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1. Purpose of the Policy
This policy outlines the procedures and responsibilities for the secure, fair, and compliant administration of public examinations and assessments at Journey Independent School  It ensures:
· Full compliance with JCQ regulations and awarding body requirements
· Clear roles and responsibilities for all staff involved in exams
· Protection of the integrity of the examination process
· Support for candidates, including access arrangements and special consideration
· Effective contingency planning and risk management
2. Scope
This policy applies to all externally assessed qualifications delivered at Journey Education Group, including:
· GCSEs and GCEs
· Vocational and technical qualifications
· Functional Skills
· Project   qualifications
· Any other qualifications subject to JCQ regulation
3. Roles and Responsibilities
Head of Centre
· Overall accountability for the conduct of examinations
· Ensures JCQ declarations are completed and submitted annually
· Oversees compliance with JCQ regulations and centre policies
Examinations Officer
· Manages the administration of all exam processes
· Liaises with awarding bodies and JCQ inspectors
· Maintains secure storage of exam materials
· Coordinates access arrangements, special consideration, and post-results services
Senior Leadership Team
· Supports quality assurance and policy implementation
· Ensures staff training and awareness of JCQ regulations
· Oversees contingency planning and conflict of interest declarations
Teaching Staff
· Prepare students for exams in line with awarding body specifications
· Support access arrangements and NEA procedures
· Assist with invigilation and supervision where appropriate
Invigilators
· Conduct exams in accordance with JCQ’s Instructions for Conducting Examinations (ICE)
· Ensure candidate compliance and report incidents promptly
4. Exam Cycle Procedures
Planning
· Annual exam calendar published by September
· Entries submitted by published deadlines
· Access arrangements confirmed and approved in advance
Preparation
· Secure receipt and storage of question papers
· Candidate timetables issued with clear instructions
· Invigilator training completed and documented
Conduct
· Exams conducted in line with JCQ ICE regulations
· Candidate identity verified before each exam
· Emergency evacuation and lockdown procedures in place
Results and Post-Results
· Results distributed securely and confidentially
· Post-results services (e.g. reviews of marking, access to scripts) offered in line with JCQ timelines   Internal appeals procedure available to all candidates
5. Security and Compliance
· All exam materials stored in a secure, locked room with limited access
· Digital materials password-protected and access restricted
· Malpractice incidents reported and investigated in line with JCQ Suspected Malpractice procedures
· Conflicts of interest declared and managed via the centre’s Conflict of Interest Policy
6. Contingency and Risk Management
Journey Education Group maintains a detailed Exams Contingency Plan covering:
· Staff absence
· IT failure or data loss
· Severe weather or transport disruption
· Centre closure
· Emergency evacuation or lockdown
· Disruption to the supply of exam papers
Plans align with JCQ’s Joint Contingency Plan and are reviewed annually.
7. Candidate Support
· Candidates receive written guidance on exam conduct, equipment, and behaviour
· Access arrangements applied in line with JCQ Access Arrangements and Reasonable Adjustments
· Special consideration requests submitted promptly and accurately
· Candidates informed of their rights to appeal and request post-results services
8. Related Policies and Documents
· Non-Examination Assessment Policy
· Conflict of Interest Policy
· Internal Appeals Procedure
· Exams Contingency Plan 
· Emergency Evacuation Policy
· Lockdown Policy
· Access Arrangements [Exams Policy, implemented by SENDCO]
· Malpractice [Whistleblowing Policy, Disciplinary Policy, Code of Conduct]
· Word Processor Policy
· Equalities and Data Protection Policies
9. Review and Approval
This policy will be reviewed annually by the Head of Centre and Examinations Officer. Updates will reflect changes in JCQ regulations and awarding body requirements.
For JCQ guidance, see the Instructions for Conducting Examinations (ICE) and Exam Policy Templates from The Exams Office.
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