written request setting out the grounds for a preliminary appeal will be sent to the relevant awarding body within fourteen calendar days of the original decision. 
If the outcome of the preliminary appeal is unsatisfactory, a request for an appeal hearing will be made within 14 calendar days of receiving the outcome of the preliminary appeal. 
[bookmark: _Disputes_over_appeals][bookmark: _[New]_Disputes_over]Disputes over appeals 
Internal
If, after appealing an internal mark, candidates are dissatisfied with the decision, a letter requesting a personal hearing should be made to the exams officer. 
Following this:
· A date for a hearing must be given to the candidate and any teachers involved in the assessment.
· A hearing panel should be established. The panel must consist of a least two individuals who have not previously dealt with the particular case.
· The school will make a written record of the hearing, which should include the outcome of the appeal and the reasons for that outcome. 
· A copy will be sent to the candidate, their parents and teacher(s) within 10 working days of the hearing.
If, after this, candidates are still dissatisfied, candidates will compile a written explanation of the situation and pass this to the headteacher.  
The exams officer will pass the following details on to the headteacher within 24 hours of the headteacher receiving the candidate’s letter:
· An explanation and confirmation of the assessment decision 
· Assessment record sheets 
· Any written comments
Candidates will be given an opportunity to speak to the SLT. 
The assessor who marked the work originally will be asked to attend the meeting and answer any questions. 
The matter will be discussed in private by the SLT and the candidate will be given a written response within five working days. This decision will be final. 
Appeals against school’s decision to not support a clerical check, review of marking, review of moderation or an appeal
Where the school does not support a decision to appeal for a clerical check, review of marking, review of moderation or an appeal, the candidate is at liberty to pay the appropriate fee and a request will be made to the awarding body on their behalf. 
If the candidate (or their parent) believes there are grounds to appeal against the school’s decision to not support an enquiry, an internal appeal can be submitted to the school using the Internal Appeals Form at least one week prior to the internal deadline for submitting an EAR.
[bookmark: _Appeal_outcomes][bookmark: _Appeal_hearing]Appeal hearing 
If the school is dissatisfied with an appeal from an awarding body, the school may request for an appeal hearing – the full procedure for this is detailed in JCQ’s ‘A guide to the awarding bodies’ appeals processes’. 
If the school decides to submit a request for an appeal hearing, we will submit the application within 14 calendar days of the outcome of the preliminary appeal being issued – appeals made after this period will typically be rejected by the awarding body. 
The request will clearly set out the grounds of the appeal with supporting documentation. 
A member of school staff will represent the school at the appeal hearing – they will be permitted to be accompanied by a third party, e.g. a friend, colleague or union representative; however, the names and addresses of all representatives must be given to the awarding body no later than seven calendar days before the hearing. 
The candidate who the appeal is being made on behalf of, and their parents, will not be called as representatives but can attend as observers with the prior permission of the chair of the panel convened by the awarding body. 
Legal representation will not normally be permitted; where the school wishes to be legally represented, this must be agreed with the awarding body beforehand. 
The appeal hearing will take the form of a re-examination of the evidence, comments and reports provided to and by the awarding body, and observations presented by the appellant.  
[bookmark: _[New]_Further_avenues]Further avenues of appeal
Appeal hearings complete the awarding body’s internal appeal procedures, and they will not accept further appeals. Where the school or candidate remain dissatisfied with the outcome, further avenues of appeal will be considered. 
[The following service only applies to GCE AS, A-level, GCSE, Technical Qualifications (part of a T-level) and Level 3 Project Qualification (EPQ).] For issues relating to access arrangements, reasonable adjustments, special consideration and post-results services, the school will consider making an appeal to the Exam Procedure Review Service (EPRS). 
For cases of malpractice, no further avenue of appeal will be open to the school.
[bookmark: _Quality_assurance]Quality assurance 
The school is committed to quality assurance and believes it is an integral part of its processes.
The provision of education is regularly monitored and reviewed by the named quality assurance representative. 
At the school, an internal verification process is in place to ensure that consistent testing and assessment standards are maintained. 
Several methods of internal verification are carried out on an ongoing basis, including the following:
· Cross-marking
· Peer reviewing and appraisals
· Working observations
· Moderation
· Standardisation
[bookmark: _Monitoring_and_review]
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