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The purpose of this Exam Policy is:

· to ensure the planning and management of exams is conducted efficiently and in the best interest 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 the Centre’s exam processes to read, understand and implement this policy.

This Exam Policy will be reviewed every two years.

This Exam Policy will be reviewed by the Exams Officer.

1. Exam responsibilities

Head of Centre / Principal

Overall responsibility for the school/college as an Exam Centre:

· advises on appeals and re-marks

· the Head of Centre is responsible for reporting all suspicions or actual incidents of malpractice. Refer to the JCQ document Suspected malpractice in examinations and assessments.

Exams Office Manager / Exams Officer

Manages the administration of public and internal exams and analysis of exam results:

· advises the senior leadership team, subject and class tutors and other relevant support staff on annual exam timetables and application procedures as set by the various exam boards

· oversees the production and distribution to staff, governors and candidates of an annual 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 are informed of and understand those aspects of the exam timetable that will affect them

· consults with teaching staff to ensure that necessary coursework is completed on time and in accordance with JCQ guidelines

· provides and confirms detailed data on estimated entries

· receives, checks and stores securely all exam papers and completed scripts

· administers access arrangements and makes applications for special consideration using the JCQ Access arrangements and special considerations regulations and Guidance relating to candidates who are eligible for adjustments in examinations
· identifies and manages exam timetable clashes

· accounts for income and expenditures relating to all exam costs/charges

· line manages the senior exams invigilator in organising the recruitment, training and monitoring of a team of exams invigilators responsible for the conduct of exams

· submits candidates’ coursework marks, tracks despatch and stores returned coursework and any other material required by the appropriate awarding bodies correctly and on schedule

· arranges for dissemination of exam results and certificates to candidates and forwards, in consultation with the SLT, any appeals/re-mark requests

· maintains systems and processes to support the timely entry of candidates for their exams.

Deputy Head / Vice Principal

· Organisation of teaching and learning.

· External validation of courses followed at key stage 4 / post-16.

Heads of Department

· Guidance and pastoral oversight of candidates who are unsure about exam entries or amendments to entries.

· Involvement in post-results procedures.

· Accurate completion of coursework mark sheets and declaration sheets.

· Accurate completion of entry and all other mark sheets and adherence to deadlines as set by the Exams Officer.

Careers Officer

· Guidance and careers information.

Teachers

· Notification of access arrangements (as soon as possible after the start of the course).

· Submission of candidate names to Heads of Department.

ALENCO

· Administration of access arrangements.

· Identification and testing of candidates’ requirements for access arrangements.

· Provision of additional support — with spelling, reading, mathematics, dyslexia or essential skills, hearing impairment, English for speakers of other languages, IT equipment — to help candidates achieve their course aims.

Lead Invigilator/Invigilators

· Collection of exam papers and other material from the Exams Office before the start of the exam.

· Collection of all exam papers in the correct order at the end of the exam and their return to the exams office.

Candidates

· Submission of entries to the Exams Officer

· Confirmation and signing of entries.

· Understanding coursework regulations and signing a declaration that authenticates the coursework as their own.

Administrative staff 

· Support for the input of data.

· Posting of exam papers.

2. The statutory tests and qualifications offered

The statutory tests and qualifications offered at this Centre are decided by the Senior Leadership Team and the Heads of Department.

The statutory tests and qualifications offered are NNT, NLT, GCSE, BTEC, Welsh Baccalaureate, Key Skills, Essential skills, AS levels and A levels.

The subjects offered for these qualifications in any academic year may be found in the Centre’s published prospectus for that year. If there has been a change of syllabus from the previous year, the Exams Office must be informed well in advance of examination entries being made.

At Key Stage 3

All candidates will take the National Numeracy test and the National Literacy test.  The Welsh Medium classes will take a National Literacy test in Cymraeg as well as English. The school will consider the use of intervention or booster strategies in connection with any candidates who are unlikely to attain the minimum level.

At Key Stage 4

All candidates will be entitled, and enabled, to achieve an entry for qualifications from an external awarding body.

At Post-16 

It is expected that AS modules will be completed during Year 12 and A2 modules in Year 13.

3. Exam seasons and timetables

3.1 Exam seasons 

Internal exams are scheduled in November, February, and March.

External exams are scheduled in November, January and May/June.

Year 10 and 11 Mock Examinations are held under external exam conditions.

Which exam series are used in the Centre is decided by the Senior Leadership Team in consultation with the Heads of Department.

3.2 Timetables

The Exams Officer will circulate the exam timetables for both external and internal exams once these are confirmed. 

4. Entries, entry details, late entries and retakes

4.1 Entries

Candidates are selected for their exam entries by the subject teachers.

A candidate or parent/carer can request, in writing, a subject entry, change of level or withdrawal.

The Centre does accept entries from external candidates.

4.2 Late entries

Entry deadlines are circulated to Heads of Department via internal memo.

Late entries are authorised by Exams Officer but where additional costs are incurred these are the responsibility of the department or candidate as appropriate.

4.3 Re-sits

Re-sit decisions will be made in consultation with the candidates and the subject teachers.

(See also section 5: Exam fees) 

5. Exam fees

GCSE, BTEC, Welsh Baccalaureate, Key Skills and Essential skills initial registration and entry exam fees are paid by the Centre.

AS initial registration and entry exam fees are paid by the Centre.

A2 initial registration and entry exam fees are paid by the Centre.

Late entry or amendment fees are paid by the candidates or departments as appropriate.

Candidates or departments will not be charged for changes of tier, withdrawals made by the proper procedures or alterations arising from administrative processes, provided these are made within the time allowed by the awarding bodies.

Reimbursement will be sought from candidates who fail to sit an exam or meet the necessary coursework requirements.

This fees reimbursement policy will be communicated in writing to candidates and parents/carers.

Re-sit fees for first and any subsequent re-sits are paid by the candidates.
(See also section 4.3: Re-sits)

Candidates must pay the fee for an enquiry about a result, should the Centre not uphold the enquiry and the candidate insist on pursuing the enquiry.
(See also section 11.2: Enquiries about results [EARs])

6. The Disability Discrimination Act (DDA), special needs and access arrangements

6.1 DDA

The Disability Discrimination Act 2005 extends the application of the DDA to general qualifications. All Exam Centre staff must ensure that the access arrangements and special consideration regulations and guidance are consistent with the law. 

6.2 Special Needs

A candidate’s special needs requirements are determined by the ALENCO, doctor and the educational psychologist / specialist teacher.

The ALENCO will inform subject teachers of candidates with special educational needs who are embarking on a course leading to an exam, and the date of that exam. The ALENCO can then inform individual staff of any special arrangements that individual candidates may be granted during the course and in the exam.

6.3 Access arrangements

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

Submitting completed access arrangement applications to the awarding bodies is the responsibility of the Exams Officer.

Rooming for access arrangement candidates will be arranged by the ALENCO with the Exams Officer.

Invigilation and support for access arrangement candidates will be organised by the ALENCO with the exams officer.

7. Estimated grades

Estimated grades

The Heads of Department will submit estimated grades to the Exams Officer when requested by the Exams Officer.

8. Managing Invigilators and exam days

8.1 Managing Invigilators

External Invigilators will be used for exam supervision.

They will be used for external exams and for the Year 10 and 11 Mock examinations.

The recruitment of Invigilators is the responsibility of the Exams Office.

Securing the necessary Disclosure & Barring Service (DBS) clearance for new Invigilators is the responsibility of the Centre administration.

DBS fees for securing such clearance are paid by the Centre.

Invigilators are timetabled and briefed by the Exams Officer.

Invigilators’ rates of pay are set by the Centre administration.

8.2 Exam days

The Exams Officer will book all exam rooms after liaison with other users and make the question papers, other exam stationery and materials available for the Invigilator.

Site facilitator is responsible for setting up the allocated rooms.

The Exams Officer and/or Lead Invigilator will start all exams in accordance with JCQ guidelines.

The Exams Officer will be present at the start of the exam to assist with identification of candidates.

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

Exam papers must not be read by subject teachers or removed from the exam room before the end of a session. Papers will be distributed to Heads of Department at the end of the exam session.

9. Candidates, clash candidates and special consideration

9.1 Candidates

The Centre’s published 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 the Centre 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 purpose requiring an immediate return to the exam room, in which case a member of staff must accompany them.

The Exams 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.

9.2 Clash candidates

The Exams Officer will be responsible as necessary for identifying escorts, identifying a secure venue and arranging overnight stays.

9.3 Special consideration

Should a candidate be too ill to sit an exam, suffer bereavement or other trauma or be taken ill during the exam itself, it is the candidate’s responsibility to alert the Centre, or the Exam Invigilator, to that effect.

Any special consideration claim must be supported by appropriate evidence within five days of the exam, for example a letter from the candidate’s doctor.

The Exams Officer will then forward a completed special consideration form to the relevant awarding body within seven days of the exam.

10. Coursework and appeals against internal assessments

10.1 Coursework

Candidates who have to prepare portfolios should do so by the end of the course or Centre-defined date.

Heads of Department will ensure all coursework is ready for despatch at the correct time and the Exams Officer will keep a record of what has been sent when and to whom.

Marks for all internally assessed work are provided to the Exams Office by the Heads of Subject.

10.2 Appeals against internal assessments

The Centre is obliged to publish a separate procedure on this subject, which is available from the Exams Office.

The main points are:

· appeals will only be entertained if they apply to the process leading to an assessment. There is no appeal against the mark or grade awarded

· candidates may appeal if they feel their coursework has been assessed unfairly, inconsistently or not in accordance with the specification for the qualification

· appeals should be made in writing to the Head of Centre (or other nominee) who will decide whether the process used conformed to the necessary requirements

· the Head of Centre’s findings will be notified in writing, copied to the exams officer and recorded for awarding body inspection.

11. Results, enquiries about results (EARs) and access to scripts (ATS)

11.1 Results

Candidates will receive individual results slips on results days in person at the Centre or by post to their home addresses (candidates to provide sae). Results will also be given over the phone where necessary.

Arrangements for the school to be open on results days are made by the Head of Centre.

The provision of staff on results days is the responsibility of the Head of Centre.

The Centre aggregates at the end of Year 12 for AS grades and at the end of Year 13 for A Level grades.

11.2 EARs

EARs may be requested by Centre staff or candidates if there are reasonable grounds for believing there has been an error in marking.

When the Centre does not uphold an EAR, a candidate may apply to have an enquiry carried out. If a candidate requires this against the advice of subject staff, they will be charged.
(See section 5: Exam fees)

11.3 ATS

After the release of results, candidates may ask subject staff to request the return of papers within three days’ scrutiny of the results.

If a result is queried, the Exams Officer, teaching staff and Head of Centre will investigate the feasibility of asking for a re-mark at the Centre’s expense.

Centre staff may also request scripts for investigation or for teaching purposes. For the latter, the consent of candidates must be obtained.

GCSE re-marks cannot be applied for once a script has been returned.

12. Certificates

Certificates are collected in person, and signed for.

Certificates may be collected on behalf of a candidate by a third party, provided they have been authorised to do so.

Certificates may be withheld from candidates who owe fees, provided that the school has the permission of the Exam board to do so. 


A transcript of results may be issued if a candidate agrees to pay the costs incurred.

The Centre retains certificates for two years.
13. Withdrawal

Withdrawal Procedure 

Withdrawal of pupil(s) from an examination course Any exam amendments including withdrawal from a course must to adhere to the following procedures: 

1. If withdrawing a pupil from an examination course is being considered, subject teachers must consult with Heads of Faculty before any amendments can be made. 

2. The Head of Faculty must have a discussion with the pupil in order to discuss the reasons for withdrawal from the examination course. 

3. The Head of Faculty must then inform the parent/guardian of the pupil that there is an intention to withdraw the pupil from the examination. 

4. If the parent/guardian does not agree with the decision of the Head of Faculty to withdraw their child from the examination course, they can escalate the matter to the SLT Line Manager for the Faculty. 

5. If agreement for withdrawal is still not agreed upon following a meeting with the SLT Line Manager, the matter can be escalated to the Headteacher and then eventually through the School’s Complaints Policy. 

6. Following agreement for withdrawal, the Head of Faculty must complete the Exam Entry Amendment Form (Appendix 1). 

7. Faculty Line Managers must sign/agree to any amendments. 

8. Amendments are then made by the examinations officer to the relevant Examination Board. 

14. Registration and Certification

Registration & Certification Procedures

Aims: 

· To register individual learners to the correct programme within deadlines set by awarding bodies

· To claim valid learner certificates within agreed timescales.

To construct a secure, accurate and accessible audit trail to ensure that individual learner registration and certification claims can be tracked to the certificate which is issued for each learner.

In order to do this, the centre will:

· Register each learner within the awarding body requirements.

· Provide a mechanism for programme teams to check the accuracy of learner registrations.

· Make each learner aware of their registration status.

· Inform the awarding body of withdrawals, transfers or changes to learner details.

· Ensure that certificate claims are timely and based solely on the tracking sheet records.

· Audit certificate claims made to the awarding body.

· Audit the certificates received from the awarding body to ensure accuracy and completeness.

· Keep all records safely and securely for three years post certification.

15. Plagiarism 

Plagiarism Procedures
 Introduction 
Plagiarism is: “the failure to acknowledge sources properly and/or the submission of another person’s work as if it were the student’s own” (as defined by the Joint Council for Qualifications) and relates to unsupervised assessed work. 
Please refer to the JCQ (Joint Council for Qualifications) publications 
1. Plagiarism in Examinations (Guidance for Teachers/Assessors) 

2. Notice to Candidates 

Special Note: All students are issued with JCQ Notice to Candidates information sheet at the start of KS4.  
Brecon High School regards plagiarism as a serious offence and considers this a form of cheating.
The school policy is: 
1. to oppose plagiarism 
2. to teach all students what it is and explain to them how to avoid it 
3. to act decisively if cases of plagiarism come to light 
Special Note: The school actively promotes students to be independent and critical learners but plagiarism means students are neither independent nor critical. 
Guidance from Examinations 
Examination Boards all offer guidance to teachers on coursework – the school expects that teachers will pass all information on to students and monitor students as work is produced and assessed:
The work which students submit for assessment must be their own. However, they  may: 

1. quote from books or any other sources: if they do, they must state which ones they have used 
2. receive guidance from someone other than a teacher: if so they must tell their teacher who will record the nature of the assistance given to them. 


If students copy from someone else or allow another to copy from them, or if they cheat in any other way, they may be disqualified from at least the subject concerned. 
When students hand in their coursework for assessment, they will be required to sign that they have understood and followed the coursework requirements for the subject, in addition to the AB Candidate Authentication declaration
Further Guidance and Explanation 

The points below provide some more detailed guidelines to the above policy and these will be strictly followed: 


In general, Brecon High School would want to encourage wide reference to other people’s work, both published and unpublished, throughout any programme of study. It is important to distinguish these activities from cheating and plagiarism. 

There are various forms of plagiarism but in the learner’s context it means presenting work for assessment which is not the learner’s own. Plagiarism takes place when the learner “borrows” or copies information, date or results from an unacknowledged source, without quotation marks or any indication that the presenter is not the original author. If carried out knowingly, plagiarism is regarded as cheating, and has the objective of deceiving examiners and markers and this threatens the integrity of the assessment procedures and the value of awards. It is seeking to gain an unfair advantage over other learners. 

Some examples of plagiarism are listed below. This list is merely illustrative and not exhaustive but it does indicate the range and forms of academic dishonesty occasionally practiced by some learners. 

· Copying and submitting another’s essay, calculations, results or printouts etc 

· Copying or closely copying sections from text, without acknowledging the source 

· Using a choice phrase or sentence that you have come across 

· Submitting all or part of another learner’s project, dissertation or other work 

· Getting someone else or an agency to write assessments or projects 

· Using text downloaded from the internet 

· Copying or downloading figures, photographs, pictures or diagrams without acknowledging the sources. 
Plagiarism may occur inadvertently due to inexperience so students should read carefully all the advice on how to reference sources provided by school staff. The temptation to plagiarise may arise from lack of self-confidence or from a lack of understanding about the aims of the assessment and about what is required. 
Although learners are encouraged to show the results of their reading by referring to and quoting from works on their subject, copying from such sources without acknowledgement is deemed to be plagiarism and will not be accepted by Brecon High School. Learners are encouraged to collaborate with others in studying, but submitting work copied from or written jointly with others is not acceptable.
 
Consequences of Cheating or Plagiarising  
1. Staff outline their concerns with the Head of Department

2. Concerns are presented to the student for a two-way discussion. Pupils can withdraw    work. 

3. If pupils do not wish to withdraw work at this stage they can provide evidence to contest the allegation.

If internal the pupil will meet with Parents/Guardian/Teacher/Programme Leader and Senior Leadership Team. The consequences of plagiarism are explained or if external the exam co-ordinator plus the others will meet with the parent/Guardian and the JCQ and Awarding Body regulations will be followed.

Students are warned that all forms of cheating, including plagiarism, are totally unacceptable. Any student discovered cheating or plagiarising is seen as having committed a breach of this policy and Brecon High School disciplinary procedures will be followed, with reference to examining boards where necessary. 
The sanctions applied to a student committing plagiarism range from the work being refused and/or a warning given regarding future conduct, to the student being barred from entering for one or more examinations for a set period of time. It is considered a form of malpractice and will, in all cases, be investigated. 
Brecon High school will implement the above policy and procedures to plagiarism/malpractice resulting from the use of AI.
Students’ Use of AI
Unless specifically told not to students can use AI tools to generate data/content (text, video, audio, images) subject to the principles set out below. There are situations and contexts within the school where they will be asked to use AI tools to enhance their learning and to explore and understand how these tools can be used.  

Conversely, there are situations in which the use of AI is forbidden, and the tasks will be framed in a way that prohibits/avoids using AI tools, such as working offline or under supervised conditions.

In general, students must understand the following principles:
· AI tools used in academic work must not be used for cheating, plagiarism, or any other unethical behaviour. 

· AI tools must not be used to impersonate individuals or organisations, in a misleading or malicious manner, or to generate content that is unlawful, harmful, or offensive. 

· Use of AI tools and data/content created using such tools must comply with the following policies: Prevention of Bullying and Unkindness Policy, Behaviour Policy and Acceptable Use Agreement.  

· AI-generated content should not be considered a substitute for pupil effort or original work. Students are required to put in their own effort to understand the material and produce unique content.  

· Students must not submit or otherwise publicise school materials using AI tools. Such materials include (but are not limited to): past papers, textbooks, worksheets, curriculum materials, pastoral information, and other school materials.  

· It is the responsibility of students to verify the accuracy of information received from any AI sources (including search engines) used. 

· Students must always clearly credit/acknowledge the use of known AI technology in their work when they have actively engaged with it, the use of the particular AI model, as well as the prompts used.  

· Students should be aware that some AI tools run in the background of certain software and programmes and pupils may not even know they are there. Students must also be mindful of the rights of any third parties and avoid infringing those rights, for example by using trademarks or other content. It is also preferable that students trace the sources that the AI tool itself used to generate the response where possible (and students should be encouraged to do so accordingly). 

· Aside from internal schoolwork and assessments, students must also be made aware that non-attribution of AI help/content in their work submitted that may count towards an external qualification (e.g. coursework) is malpractice and may have to be reported to the exam board, leading potentially to disqualification from that unit, that qualification or all qualifications with that exam board (see JCQ regulations in Section 5). 

· Students must maintain confidentiality in their interactions with AI tools and must not disclose any confidential or personal information about themselves or any other people to the AI model since then the information may be in the public domain and accessible to others. Additionally, students should not use AI tools for advice on emotionally/socially complex problems or other sensitive issues (for example, medical diagnoses or wellbeing concerns). 

· Students who breach this policy may face disciplinary action by the school.
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	The policy is next due for review in April 2026.


