
Examinations Policy 

Summary 

1. Introduction 

2. Examination Responsibilities 

3. Qualifications Offered 

4. Entries 

5. External Candidates 

6. Late Entries 

7. Resits 

8. Examination Fees 

9. The Equality Act (2010), Special Needs and Access Arrangements 

10. Managing Invigilators and Exam Days 

11. Candidates and Special Consideration 
12. Non-Examination Assessments and Appeals Against Non-Examination Assessments 

13. Results, Enquiries About Results and Access to Scripts 

14. Review 

__________________________________________________________________________ 

1. Introduction       

Poles APart is a registered exam centre for Open Awards (www.openawards.org) 

and also delivers AQA Unit Awards.  

The purpose of this Examinations Policy is:  

● To ensure the planning and management of exams is conducted efficiently 

and in the best interests of candidates  

● To ensure the operation of an efficient exam system with clear guidelines for 

all relevant staff. It is the responsibility of everyone involved in Poles APart’s 

exam processes to read, understand and implement this policy. 

2.Examination Responsibilities  

Area Manager  

 Overall responsibility for Poles APart as an exam centre:  

● Advises on appeals and re-marks  

● The area manager is responsible for reporting all suspicions or actual 

incidents of malpractice. Refer to the JCQ document ‘JCQ Suspected 

Malpractice: Policies and Procedures’ 

http://www.openawards.org/


Examinations Officer 

Manages the administration of public and internal exams:  

● Advises the management team, teachers and other relevant support staff on 

exam timetables and application procedures as set by Open Awards.  

● Oversees the production and distribution to staff and candidates of a calendar 

for all exams in which candidates will be involved and communicates regularly 

with staff concerning imminent deadlines and events.  

● Ensures that candidates and their parents/carers are informed of and 

understand those aspects of the exam timetable that will affect them.  

● Consults with teaching staff to ensure that necessary coursework/controlled 

assessments are completed on time and in accordance with JCQ guidelines.  

● Receives, checks and stores securely all exam papers and completed scripts. 

For online exams, ensure all exams are submitted and logging on and off is 

done correctly. 

● Administers access arrangements and makes applications for special 

consideration following the JCQ guidance and using the JCQ forms. • 

Identifies and manages exam timetable clashes.  

● Line manages the exam invigilators and organises the recruitment, training 

and monitoring of the team of exam invigilators responsible for the conduct of 

exams.  

● Submits candidates’ coursework/controlled assessment marks, tracks 

despatch and stores returned coursework /controlled assessment and any 

other material required by the appropriate awarding bodies correctly and in 

accordance with awarding body deadlines, requirements and regulations. 

Arranges for dissemination of exam results and certificates to candidates and 

forwards any appeals/re-mark requests.  

● Maintains systems and processes to support the timely entry of candidates for 

their exams.  

● Ensures adequate training of all invigilators and maintains a register at all 

times 

● Ensures there are enough invigilators present in the exam venue and that the 

regulations are followed.  

● Liaises with centre managers to ensure the rooms are available and there are 

enough desks for students.  

● Ensures that the room meets the requirements regarding the presence of a 

working clock and correct signage.  

● Ensures the students enter into the rooms in the appropriate manner and they 

have the correct examination papers and any other guidance material, as 

required by the awarding body.  

● Ensures that registers are taken and students easily identified, extra students 

dealt with.  

● Ensures students are made aware they are under exam conditions, all 

watches and mobile phones are handed in. Any erratum notices are read out 

at the start of the exam.  

● Ensures that start and end times of exams are clear to all students. 

● Ensures that queries are dealt with and Open Awards, contacted if necessary.  



● Ensures that errors on exam papers are clarified with Open Awards.  

● Posting/online submission of exam papers/scripts.   

● Ensuring that students are aware of Open Awards regulations regarding 

coursework/controlled assessment and the conduct of examinations and 

investigating cases of suspected or alleged malpractice.  

Teachers 

● Setting of appropriate examination papers for internal examinations. 

● Ensuring learners are sitting exams of the relevant level to their abilities. 

● Advice and guidance to candidates about appropriate courses of study and 

tiers of entry.  

● Involvement in post-results procedures e.g. identification of possible 

candidates for re-marks, being available to offer advice to students.  

● Accurate completion of coursework/controlled assessment mark sheets and 

declaration sheets.  

● Accurate completion of entry and all other mark sheets and adherence to 

deadlines as set by the examinations officer.  

Invigilators  

All invigilators will be trained on the exams process and duties by the exams officer 

in conjunction with the area manager 

● Ensure that students have the correct paper for the exam and the students are 

easily identified.  

● Ensure that the room and any ICT equipment for online examinations meets 

with regulations throughout the examination. If not, notification to the 

Examinations Officer is required.  

● Ensure that students enter the room in the appropriate manner.  

● Announce to students they are under exam conditions and any mobile phones 

and all smart watches need to be handed in.  

● Ensure erratum notices are read out at the start of the exam.  

● Ensure that start and end times of the exam are recorded clearly for all 

students to see.  

● Ensure the attendance register is completed correctly.  

● Inform the examinations officer of any concerns regarding any candidate 

during an examination.  

● Contact the examinations officer or a teacher (if one is present for internal 

exams) if a concern regarding the exam paper has been brought to their 

attention.  

● Collect all exam papers in the correct order at the end of the exam. For online 

exams, ensure any online exam has been submitted and the student has 

logged off the exam on completion.  

● To ensure paper based exams are put away in a sealed envelope and passed 

to to the exams officer immeadiately after the exam. 



Candidates   

● Check that examination entries are correct.  

● Arrive at the correct exam venue at the prescribed time on the correct date.  

● Ensure that they are properly equipped. 

● Ensure that they understand coursework/controlled assessment regulations 

and sign a declaration that authenticates the controlled 

assessment/coursework as their own.  

● Comply with Open Awards rules and regulations regarding the conduct of 

exams.   

3.Qualifications Offered 

At Poles APart AP we are constantly looking to improve the qualifications we have on 

offer to our learners. Currently we are able to offer the qualifications below: 

● Functional Skills Maths/English - Entry Level 1, 2 and 3 and Level 1, 2  

● Science Award Certificate- Entry Level 1, 2 and 3 and Level 1, 2  

● Award for Skills in Further Learning and Employment- Entry Level 1, 2 and 3 

● IT User Skills- Entry Level 1, 2 and 3 

● Skills for further learning and employment – Entry level 2 and 3 

● AQA Unit Awards  

Additional qualifications are to be regularly reviewed  

4.Entries 

Candidates’ entries are determined by teachers in discussion with the area manager. 

Requests from parents/carers, for a particular subject entry, change of tier or 

withdrawal will be considered by the teacher for the subject concerned, and where 

appropriate the area manager. These requests will only be granted when it is felt that 

it serves the best interests of the candidate concerned. 

5.External Candidates  

Poles APart may accept entries from external candidates at its own discretion and 

will need to register this with Open Awards as a guest candidate.   

6.Late Entries  

Entry deadlines are circulated to teachers via email. Late entries can only be 

authorised by the area manager for examinations based upon clear and detailed 

information as to the circumstances.   



7.Resits 

Poles Apart AP will always offer examination resits to students. Decisions about 

which students to enter for resits are made by the teacher in consultation with the 

student.   

8.Examination Fees  

Poles APart AP will pay all normal exam fees on behalf of candidates; this may be 

invoiced to providers depending on individual basis. 

9.The Equality Act (2010), Special Needs and Access Arrangements 

The following acts are utilised for access arrangements 

● Disability Discrimination Act (2017): The Disability Discrimination Act 2017 

extends the application of the Equality Act to general qualifications.  

● The Equality Act (2010): All exam Centre staff must ensure that the access 

arrangements and special consideration regulations and guidance are 

consistent with the law.  

● Special needs: A candidate’s special needs requirements are determined by 

the Area manager / exams officer and/or educational psychologist/specialist 

teacher.  Once these have been identified the exams officer will apply for 

reasonable adjustments through Open Awards. Teachers of candidates with 

special educational needs will be informed of any reasonable adjustments 

applied. The exams officer will inform teachers and parents/carers of any 

special arrangements that individual candidates can be granted during the 

course and in the exam. The exams officer will then inform invigilators.  

Access Arrangements  

Making special arrangements for candidates to take exams is the responsibility of the 

examinations officer. They will follow the JCQ regulations when determining whether 

a candidate qualifies for special arrangements, as outlined in the JCQ document 

entitled ‘Access Arrangements and Reasonable Adjustments’.  

The exams officer will assess whether students qualify for special access 

arrangements. Submitting completed access arrangements or special consideration 

applications to Open Awards is the responsibility of the exams officer using Open 

Awards published procedures.  

Rooming for access arrangement candidates will be arranged by the examinations 

officer based on the information received. Invigilation for access arrangement and 

special consideration candidates will be organised by the examinations officer. 

10.Managing Invigilators and Exam Days 

Managing Invigilators  



Invigilators are trained and updated on changes of regulations by the exams officer 

annually and a register will be kept of this training.  

Invigilators are timetabled and briefed by the examinations officer.  

Examination Days  

The examinations officer will book all venues for examinations after liaison with other 

users and make the question papers/ICT equipment, other exam stationery and 

materials available for the invigilators.  

The examinations officer or an experienced invigilator will start all exams in 

accordance with JCQ guidelines. 

Support staff may be present at the start of the exam to assist with the identification 

of candidates for external examinations, but must not be in the venue once the 

examination begins.  

In practical exams teachers may be on hand in case of any technical difficulties.  

Examination papers must not be read by invigilators, teaching staff or key workers or 

removed from the exam room before the end of a session.  

11.Candidates and Special Consideration 

Candidates  

Poles APart’s rules on acceptable dress, behaviour and candidates’ use of mobile 

phones and all electronic devices apply at all times.  

Candidates’ personal belongings remain their own responsibility and Poles APart 

accepts no liability for their loss or damage.  

Disruptive candidates are dealt with in accordance with JCQ guidelines. 

Candidates may leave the exam room for a genuine reason requiring an immediate 

return to the exam room, in which case a member of staff or invigilator must 

accompany them.  

The examinations officer will attempt to contact any candidate who is not present at 

the start of an exam and deal with them in accordance with JCQ guidelines.   

Special Consideration  

Should a candidate be ill before an exam, suffer a bereavement or other trauma, be 

taken ill during the exam itself or otherwise disadvantaged or disturbed during an 

exam, then it is the candidate’s responsibility to alert Poles APart to that effect.  



12.Non-Examination Assessments and Appeals Against Non-Examination 

Assessments 

Coursework or Controlled Assessments  

Teachers will ensure that all candidate evidence for non-examination assessments is 

ready for dispatch at the correct time. The examinations Officer will keep a record of 

what has been sent, when and to whom.  

Marks for all internally assessed work and estimated grades are provided to the 

examinations officer by teachers.  

It is a teacher’s responsibility to ensure that non-examination assessments are stored 

securely. Any loss of non-examination assessments needs to be reported 

immediately to the examinations officer in order to determine how best to proceed.  

13.Results, Enquiries About Results and Access to Scripts 

Results   

Students, parents/carers and their schools or relevant professionals will be informed 

of results when they are released, due to exams being carried out on varied days and 

times there is not a specific results day.  

Certificates  

Certificates are presented in person, collected and signed for or send recorded 

delivery. 

Certificates may be collected on behalf of a candidate by a third party providing a 

letter is brought into Poles APart by the nominated individual and verified by staff. 

The nominated individual also needs to provide photographic identification.   

16. Review 

This policy will be reviewed annually, or sooner if legislation or guidance changes.  

Designated Person:  James Phillpotts           

Exam Officer:  James Phillpotts                    

Review Date  Name  Actions  Next Review  

01/07/2024 James Phillpotts 
Review of policy completed, updates 

completed where deemed necessary.  
01/07/2025 

18/07/2024 Chris Holl Revision of legislation and updates 01/07/2025 



22/07/2025 James Phillpotts 
Review of policy completed, updates 

completed where deemed necessary.  
22/07/2026 

06.05.2026 James Phillpotts 
Review of policy completed, updates 

completed where deemed necessary. 
06.05.2027 

 

 


