Whitby Community College - Exams Policy


INTERNAL EXAMINATIONS


Internal Examinations


All students following GCSE or GCE 'A' level courses will sit an internal assessment in each subject during the College year.

The purposes of internal assessments are:

(i)
to reinforce ideas about the need for revision and to give practice in revision techniques,

(ii)
to give students the opportunity to practice working under examination conditions,

(iii)
to give students the opportunity to practice examination technique and answering examination questions,

(iv)
to give students the opportunity to obtain additional feed-back about their level of attainment,

(v)
to provide teachers with further assessment information.


Conditions for internal assessments will therefore replicate examination conditions, having regard for the necessity to continue with normal teaching.  Students in Years 10 & 11 are given the opportunity to revise in College in between examination periods.

In view of the changes to cover as a result of the Workload Reforms, and also due to the decision to move to teaching periods of one hour, internal examinations will  be based on the following rationale:
· Subjects can administer tests in lesson time, thus minimising the disruption to the College as a whole, and reducing the level of anxiety and disturbance among the year Group. Testing can be integral to the course, rather than a ‘one-off’ event.

· Very few exam questions at GCSE or Post-16 last more than one hour, thus making the administration of practice questions under exam conditions straightforward.

· If it is considered necessary to capture fresh data about overall progress in test conditions for particular purposes, subject test assessments will be co-ordinated at particular times of the year, over a two or three week period.  However, if subject monitoring of progress is good, then it is questionable whether this will be necessary.

· Ensuring that subject monitoring of progress is valid, reliable and fit for purpose is a major quality issue for which Subject Leaders are accountable.

· Year 10 exams will be invigilated by external invigilators who will require appropriate support at the start of the exam from subject staff.

Questions:

· Do you agree that internal exams can be replaced by in-class tests for year 11?

· Do you agree that good subject monitoring removes the necessity to hold a particular assessment period, or do you think that this will remain necessary – in which case, please exemplify its uses and the appropriate time for your subject.

Examination Entries
Rationale:
To ensure equality of opportunity by maximising examination entry

Purpose:
i) to provide evidence, through external certification, of course completion



ii) to provide motivation for course completion and continued attendance



iii) to provide a record of student achievements at KS4



iv) to establish high expectations and attainment

Guidelines:

1. All students who are expected, at the time of entry, to complete the assessment requirements for an examination course for which the college has prepared them should be entered for that examination unless parents make a written request for non-entry.  Since students can achieve a grade even when missing pieces of coursework, it will be very rare that an entry is not realistic.

2. If staff have clear evidence at the time of entry that it is almost impossible for a student to achieve a grade due either

a) failure to complete assessment requirements (eg coursework or projects) by the Board's deadline

        or
b) to prolonged absence

       then the decision may be taken not to enter.  However, staff should be careful not to assume that    

       prolonged absence means non-entry.  Information from the Attendance Officer and Attendance Manager 

       will be used to ascertain the extent of the problem and year Leaders will make recommendations to the 

       Headteacher or Deputy Headteacher about non-entry.  This will be based upon a student’s individual 

       action plan. The drawing up of the education plans for such students is the shared responsibility of the

       Year Leader and the Learning Support Co-ordinator, and the plan should make provision for suitable 

       Post-16 progression. The Learning Support Co-ordinator must be responsible for communicating ALL 

       decisions about entry to examinations to Subject Leaders.  This includes students who are off site but on 

       roll and those who will enter the examination but not attend routine lessons.

3. The decision not to enter should always be preceded by earlier steps to rectify the situation, involving parents, group tutor, Year Leader, Education Social Worker as appropriate.

4. Where non-entry is due to prolonged absence for medical reasons, all subject entries for a student are likely to be affected.  In these cases, there should be careful consultation between the Year Leader and parents, and an action plan for Post-16 progression should be discussed and an education plan for the student drawn up by the Year Leader and the Learning Support Co-ordinator. A written request for non-entry should be sought from parents where appropriate.  It is the Year Leader's responsibility, in such cases, to liaise with parents and the Examination Officer over entries.

5. ON NO ACCOUNT should non-entry occur because of:

i) student requests 

ii) low achievement 

iii) poor behaviour - alone. 


 Examination entry is not a matter of negotiation with Year 11 Students but with their parents.

6. Linked with this policy is the need for all KS4 courses to lead to external certification or from list 96 (carrying value which contributes to a student’s ability to progress to higher level courses)

Students re-taking GCSE examinations (other than English and Mathematics)

The following criteria should be applied:


i) the student must have a good reason for wishing to re-take the exam


ii) she/he must have achieved a D in the previous attempt, apart from exceptional 


    circumstances


iii) she/he must attend lessons in the subject


iv) entry must be approved by the Head of Department and the Head of Sixth Form.

External Examinations: Guidelines on Requests for Special Consideration and Special Arrangements

All examination boards have procedures for giving Special Consideration to candidates who have experienced particular problems during the preparation for or sitting of examinations, and for making Special Arrangements where appropriate.

The criteria for awarding marks for Special Consideration are confidential to the boards.  However, marks are awarded each year on these grounds and occasionally may raise a candidate into a higher grade boundary.  Special Arrangements may be essential in assisting candidates to achieve their full potential.

It is therefore essential, in the interests of candidates, that we ensure that all relevant circumstances are brought formally to the attention of examination boards through the Special Consideration and Special Arrangement procedures.

Examples of circumstances qualifying for Special Consideration
Please note:  these are examples only, and not an exhaustive list.

SYMBOL 42 \f "Symbol" \s 13 \h
Bereavement

SYMBOL 42 \f "Symbol" \s 13 \h
Traumatic family or personal circumstances.

SYMBOL 42 \f "Symbol" \s 13 \h
Family breakdown.

SYMBOL 42 \f "Symbol" \s 13 \h
Illness of or injury to candidate.

SYMBOL 42 \f "Symbol" \s 13 \h
Illness of or injury to parent or close family member of candidate.

Special consideration may be given:

· where the relevant circumstances affect coursework or preparation for exams

· where the relevant circumstances affect the immediate period when exams are being taken   

       (including module tests or end tests).

Examples of circumstances qualifying for Special Arrangements
SYMBOL 42 \f "Symbol" \s 13 \h
Specific Learning difficulty - Educational Psychologist's report needed in advance.

SYMBOL 42 \f "Symbol" \s 13 \h
Physical disability - Educational Psychologist's report needed in advance.

Procedures to be followed:
1. Specific Learning difficulty / Physical disability to be brought to the attention of Learning Support Co-ordinator, who is responsible for obtaining necessary reports and informing Examinations Officer of grounds for Special Arrangements.  Request for Special Arrangements to be submitted to relevant boards as early as possible, so please notify DGB as soon as you are aware of a difficulty.

In these cases, the exam boards may decide that special arrangements can be made to assist the candidate during the exam eg additional time allowance; access to word processor, or that written papers may be scrutinised by a Senior examiner.

2. All other circumstances: any subject teacher, group tutor or other member of staff becoming aware of circumstances affecting candidate to alert Year Leader, who is responsible for compiling evidence for formal Request for Special Consideration and passing to the Examinations Officer.

3. Examination Officer (GD) drafts letter giving supporting evidence for Request for Special Consideration.  Where appropriate, medical note or certificate obtained via parents.  All circumstances checked thoroughly with parents unless confidentiality is involved.  Examinations Officer passes draft letter to Headteacher or Deputy Headteacher for approval.

4. Headteacher or Deputy Headteacher checks and confirms letter, signs it and returns it to the Examinations Officer who then prepares formal paper work, including supporting letter, medical note etc.

5. Examinations Officer responsible for submitting formal Request for Special Consideration, and maintaining file of all paperwork.

NB  Subject Leader to be asked by Examinations  Officer to provide estimated grade and candidate rank

       order needed for Request for Special Consideration.
6. Requests for Special Consideration should be made as soon as possible after circumstances are identified, so time scale should not be protracted.

7. Parents and students should be notified in writing, as part of their exam briefing, that we need to know immediately about any illness etc during the exams, so that we can make a Request for Special Consideration if appropriate.

8. For internal examinations students will have the opportunity to practice the conditions under which Special Arrangements will apply.  The names of all such students must be notified to Subject Leaders by the SEN Co-ordinator.

Internal examinations papers for students with Special Arrangements will be supplied 10 days in advance of the exam in named envelopes (to include any special equipment) to the SEN Clerk.  The Examinations Officers (ASM & GD) will be responsible for recruiting suitable invigilators and giving their names and dates/times available to DGB for allocation to students.  Suitable rooms will be identified by the Examination Team.

Examination Invigilation

· Recruitment of suitable invigilators will be the responsibility of the Deputy Headteacher who is Team Leader for the Examinations Officers.  The Examinations Officers will play a full role in this process and in the subsequent training of invigilators.

· A full training programme for invigilators will take place annually and an evaluation meeting will be arranged at the end of each examination season to ensure all learning points are understood and acted upon.

·  In the time until 200_ external invigilators will be used where possible to invigilate examinations but it will be the responsibility of Subject Teachers and Leaders to ensure that suitable order is maintained prior to the start of the examinations and that students are clear about their entry.

· After 200_ external invigilators will be used where appropriate and it will remain the responsibility of Subject Teachers to ensure order before and after an examination.

· The Joint Council Code of Conduct must be followed by all invigilators.

Resitting of Exminations

It is the policy of the College that all students should be supported to achieve their full potential and that external certification for courses followed provides a record and measure of attainment.  To this end all students will be encouraged and supported to re-sit any examination where there is a strong likelihood of improvement either in part or in the whole of an exam.  The judgement about re-sitting rests with those appropriate Subject Teachers and Year Staff.  Where there is unclear evidence upon which to recommend re-sitting the Examination Officers will seek confirmation from the Deputy Headteacher responsible.  It is not anticipated that this will be a frequent request.

Where there is very clear evidence that raising of attainment is not likely to occur a charge made be made to a student who insists upon entry to re-sit an exam.

Attendance

It is the College’s clear expectation that all students entered for an examination will attend for the examination and should be properly equipped for the appropriate exam.  Where there is no justifiable reason for absence students or their parents/guardians will be charged examination entry fees.

Student Behaviour

It is expected that all students will follow College codes of conduct before, during and after all examinations including external examinations.  All students are expected to remain seated in the examination halls for the duration of the exam.  The discretion of the senior invigilator can be used in certain circumstances to allow students to leave the exam hall before the official end of the exam. The decision to allow students to leave will only be made where the invigilator is confident that the work of other students will not be disturbed.

Appeals
These must be dealt with according to the relevant Exam Board’s instructions for Appeal as this varies for each Exam Board. In normal circumstances, requests should be made in writing to the Headteacher in the first instance as soon as possible after the results are distributed. 
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