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Exam policy

Objective

To set up an efficient exam system with clear guidelines for all users. 

Entries

It is the responsibility of the Key Stage 4 Manager (KS4), after liaison with subject leaders, to ensure that the correct candidate lists are issued to the Exams Officer.

Withdrawals
The KS 4 Manager must inform the Exams Officer of any withdrawals and these will only be accepted up to the date set by the exam board. Exam Board withdrawal forms must be used.  Staff should be aware that any late withdrawals/entries except in exceptional circumstances will be charged by the exam board.

External exams

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

1. KS4 Manager to confirm final entry numbers and levels. 

2. All exam papers received will be checked by the Exams Officer upon arrival and immediately locked in the safe. 

3. Exam papers cannot be removed from the exam room before the end of a session. 

4. All exams will be conducted in accordance with JCQ and/or exam board standards and will take place within the start and finish times determined by the exam board. 

5. Any misconduct or irregularity must be reported to the Exams Officer as soon as possible, who will then inform the exam board concerned. 

6. In the absence of the Exams Officer at the end of any exam, papers will be collected and taken to the KS4 Manager or iPEC Manager to be locked away. 

7. A copy of the JCQ Standards, Emergency Procedure, Candidates Who Arrive Late and Instructions to Candidates will be made available in each exam room.
Misconduct 

Any misconduct during an exam should be recorded with date/time, nature of incident and reported to the Exams Officer in the first instance, who will decide what action to take.

Despatch of exam scripts

The Exams Officer will despatch exam papers to exam boards on the same day of the exam or as soon as possible thereafter, by Royal Mail Special Delivery.  

Invigilation
Conduct of invigilators

1. The Exams Officer will ensure that each exam session has a designated senior invigilator in charge, whose role will be to deploy and oversee the conduct of invigilators. 

2. The Senior Invigilator will check attendance according to seating plan. 

3. Invigilators must not take any work into the exam room but give full attention to the conduct of the examination. 

4. All invigilators must conduct exams in accordance with JCQ and/or exam board standards and will take place within the start and finish times determined by the exam board.
5. Invigilators must adhere to the Emergency Procedures, Candidates Who Arrive Late and Instructions to Candidates made available in each exam room.
Results

1. Once results are received from the awarding body, Personal Tutors will notify students as soon as possible.

2. Once the certificates have been received a copy will be sent to parents/carers, the original kept in the student’s Record of Achievement and then given to the student upon leaving iPEC.
3. If a result is queried the Exams Officer will investigate the feasibility of asking for a re-mark. The appeals procedure will apply if appropriate (Appendix 2).
Special needs exam policy

There are guidelines on what help can and cannot be given to students during exams – refer to JCQ’s Access Arrangements, Reasonable Adjustments and Special Consideration.  For some qualifications a formal application enabling the Centre to offer help to students will need to be made.  Session Leaders should inform the KS4 Manager of any special arrangements which individual students may need during the course and in the exam. In the case of students with specific learning difficulties/visual impairment or certain other medical conditions, these can be any or all of the following:

· Extra time for coursework and examinations 

· Rest periods 

· A reader 

· A scribe 

· Enlargements/models 

· A helper 

· A prompter 

· Separate room/invigilator 

· Use of word processing/printing facility 

Special arrangements can also be made for students to take their examinations outside school e.g. phobic students, M.E. sufferers. In these cases invigilation/examination rules must still be adhered to.

A separate room and invigilator are required for anyone with a reader and a separate room is required for an individual or group who is/are granted extra time/rest periods/use of a word processor. It is the duty of all iPEC staff to ensure that no unauthorised help is given to these students. The Exams Officer will ensure that all staff are made aware of any guidelines or rules specified by JCQ in this respect.
Session Leaders, in consultation with the KS4 Manager will complete the special arrangement request forms for special needs candidates at the appropriate time and provide the necessary evidence to reach the exam boards on the stipulated dates. Boards have a timetable of dates for the ordering of modified/enlarged papers for NCTs and GCSEs which must be complied with.
The early opening and checking of special needs candidates' papers should be conducted in the presence of the Exams Officer only with the permission of the exam board, at an agreed time and any further enlargements/modifications completed by the designated person in good time for the start of the exam. In cases where extra time has been granted and the examination finishes after school hours, the candidate's papers will be given to the Exams Officer and locked away.

The necessary re-scheduling of internal and external exams for special needs students will be co-ordinated with the Exams Officer e.g. students who have extra time cannot fit two exams in one day.

Candidates with visual impairments may be granted an early start to examinations to allow time for rest breaks and extra time. Such candidates will be properly supervised at all times and have no contact with other candidates taking the same examination.

Appeals

If a student or parent/carer wishes to appeal against the administration of any internal assessment or the mark awarded for any internally marked work that will contribute to a final external qualification, please complete the form in appendix 1.

To appeal against a mark awarded by an external awarding body you must use the appropriate awarding body’s procedures. See appendix 2.

Appendix 1
Internal Examination Appeals Request

Appendix 2
Generic Appeals Procedure
Appendix 3
Candidates Who Arrive Late

Appendix 4 
Evacuation Procedure
Appendix 1:  Internal Examination Appeals Request
This form should be completed if you wish to appeal against the administration of any internal assignment or the mark you have been awarded for an internally marked piece of work that will contribute to your final external qualification.  External qualifications include GCSEs, GNVQs, NVQs and BTEC awards. 

You should discuss the matter with the Internal Moderator before completing this form. 

Name of Student:                                                                     Date of Birth:

Course for which the work was submitted:

Level:                                                                                        Unit Module/Title:

Assessor/Tutor:                                                                         Mark awarded:

	Description of the task/module you are appealing against:




Your appeal should be based on either evidence that the quality of your work is above the mark/grade awarded or that the procedures used in the assessment do not conform to the requirements of the awarding body.

	Please give a brief description of the grounds on which you are making an appeal:




Student Signature:

Parent/Carer Signature:

Date:

Outcome:

Your appeal has been investigated and has been

a) Upheld

-
Your mark has been adjusted to:

b) Refused 
-
Your original mark has been upheld

Signature of iPEC Manager:

Date:
APPENDIX 2: Generic Appeals Procedure

Fees 
Awarding bodies may charge a fee for each stage of an appeal against the outcome of an Enquiry about Results. Details of these fees can be obtained from the awarding body concerned. The fee will be refunded if the appeal is successful.
APPEALS AGAINST THE OUTCOMES OF ENQUIRIES ABOUT RESULTS 
Introduction 
If a Head of Centre or private candidate is dissatisfied with examination results and has reasons to suspect they may not be accurate, the first step to take is to make an “Enquiry about Results”. Full details of the Enquiries about Results services are given in the Joint Council’s booklet “Post-Results Services.” 

If the doubts about the accuracy of the results still persist, following the Enquiry about Results process, the Head of Centre or private candidate should refer initially to the regulator’s Code of Practice and the JCQ publication “Post Results Services – Information and guidance to centres”. If, after consulting these documents, the centre or private candidate is convinced that the awarding body has not followed due procedures, it is possible to submit an appeal in line with the procedures set out here.

If an appeal is accepted, an investigation into the candidates’ or centre’s results, and the awarding body’s procedures will follow. An appeal investigation does not generally involve a further review of candidates’ work. 
If an original script has been returned to the centre under the Access to Scripts arrangements, it cannot subsequently form part of an enquiry about results or an appeal. 
Who can appeal? 
Appeals are accepted from: 

· Heads of Centres on behalf of single candidates or groups of candidates; 

· Private candidates (that is, a candidate who pursues a course of study independently but makes an entry and takes an examination at an approved examining centre.) 

Please note that appeals are not accepted from internal candidates and/or their parents or carers. 
How to appeal 
The Head of a Centre or a private candidate should submit a written request for a Stage 1 Appeal to the relevant awarding body using the form provided at the end of this Appendix. 
Appeals must be made within two calendar weeks of receiving the outcome of the Enquiry about Results. This time scale is determined by the regulators and does not make allowance for the time the centre may be closed for holidays. 
The Head of Centre or private candidate submitting the appeal must set out as clearly as possible the nature of the concern. The Code of Practice issued by the regulators (Ofqual in England, DCELLS in Wales and CCEA in Northern Ireland) states that appeals should focus on whether an awarding body has: 
· used procedures that were consistent with the Code of Practice; 

· applied its procedures properly and fairly in arriving at judgements. 

When an application for an appeal is received, awarding bodies have various mechanisms for deciding whether it will be accepted or not. Some awarding bodies will refer the application to a committee or sub-committee, while in others a senior officer may make the decision.

The decision whether or not to accept the appeal is based on: 

· the grounds for the appeal put forward by the centre or private candidate; 
· whether an appropriate result enquiry has been completed; 

· the timescale of the application. 

If an appeal is not accepted, the reason(s) for this will be given. 
What happens during a Stage 1 Appeal investigation 
Stage 1 of the Appeals Process involves an examination of the case by a senior officer of the awarding body who has not had any previous involvement with the matter. This investigation will take into account the written submission from the appellant and will include a check on all the awarding body procedures that were followed in arriving at the result(s) awarded, and whether those procedures were compliant with the Code of Practice and whether they were applied fairly. 
The procedures which are open to investigation include the full range of processes involved in, and leading to, the award of grades. The appeals process is not directly concerned with making judgements about the quality of candidates’ work since this is the responsibility of the senior examiners and moderators. 

An appeal investigation does not generally involve a further review of the candidates’ work, but such action may be authorised following the Stage 1 or Stage 2 Appeal. 

After the investigation the appeal will either be rejected (disallowed) or upheld (allowed). If the appeal is upheld (allowed) any necessary further work on the candidates’ scripts or results will be undertaken. Any such work will always be carried out in full compliance with the Code of Practice and JCQ agreed procedures. 

A report on the Stage 1 Appeal investigation containing the awarding body’s decision will be sent to the Head of Centre or private candidate. 

All JCQ Awarding Bodies will deal with Stage 1 Appeals as expeditiously as is consistent with a thorough exploration of the case. 
Stage 2 Appeals 
If the Head of Centre or private candidate remains dissatisfied with the outcome of the Stage 1 Appeal, a written request (using the form, JCQ/APP 1) for a Stage 2 Appeal should be sent to the relevant awarding body. Contact details are provided in Appendix A. 

A request for a Stage 2 Appeal must be made within two calendar weeks of receipt of the Stage 1 Appeal outcome letter. This time scale is determined by the regulators and does not make allowance for the time the centre may be closed for holidays. 

The Stage 2 Appeals process is designed to ensure that the Head of Centre or private candidate has a formal opportunity to present their case to an impartial body appointed in accordance with the Code of Practice. The Head of Centre may wish to delegate this to a member of the centre’s staff. 

For a Stage 2 Appeals hearing, awarding bodies typically convene a panel of 3 or 4 people, drawn from a larger pool of individuals who are not directly employed by the awarding body and who have been trained in the task of deciding appeals. At least one of the panel members will be an “independent member” as defined by the Code of Practice. (Independent members are individuals who have had no other responsibilities with that awarding body for at least the previous five years.)

The Procedure for hearing Stage 2 Appeals: 
Before the hearing 
The appellant (that is, the Head of Centre or private candidate) will have lodged a Stage 2 Appeal application within two calendar weeks of being notified of the outcome of the Stage 1 Appeal review.  The application must clearly set out the grounds of appeal. 

Appellants will be expected to attend the Stage 2 Appeal hearing in person. If, when notified of the date set for the Appeal Panel hearing, the appellant does not attend the hearing, the hearing may proceed in their absence.  The appellant may call any witness(es) relevant to the case but names and addresses of all witness(es) must be provided to the Awarding Body no later than 14 days before the date of the hearing. It would not generally be expected that the centre’s representatives and witness(es) would exceed three in number.  The Awarding Bodies may also call any witness(es) relevant to the case. It would not ordinarily be expected that Awarding Body representatives and witness(es) would exceed three in total. 
Candidates and/or their parents/carers will not ordinarily be called as witness(es) but may attend as observers with the prior permission of the Chair of the panel. Observers are not entitled to present cases or to engage in questioning of any parties at the hearing but they may make statements, at the discretion of the Chair of the Panel. 
The Awarding Bodies’ Chief Executives have the right to attend any appeal in the capacity either as a representative or as an observer. Other observers may attend hearings with the approval of the Chair. 
Legal representation is not normally permitted at Stage 2 Appeal hearings as a Stage 2 Appeal hearing is not a legal function.  In the event that an appellant wishes to be legally represented, this must be discussed with the relevant Awarding Body before a hearing date is finalised. In the event that legal representation for appellant is agreed, the Awarding Body reserves the right to be legally represented also.  Private candidates appearing in person may be accompanied by a relative or friend. 
A copy of all materials (correspondence/documents/reports etc) relating to the appeal will be forwarded to the Appeals Panel members and the appellant no later than seven calendar days prior to the hearing. It will not normally be possible for additional materials to be tabled on the day of the hearing. The decision whether to allow any additional materials to be tabled will be made by the Chair, with the consent of the other party. 

Where any material is considered by the Awarding Body to be of a confidential nature, the Awarding Body may, at its discretion, make such material available to the appeal hearing under such conditions as are necessary to protect the confidentiality of the material, and ensure compliance with any relevant provisions of the Data Protection Act.

At the hearing 
· The 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. 

· The purpose of the hearing will be to establish whether or not the Awarding Body has applied its established procedures, as derived from the Code of Practice, and whether those procedures were appropriate to the task. 

· The normal procedure to be followed during appeals hearings is outlined below. 

· A member of the Panel will Chair the hearing. 

· The Awarding Body will be responsible for ensuring that a record of the proceedings is kept. 

· The Chair will undertake introductions, outline the procedures to be followed and, if appropriate, provide a summary of the case. 

· The Chair may, at his/her discretion, accept written evidence from a witness unable or unwilling to attend a hearing. (See paragraph 41.) 

· The Chair will invite the appellant to present their case to the Panel. 

· The Chair will then offer the representative(s) of the Awarding Body the opportunity to question the appellant. 

· The Chair and the Panel members will then have the opportunity to question the appellant. 

· The Chair will then invite the representative(s) of the Awarding Body to present their case to the Panel. 

· The Chair will offer the appellant the opportunity to question the representative(s) of the Awarding Body. 

· The Chair and the Panel members will then have the opportunity to question the representative(s) of the Awarding Body. 

· The Chair will offer the representative(s) of the Awarding Body an opportunity to sum up their case, if they wish to do so. 

· The Chair will then offer the appellant an opportunity to sum up their case, if they wish to do so. 

· The Chair will then invite the appellant and their witness(es) and the Awarding Body representative(s) to withdraw, but to remain in readiness for a brief time whilst the Panel determines whether they wish to ask any further questions of either the appellant or the Awarding Body representative(s). 

· If the Panel determines that they do wish to ask further questions, both the appellant and their witness(es) and the Awarding Body representative(s) will be asked to return to the hearing. 

· At the conclusion of all questions, the Chair will inform the appellant, and their witness(es) and the Awarding Body representative(s) that the hearing is concluded and that they may leave. 
· The Panel will deliberate in private and members may decide to allow the appeal, to reject the appeal, or to refer the matter back to the appropriate Awarding Body Officer for further consideration on such basis as the Panel may direct.In reaching its decision, the Appeals Panel will consider whether the awarding body’s procedures were consistent with the regulator’s Code of Practice and were properly and fairly applied, and whether in the event of a failure of procedures having been identified at an earlier stage, any remedial action subsequently taken by the Awarding Body was sufficient to rectify that failure. 

After the hearing 
If the Appeal is upheld, the Panel may direct the Awarding Body to carry out further work. In addition, and irrespective of whether or not the Appeal is upheld, the Panel may make recommendations to the Awarding Body on issues/concerns that emerged during the Appeal hearing. Any further work will always be carried out in full compliance with the Code of Practice and JCQ agreed procedures. 
The decision of the Appeals Panel will not normally be communicated to the appellant or to the Awarding Body representatives orally on the day of the hearing but it will be sent to the appellant and to the Awarding Body representative(s) no later than five working days after the hearing. A report of the hearing will be provided to the appellant and to the Awarding Body representative(s) within 28 calendar days of the hearing. 

The appellant and the Awarding Body representatives will be offered the opportunity to correct errors of fact made in the report. The decision whether or not to accept amendments suggested by the appellant or by the Awarding Body representatives will be at the sole discretion of the Chair of the Appeals Panel. The hearing by the Appeals Panel will complete the Awarding Body’s internal appeals procedures and no further appeal within the Awarding Body will be accepted. 
Further avenues of appeal 
If the appellant remains dissatisfied with the decision of the Stage 2 Appeals Panel, he or she may appeal to the Examinations Appeals Board (EAB). The Examinations Appeals Board is an independent body which has been set up to ensure that schools and colleges, and through them candidates and parents, are satisfied that grades issued by an Awarding Body are as fair and accurate as they can be. 
Appeals to the EAB should be addressed to: The Appeals Manager, EAB, 83 Piccadilly, London W1J 8QA Telephone: 020 7509 5995. Further information can be found at the web address: www.theeab.org.uk.  Appeals to the EAB must be made within three weeks of receipt by the appellant of the draft report on the Stage 2 Appeal issued by the Awarding Body. 
Timescales 
The Awarding Bodies aim to complete both Stage 1 and then – unless the outcome leads the appellant to withdraw the application – the Stage 2 hearing within 50 working days* of the lodging of the original appeal request. (Ref: Code of Practice April 2009 paragraph 9.17) 

*Any working days falling between 25 December and 1 January inclusive will be excluded from the allowed 50 working days. 
The Awarding Bodies aim to complete all Stage 1 and Stage 2 Appeals arising from the June examination series by 14 February in the following calendar year and on any examinations taken in other series to a comparable schedule.7 

APPEALS AGAINST DECISIONS MADE IN CASES OF MALPRACTICE 
Introduction 
Malpractice is a term used to describe all forms of irregularity or breaches of the regulations in examinations and assessments; for example, plagiarism in coursework, the introduction of unauthorised material into the examination room, maladministration, etc. 
Awarding bodies’ decisions on malpractice cases are based on an inter-board agreement which is reflected in the Joint Council for Qualifications (JCQ) publication “Suspected Malpractice in Examinations and Assessment: Policies and Procedures”. This booklet can be obtained from the JCQ website. 
Decisions in cases of suspected malpractice are usually made by a dedicated and trained team of officers at the relevant awarding body. In cases of serious malpractice the decision may be made by a committee of senior officers or an external committee.  Appeals may be initiated against a sanction imposed by the awarding body in cases of malpractice. It is not possible to appeal against a decision to take no further action. 
Who can appeal? 
· Heads of Centres may appeal against sanctions affecting the centre or members of its staff (including contracted workers), and on behalf of candidates entered or registered through the centre. 

· Members of the centre’s staff or personnel contracted to a centre (e.g. external invigilators) may appeal against sanctions imposed on them. 

· Private candidates (that is, a candidate who pursues a course of study independently but makes an entry and takes an examination at an approved examining centre) may appeal against sanctions imposed on them. 

· Third parties who have been barred from taking examinations or assessments with an awarding body may appeal against that decision. 

· Please note that internal candidates and/or their parents/carers are not entitled to appeal directly to the awarding body, but must make representations to the Head of Centre where the candidate was registered. The Head’s decision as to whether to proceed with an appeal is final. 

How to appeal 
· A Head of Centre, member of staff or private candidate should submit a written request for an appeal to the relevant awarding body. A list of the awarding bodies’ addresses is provided in Appendix A at the end of this booklet where there is also a form (JCQ/App1) that may be used. 

· Appeals must be made within two calendar weeks of receiving the malpractice decision. 
· The Head of Centre, member of staff or private candidate submitting the appeal must set out as clearly as possible the grounds for the appeal and must submit any further evidence relevant to support the appeal.

Appeals must be based on reasonable grounds which relate to the incident in question.  The following are accepted as reasonable grounds:

· the incident was not dealt with in accordance with the published procedures in the JCQ booklet Suspected Malpractice in Examinations and Assessment; 

· further evidence (including medical evidence) has come to light which changes the basis of the decision. 

Appeals must be based on reasonable grounds which relate to the incident in question. The following are accepted as reasonable grounds: 

The following do not, by themselves, constitute grounds for an appeal. 

· The individual did not intend to cheat. 

· The individual has an unblemished academic record. 

· The individual could lose a university place. 
· The individual regrets his/her actions. 

Awarding bodies reserve the right to refuse to accept an appeal application at this point if there is no further evidence to consider and if the grounds for the appeal are weak or unjustified. 
What happens during a Malpractice Appeal investigation? 
When an appeal is received, it is checked by an officer of the awarding body (or a committee of officers) to see if the context and grounds of the appeal are valid, and how it may best be processed. The awarding body will contact the centre to acknowledge receipt of the appeal and advise on the process to be followed. 
At this stage, certain types of appeal may be resolved without the need of a formal hearing.   Each of the awarding bodies retains a committee of external and independent members whose role it is to consider appeals against malpractice decisions. If the appeal goes forward for a formal consideration by the committee (or a panel of the committee) the awarding body will liaise with the appellant to determine an appropriate time for the hearing and whether the appellant will be required to attend or not. 

In cases where the appellant is required to attend the hearing to make a presentation, the procedure to be followed will be the same as set out in paragraphs 29 – 52 of this guide. The committee reviewing the case will decide on the appropriateness of the original penalty or sanction in light of the JCQ guidelines, awarding body precedents and additional information provided by the appellant making the appeal. 
Further avenues of appeal 
The decision of the Malpractice Appeals Committee or panel is final and there are no further avenues of appeal against decisions taken by awarding bodies in cases of malpractice. The EAB does not hear appeals against malpractice decisions. 

Timescales 
All appeals will be dealt with as expeditiously as is consistent with a thorough exploration of the case.

APPEALS RELATING TO ACCESS ARRANGMENTS AND SPECIAL CONSIDERATION
Introduction

The Awarding Bodies recognise that there are some candidates who are prevented from demonstrating their achievement because of:

· a permanent or long-term learning disability, learning difficulty or medical condition;

· a temporary disability, illness or indisposition;

· English being a second or additional language;

· the immediate circumstances of the assessment.
Access arrangements are approved before an examination or assessment and are intended to allow attainment to be demonstrated. 
Special consideration is given following an examination or assessment to ensure that a candidate who has a temporary illness, injury or indisposition or who is otherwise disadvantaged by the immediate circumstances of the examination, is given some compensation. 
All access arrangements and special consideration decisions are based on inter-awarding body agreement. The principles and regulations governing access arrangements and special consideration decisions are set out in the Joint Council for Qualifications (JCQ) booklet “Access Arrangements, Reasonable Adjustments and Special Consideration.” Copies of this booklet are distributed to centres each year by the JCQ, and a copy can be found on the JCQ website. 
If the Head of Centre/Private Candidate disagrees with the decision made, a written request setting out the grounds for a Stage 1 Appeal should be forwarded to the relevant awarding body. A list of the awarding bodies’ addresses is provided in Appendix A at the end of this booklet where there is also a form (JCQ/App1) that may be used. 
Who can appeal? 
Appeals are accepted from: 

· Heads of Centres on behalf of single candidates or groups of candidates. 

· Private candidates (that is, a candidate who pursues a course of study independently but makes an entry and takes an examination at an approved examining centre.) 

Please note: internal candidates and/or their parents/carers cannot appeal to Awarding Bodies directly. The final decision in connection with submitting an appeal rests with the Head of Centre. 
How to appeal 
Before undertaking an appeal, it may help if the Head of Centre discusses the situation with the Awarding Body officers responsible for appeals. Such discussions will sometimes resolve the matter without recourse to appeal. 

The appeal request must be made within 2 calendar weeks of receiving the original decision letter, and should set out the grounds for the appeal. This time scale is determined by the regulators and does not make allowance for the time the centre may be closed for holidays.

What happens during a Stage 1 Appeal investigation? 
The Stage 1 Appeals investigation involves a fresh examination of the case by a senior officer or officers of the relevant Awarding Body. The officer will not have had a previous connection with the case. The Stage 1 Appeal review will take into account the written submission from the appellant and will involve a review of all relevant guidance, any precedent and the procedures that were followed in arriving at the decision being appealed. 

The Awarding Bodies will deal with Stage 1 Appeals as expeditiously as is consistent with a thorough exploration of the case and the outcome of the appeal will be reported as soon as it is available. 

A letter containing the Awarding Body’s decision and summarising the results of the Stage 1 Appeal review will be sent to the Head of Centre/Private Candidate when the Stage 1 Appeal review is complete. 
Stage 2 Appeals 
If the Head of Centre/Private Candidate disagrees with the outcome of the Stage 1 Appeal, a written request for a Stage 2 Appeal hearing should be sent to the relevant Awarding Body. A list of the awarding bodies’ addresses is provided in Appendix A at the end of this booklet where there is also a form (JCQ/App1) that may be used. The Awarding Body will make arrangements for a hearing before a Stage 2 Appeals Panel. 

This appeal request should be made within two calendar weeks of receiving the outcome of the Stage 1 Appeal. This time scale is determined by the regulators and does not make allowance for the time the centre may be closed for holidays. 

Further avenues of appeal 
The decision of the Stage 2 Panel regarding Access Arrangements refused prior to examinations will be final. The Examinations Appeals Board (EAB) does not hear appeals against decisions about Access Arrangements in advance of examinations. The EAB may, at its discretion, be willing to hear such appeals after the issue of results. Heads of Centres/Private Candidates should contact the EAB directly for further advice. 

In relation to Special Consideration appeals, the EAB may, at its discretion, be willing to hear an appeal. Heads of Centres should contact the EAB directly for advice. If the EAB declines to hear an appeal, the decision of the Awarding Body’s Stage 2 Appeals Panel will be final. 

Timescales 
All appeals will be dealt with as expeditiously as is consistent with a thorough exploration of the case. 
REVIEW OF ADMINISTRATIVE DECISIONS 
During the processing of any examination series, circumstances arise that cause awarding bodies to make decisions that may affect a candidate’s results. Where these decisions involve an element of judgement, they may be subject to a review by Awarding Body officers. Heads of Centres who are concerned by any such administrative decisions should contact the relevant appeals manager to discuss their concerns. 
The more common types of administrative decisions which may be subject to review are listed below. Please note that this list is not exhaustive and other types of administrative decisions may also be subject to review. 

· Decisions taken in cases of very late arrival 

· Decisions taken in cases of missing scripts 

· Decisions involving the use of estimated marks 

· Decisions taken in relation to extensions to Result Enquiries.
APPLICATION FOR AN APPEAL

  Centre Number

	
	
	
	
	


The details provided on or appended to this form will form the basis of the case being put forward by the appellant.

When completing the details, please pay particular attention to Section 10 of this form, which outlines the grounds for appeal and summarises your reasons for appealing.  If you require clarification or assistance, please contact the appropriate Awarding Body officer.

Please indicate the type of appeal or review being initiated


Enquiries about results
Irregularities/malpractice
Access Arrangements or
Other administrative decision

Special Consideration

If this is an appeal against a result enquiry or access arrangement/special consideration decision, please indicate below whether this is an application for a Stage 1 or a Stage 2 Appeal.


Stage 1
Stage 2*

*Please note that centres cannot proceed to a Stage 2 Appeal unless they have already initiated a Stage 1 Appeal and this appeal has been completed.

1. Name of Head of Centre (or private candidate/member of staff) making the application:

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

2. Centre Name:

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

3. Address:

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

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

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

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

4. Telephone number:  .........................................  Fax number:  ......................................

5. Name and position of person to contact at the centre:

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

6. E-mail address of contact person:  ................................................................................

7. Examination series:  ......................................................................................................

8. Title and level of specification and unit/component number (if applicable):

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

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

9. Name(s) and candidate number(s) of candidates on whose behalf you are appealing.  Additionally, if the appeal is an Enquiries about Results appeal against a specification grade, please indicate the grade being appealed.  If your appeal is an Enquiry about Results appeal against the specification grades awarded to an entire class/cohort, merely indicate “All”.

Candidate Name
Candidate Number
Grade

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

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

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

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


(Continue of another sheet if necessary.)

10. Grounds of appeal:

Please state the grounds for this appeal, continuing overleaf as necessary.  If the centre attends a hearing, there will be opportunities for further points to be raised during the hearing, but substantive new evidence should not be introduced on the day of the hearing.  It is in the interest of all parties that all grounds of appeal are clearly stated in the application.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

11. Names and positions of people attending a Stage 2 appeal, if known:

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

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

Signed:  ...........................................................................           Date:  ........../.........../.........

(Head of Centre/Private Candidate)

	Please return the completed form to the relevant awarding body

If you have not received an acknowledgement within five working days, please contact the relevant awarding body.


	Approved and adopted by: iPEC staff
	12/06/2009 (updated 13.07.09)
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Appendix 3 : Candidates who arrive late

A candidate who arrives after the start of the examination may be allowed to enter the

examination room and to sit the examination. This is entirely at the discretion of the Exams Officer.

A candidate who arrives after the start of the examination should be allowed the full time for the examination, depending on the centre’s organisational arrangements and provided adequate supervision arrangements are in place.

A candidate will be considered very late if they arrive more than one hour after the awarding body’s published starting time for an examination which lasts one hour or more.

For examinations that last less than one hour, a candidate will be considered very late if they arrive after the awarding body’s published finishing time for the examination or 30 minutes after the awarding body’s published starting time, whichever is later.

Where a candidate arrives very late for an examination the Exams Officer must:

· Send the script to the examiner/awarding body in the normal way;

· Send a full written report to the awarding body on Form JCQ/VLA-Report on Candidate
Admitted Very Late to Examination Room as soon as possible, and in any event within 7

days from the date of the relevant examination. (Form JCQ/VLA may be downloaded from

the JCQ website:http://www.jcq.org.uk/exams_office/instructions_for_conducting_examinations).

· The report must contain the following information: 

· the reason the candidate arrived late, including any details of special arrangements made for the candidate to reach the centre; the actual starting and finishing times of the examination;

· the time the candidate started the examination;

· the time the candidate finished the examination;

· a statement on whether security may have been broken due to the candidate arriving late,

· include information about the extent to which the candidate was under supervision from

· the actual starting time of the examination;

· warn the candidate that the awarding body is unlikely to accept the work.

You must not send reports or Form JCQ/VLA to examiners.

Advice: When deciding whether to accept any of the work done by a candidate who arrives very late, the awarding body will pay particular attention to how far it can be sure that the security of the examination has been maintained. Given that candidates may have left the examination room one hour after the awarding body’s published starting time, the awarding body is unlikely to be able to accept the work of very late candidates unless they have been supervised.

If a candidate arrives in the afternoon for a paper that had been re-arranged for a morning session, the candidate may be allowed to take the paper at the published time as long as he or she has not had any contact with any candidate who sat the paper earlier. The awarding body will then decide whether or not to accept the script.  Centres should note that there is no longer a requirement to complete the JCQ/LA form for those candidates who arrive within one hour of the awarding body’s published starting time for the examination.
Appendix 4 – Evacuation Procedure
The invigilator must take the following action in an emergency such as a fire alarm or a bomb alert.
· Stop the candidates from writing.

· Collect the attendance register and evacuate the examination room in line with the instructions given by the appropriate authority.

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

· Candidates should leave the room in silence.

· Make sure that the candidates are supervised as closely as possible while they are out of the examination room to make sure there is no discussion about the examination.

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

· Allow the candidates the full working time set for the examination.

· If there are only a few candidates, consider the possibility of taking the candidates (with

· question papers and scripts) to another place to finish the examination.

· Make a full report of the incident and of the action taken, and send to the relevant awarding body.
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