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External Assessment Policy 
1. Purpose
This policy sets out the procedures for planning, administering, and managing external assessments to ensure compliance with awarding‑body and regulatory requirements, maintain assessment integrity, and promote fairness and consistency for all learners.
2. Scope
This policy applies to:
· All externally assessed components (written exams, onscreen tests, practical exams, synoptic assessments, controlled external assessments)
· All staff involved in the preparation, delivery, invigilation, and administration of external assessments
· All learners undertaking external assessments
· All assessment materials, scripts, digital files, and associated records
3. Roles and Responsibilities
Senior Tutors/Directors
· Ensure compliance with JCQ and awarding‑body regulations
· Provide adequate staffing, training, and facilities
· Approve annual external assessment schedules
Exams Officer
· Act as the primary contact with awarding bodies
· Manage secure storage and distribution of assessment materials
· Oversee exam entries, timetables, and submissions
· Ensure invigilators are trained and deployed appropriately
· Coordinate access arrangements and special considerations
Course Leads
· Ensure curriculum planning aligns with external assessment requirements
· Communicate expectations to staff and learners
· Support post‑assessment review and analysis
Invigilators
· Conduct assessments in accordance with JCQ/awarding‑body rules
· Maintain exam room security and learner conduct
· Record incidents and report irregularities
Teaching Staff
· Prepare learners for external assessments
· Ensure learners understand rules and expectations
· Report concerns regarding learner readiness or potential malpractice
Learners
· Attend assessments punctually and follow all instructions
· Comply with rules on conduct, equipment, and behaviour
· Report any issues affecting performance
4. Assessment Planning
4.1 Annual Assessment Schedule
The Exams Officer will publish an annual schedule including:
· Exam dates and times
· Assessment windows for onscreen or practical exams
· Deadlines for entries and amendments
· Dates for mock exams and revision sessions
4.2 Communication
Learners and parents/carers will receive:
· Exam timetables
· Information on rules, equipment, and expectations
· Guidance on punctuality, illness, and emergencies
5. Security of Assessment Materials
5.1 Before Assessment
· All exam papers and materials must be stored in a secure, locked facility compliant with JCQ regulations
· Access is restricted to authorised staff only
· Digital assessments must be protected with secure login credentials
5.2 During Assessment
· Exam rooms must be prepared according to awarding‑body standards
· Only authorised materials may be used
· Attendance registers must be completed accurately
· Any incidents must be recorded and reported
5.3 After Assessment
· Scripts must be collected, counted, and packaged securely
· Digital files must be uploaded or submitted according to awarding‑body instructions
· Materials must remain secure until collected or dispatched
6. Conduct and Malpractice
6.1 Learner Conduct
Learners must:
· Follow all instructions from invigilators
· Use only permitted equipment
· Refrain from communication or disruptive behaviour
6.2 Malpractice
Examples include:
· Cheating or attempting to access unauthorised materials
· Collusion or communication during the exam
· Impersonation
· Tampering with scripts or digital files
Suspected malpractice will be investigated and reported following awarding‑body procedures.

7. Access Arrangements and Special Considerations
· Learners with approved access arrangements will receive permitted support (e.g., extra time, readers, scribes)
· Requests must be submitted within awarding‑body deadlines
· Special consideration requests will be made for eligible circumstances such as illness, bereavement, or disruption
8. Emergencies and Contingency Planning
The centre will maintain a contingency plan covering:
· Disruption to exams (e.g., fire alarm, power failure)
· Absence of key staff
· Loss or compromise of assessment materials
· Severe weather or transport disruption
Procedures will follow JCQ and awarding‑body guidance.
9. Appeals and Enquiries About Results (EARs)
Learners may request:
· Clerical checks
· Reviews of marking
· Access to scripts
Requests must follow the centre’s internal appeals procedure and awarding‑body deadlines.
10. Data Protection
The centre will handle all assessment data in accordance with:
· GDPR
· Data Protection Act 2018
· Awarding‑body requirements
Scripts, records, and personal data will be stored securely and retained only for the required period.
11. Policy Review
This policy will be reviewed annually or earlier if regulations change.
Written By: Juliet Bell
Date: 30/04/2026
Review: 01/04/2027

image1.jpeg
THE HOLT




