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EXAMINATION AND ASSESSMENT POLICY
The policy purpose
The purpose of this policy is to:
· Ensure the planning and management of exams is conducted efficiently and in the best interest of candidates
· Ensure the operation of an efficient exam system with clear guidelines for all relevant staff.

It is the responsibility of everyone involved in the service’s exam process to read, understand and implement the policy.  This policy will be reviewed annually by the Head of Centre (Senior Manager). 

Examination Responsibilities 
The Head of Centre has overall responsibility of the service as an examinations centre.  The Head of Centre 
· Advises on appeals and re-marks
· Is responsible for reporting all suspicious or actual incidents of malpractice to the relevant Examination Board, in line with the JCQ rules and regulations.
· Takes responsibility for contingency planning for the administration of exams.

The Senior Manager Curriculum Effectiveness is responsible for:
· Approving the range of qualifications the service offers
· Ensuring the quality of the marking and internal verification.

Curriculum Co-ordinators/ Lead Tutors are responsible for:
· Completing Course registration paperwork
· Advising the Exams team of changes to the qualification or examination requirements
· Advising the Exams team of changes to the planned qualification offered
· Negotiating Exam timetables with the Exams team
· Checking and submitting exams registration and entry forms to the exams team by the agreed deadline using the exams@leicesterlearns.ac.uk
· Organising internal and external verification.
· Ensuring tutors understand the Awarding Body requirements and plan courses to meet them.
Tutors are responsible for:
· Understanding the assessment requirements of the syllabus and plan accordingly.
· Advising learners of the appropriate level of qualifications and examinations requirements as part of an initial assessment and induction.
· Notification of access arrangements requirements (as soon as possible after the start of the course), by completing an Additional Support Request form and returning it to the Additional Support Co-ordinator using the support@leicesterlearns.ac.uk.
· Completion of Exam entries and other required paperwork returning to their curriculum co-ordinator by the agreed deadline
· Ensuring candidates are briefed and understand exam regulations and requirements and are advised of the date, time and location of their exam.  
· Providing candidates with a receipt of completed coursework/ portfolios and ensuring the safe storage of coursework/ portfolios during the assessment.

The Additional Support Co-ordinator is responsible for:
· Provision of additional support – with spelling, reading, mathematics, dyslexia or essential skills, hearing impairments, ESOL, IT equipment – to  help candidates achieve their course aims.
· Identification and testing of candidates’ requirements for access arrangements and liaison with exams team to ensure special arrangements are implemented where the awarding body have approved.

The Exams Team are responsible for: 
· Ensuring exams are timetabled and student exam entries are recorded on TERMS 
· Ensuring all courses are registered with awarding bodies
· Maintain systems and procedure to support the timely entry of candidates for their examinations.
· Providing confirmation to the relevant tutor/ Co-ordinator of the registrations and exam entries.
· Communicating information received by the Awarding exam bodies.
· Preparing, distribution and collection of exam packs and organising invigilation
· Notifying students of their results and recording results on Terms 
· Distribution of certificates to various settings on request.
· Liaise with the Estates department regarding the setting up of rooms for examinations.  
· Posting of the examination papers
· Input of data
· The secure storage and distribution of exam papers


Senior Invigilators/ Invigilators are responsible for:
· Collection of examinations papers and other materials from the examinations office before the start of the exam.
· Collection all examination papers in the correct order at the end of the examination and their return to the exams office.
· The timely start and end of examinations
· The conduct of students during examinations, ensuring that examinations are conducted in accordance with JCQ regulations.
· Reporting any suspected malpractice promptly. 
· Assisting in the provision of access arrangements as and when required to meet individual students needs.

Students are responsible for:
· Ensuring they arrive for their exams at least 15 minutes before the start of the exam.  
· Ensuring that they do not bring in any unauthorised material into the exam room.  This includes mobile phones, electronic equipment, and unauthorised notes. 
· Making sure that they abide with the rules and regulations of examination.
· Make certain that they have made appropriate arrangements in order to stay the full length of the exam.
· Bringing in photographic Identification to the exam.
· Submitting coursework in time to meet the deadline set.
· Ensuring that all work submitted is all their own work and not copied from other students or other sources.

Qualification offered
The service offers a range of qualifications from Entry to Level 3 including a few GCSE subjects.
The courses offered for these qualifications in any academic year may be found in the centre’s published prospectus of that year and on the service website.  If there has been a change to the qualifications to be offered, the exams team must be informed by the curriculum co-ordinators and the details recorded in the course file as soon as the decision is made.  

Exams and Assessment Dates
· Internal and external exams and assessments are scheduled throughout the year.  
· The exam conditions are in line with the requirements of the exam board. 
· The Senior Manager Curriculum decides which exam series is used in the centre.
· All exams events are recorded on the TERMS database.
· The Examinations team will allocate invigilators for exams, as required
· Students requiring access arrangements will be organised in liaison with the Additional Support Co-ordinator.

Entries, Entry Deadlines and Late entries
· Candidates are selected for their exam entries by the tutors.
· A candidate can request a subject entry, change of level or withdrawal in consultation with tutors.
· The centre does not accept entries from external candidates or operate as an examination centre for other organisations.
· Retake decisions will be made by the Curriculum Co-ordinator in consultation with course tutor, the candidate and in negotiation with the exams team. 

Exam fees
· Exam fees are paid by the candidate
· Late fees are paid or amendment fees are to be paid by the candidate.
· Re-sit fees are to be paid by the candidate
· Candidates or departments will not be charged for changes of tier or withdrawals made by the proper procedure provided these are made within the time allowed by the awarding bodies and do not incur additional charges to the service. 
· In case of financial hardship, students can request help from the Learner Support Fund (LSF). 

Disability Discrimination Act (DDA) & Access Arrangements
Al staff must ensure that the services provided meet the requirements of current legislation including the Disability Discrimination Act 1995 (DDA), extended in 2005, and the Disability Equality Duty (DED), introduced in 2006 and The Equality Act 2010.
The DDA introduced measures aimed at eliminating the discrimination often faced by disabled people.  The main provisions of the Act give protection to disabled people in the areas of employment and education.
A person has a disability for the purpose of the DDA if (s)he has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day to day activities.
The centre will meet the requirements of the DDA by ensuring that the exams centre is accessible and requesting access arrangements from the awarding body on the candidate’s behalf.  This is the responsibility of the Head of Centre, Exams team and the Additional Support Co-ordinator.

Access Arrangements might include extra time, large print, an interpreter or signer, a scribe or a reader.  The purpose of making such arrangements is to relieve a candidate of any disadvantage that may arise if the examination were conducted under standard conditions and should not give the student an unfair advantage over others.  
· In preparing to deliver a new course the tutors and /or Curriculum Co-ordinators should anticipate that they may get learners with common impairments such as dyslexia, visual impairment, or a disability affecting writing, and make themselves aware of the assessment requirements of the course.
· The tutor is responsible for ensuring that the initial assessment process identifies learners who may not be able to complete an exam under standard conditions.  Learners who are on an inappropriate course or for whom access arrangements are not appropriate should be advised accordingly at an early stage.
· Enrolment staff and /or tutors who identify candidates who may require access arrangements and students who wish to self refer after the start of the course, must make a prompt referral to the Additional Learner Support Co-ordinator, using the Additional Learning Support Request Form.
· It is imperative that a request for access arrangements is made promptly. 
· It is the learner’s responsibility to provide required medical/ assessment evidence in good time.
The exams team is responsible for submitting completed access arrangements applications to the awarding bodies.  It is the awarding bodies’ decision as to whether access arrangements are approved. 
· Until a written confirmation is received from the Awarding bodies, the access arrangements cannot be implemented during the exam.
· Having support in the class does not mean learners can have the same support in exams or that access arrangements have been applied for or approved.

Managing Invigilators and Examinations Day
Managing Invigilation
· The Exams Team is responsible for organising the recruitment and training of invigilators.
· All invigilators are CRB checked at recruitment and every 3 years in line with service policy
· Invigilators will be used for internal and external exams, as required.
· The Exams team are responsible for ensuring that invigilators are timetabled and given full induction and instructions.
Examinations Days
· Setting staff will book all exam rooms in liaisons with exams.  The Exams team will be responsible for the booking of rooms at LAEC.
· The Exams team will make the question papers, other examinations stationery and material available for the invigilator prior to each exam.
· The Premises staffs are responsible for setting up the allocated rooms as requested by the Examinations office at LAEC and setting staff for those exams out in the settings.
· The lead invigilator will start all examinations in accordance with JCQ guidelines.
· Tutors may be present at the start of the exam to assist with identification of candidates but must not advise on which questions or sections are to be attempted.
· Exam papers must not be read by tutors or removed from the exam room.
· In practical exams, tutors may be on hand in case of any technical difficulties.

Expectations of the Candidates
· JCQ rules on candidate behaviour apply at all times.  This includes rules on the presence of mobile phones and all electronic devices.
· Candidates’ personal belongings remain their own responsibility and the centres accept no liability for the loss or damage.
· Disruptive candidates are dealt with in accordance with JCQ guidelines.  
· Candidates are required to stay the full length of the exam.
Special Considerations
· It is the candidate’s responsibility to notify the exams department or an invigilator if they are too ill to sit an examination, suffer bereavement or other trauma or are ill during the exam itself. 
· The candidate must support any special consideration claim with appropriate evidence within 4 days of the exam, i.e. doctors note
· The examinations Manager will ensure that a completed consideration form is sent to the relevant awarding body within 7 days of the exams.

Coursework and Appeals against Internal Assessment
Coursework
· For the purpose of this policy, coursework is defined as any piece of assessed work whose marks contribute to the final grade of a course undertaken at the college.
· If the candidate copies “the words or ideas of others and don’t show the source in references and a bibliography, this would be committing Plagiarism” (JCQ)
· Curriculum Co-ordinators are responsible for marking coursework by the awarding bodies’ deadline and ensure that is ready for despatch at the correct time.
· The exams team will assist in keeping a record of the despatch.
Access to Fair Assessment
The assessor will:
· Ensure that the work being assessed is the learners’ own work.  If words or ideas of other have been used, they must be referenced.  
· Make fair, safe, valid and reliable assessment decisions based in agreed standards
· Apply any agreed special arrangements to make sure assessments are fair
· Make a record of the outcomes of the assessments by using an agreed recording system
· Give feedback to learners at an appropriate time and place and in a constructive and encouraging way
· Clearly explain assessment decisions and provide advice and encouragement to learners where it is necessary for them to resubmit work or provide additional evidence.
· Follow the agreed complaints and appeals procedure if candidates disagree with the assessment decision

Complaints and Appeals
Stage 1: Complaints and appeals about assessment decisions and /or the assessment process should be made in writing to their assessor in the first instance.
Stage 2: Candidates who are not satisfied by the decision made by the assessor in response to their appeal can proceed to appeal to the internal verifier. 
Stage 3: If a candidate has exhausted stages 1 & 2 and is still not satisfied with the decision of the service, they can appeal in writing to the Awarding Body.  The appeal must be accompanied by opies of all documentation used in stages 1 & 2.
The Awarding Body decision is final.

Malpractice
The service does not tolerate actions or attempted actions of malpractice by learners or staff.  Any incidences will be investigated and reported to the awarding organisation.  This can lead to learners being disqualified from the examination.  Malpractice by staff is a disciplinary offence.
The Head of Centre is responsible for investigating suspected malpractice in line with JCQ guidance.  The investigation will be carried out with the full knowledge of the learner and they will be given opportunity to respond to the allegation.
Malpractice can consist of:
· Plagiarism by copying the work of others, including unattributed copying from the Internet
· Collusion by working with others to produce work that is submitted as the individual’s work
· Impersonation, by pretending to be somebody else
· Fabrication of evidence
· Behaving in a way that undermines the integrity of the assessment
· Cheating to gain an unfair advantage
· Altering results documents including certificates
In order to prevent learner’s malpractice, tutors must ensure that learners:
· Undergo induction into the assessment process
· Are shown appropriate formats to recorded cited texts and other materials or information sources including websites.

Results, Enquires about Results (EARs) and Access to Scripts (ATS)
Candidates will receive individual results slips either in person or by post to their home address.
Enquires about Results (EARs) – General qualifications
· EARs may be requested by centre staff or candidates if there are reasonable grounds for believing there has been a error in marking.  The candidates consent is required before any EAR is requested, as the marks can go down as well as up.
· When a re-mark is requested there will be a charge to the candidate. 
· 
Access to Scripts (ATS) – General qualifications
· After the release of results, candidates may request the return of papers (priority photocopy/ original)
· Centre staff may also request scripts for investigation or for teaching purposes, but the consent of the candidate is required.
· A candidate can not request a remark once the original script has been requested and returned
Certificates
· Candidates will receive notification when there is a certificate for them to collect.  They are able to collect this from Leicester Adult Education College.  
· If they wish for their certificate to be delivered to another setting, they must contact that setting admin team
· Certificates can be collected on behalf of the candidate by third parties, but they must provide the service a letter of authorisation from the candidate
· Certificates may be withheld from candidates who owe fees
· Replacements or amended certificates can be requested by learners, but there may be a charge for this.

Head of Centre					Date
Mary Harrison

06 April 2011
The policy is next due for review on 1st September 2011
Published on Staff and Public Websites
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