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Morecambe Road School Exam Policy

The policy purpose:

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. The exam policy will be reviewed every three years by the Exams Officer.

Exam responsibilities:

Exams Officer (manages the administration of public and internal exams by conducting the following):

&

&

q

q
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Advises the senior leadership team, subject/class tutors and other relevant support staff on annual exam
timetables and application procedures as set by the various awarding bodies.

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 in line with JCQ requirements.
Administers access arrangements and makes applications for special consideration using the JCQ publications
Access arrangements, reasonable adjustments and special consideration.

Identifies and manages exam timetable clashes.

Accounts for income and expenditures relating to all exam costs/charges.

Line manages the senior exam 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.

Identifies and tests candidates, assesses requirements for access arrangements.

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

Distribute and ensure the completion by office staff of the Exam Materials Receipt Log (Appendix 15a): At
the point of delivery to the centre).

Distribute and ensure the completion by office staff of the Exam Materials Receipt Log (Appendix 15b): At
the point of passing the materials from the Office to the Exams Officer for storing in the school’s safe).

Teachers are responsible for:

.
-
.
-
-

Notification of access arrangements/requirements (as soon as possible after the start of the course).
Submission of candidates' names to heads of department/school/curriculum.

Correct use of Legal names on all Exam documentation which can be accessed via SIMS.

Submission of entries, coursework and marks by the proposed deadlines.

The marking of any coursework taught by themselves (even if it is not during the year of entry).
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Lead Invigilator/Invigilators are responsible for:

& Collection of exam papers and other material from the exam’s office before the start of the exam.

& Conducting exams in accordance with JCQ's publication, ‘Instructions for conducting Examinations’, booklet

& Collection of all exam papers in the correct order at the end of the exam and their return to the exam’s
office.

Candidates are responsible for:

& Confirmation and signing of entries.

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

@ Being accountable for their own conduct during internal/external exam conditions.

Qualifications

The qualifications offered at this Centre are decided by the Senior Leadership Team. There are two exam pathways
based on the ability level of the pupils. Most pupils can access the Entry Level 1 Certificate in English and Maths but
if not, the AQA Unit Award Scheme is offered at Pre-Entry/Entry Level and Level 1/2.  Our Nurture Pathway is
accredited via the Aim Qualification and Assessment Group and Ascentis Awarding Organisation allows those pupils
who are unable to access the AQA English Entry Level to achieve an English Skills accreditation.

The qualifications currently offered at Morecambe Road School are as follows:

Exam Staff . e s
. Subject Qualification | Code Exam Staff . ee s
Board | Responsible . Subject Qualification | Code
Board | Responsible
ME ELC 5930
ME Functional Skills 8361/1 Entry Level 1/2/3
Maths (Level 1) 8361/2 . . ) Certificate/Extended | Stepping
A t KD/CCa/ME English Skill )
Functional Skills 8362/1 scentis /CCa/ nglts s Award/Award in Stones
ME (Level 2) 8362/2 English Skills
AQA Entry Level 1
8202C & i {Diploma)
AF Art & Design GCSE 202X Diplon;a/Cec:'siﬁcate/ 600/5519/9
ward in (Certificate)
ME/KD Step Up to ELC 5972/1 Independent Living - | 600/5916/3
English 5972/2 Looking After (Award)
KH/VHi Science ELC 5961/2 AIM cca/my Life and Work | Yourselfand Your | 899/589%/7
65101 Awards Skills Suite Home.
6102 Entry Level 1 E(aﬂai;;-;::}q
Diploma/Certificate/ >
ME PSD Entry Pathways 6103 Award in Personal L?a?:;?;c}
(PSD) 6106 and Social (Award)
6111 Development Skills | e03/1502/7
Employment AQA Pre-Entry Level
ME . 6109
WiEC Skills (PSD) Unit Award M) Various Entry Level 1-3 Various
VHi ICT Users (Award) 6010 Scheme Level 1
Ima%;—glis:;va re Entry Pathways 6406 Citv & P:F;Ilial
KD . , (ICT Users) v IM/M) . Level 1 Award | 7573-11
Audio and Video 6398 Guilds Horticulture
Software Skills

Decisions on whether a candidate should be entered for a particular subject will be taken in consultation with the
Subject Teachers/Specialists and Parents/Guardians.

Exam Series and Timetables

Internal exams and assessments are scheduled on demand or as specified by the Exam Boards. External exams and
assessments are scheduled as specified by the Exam Boards. Some internal exams are held under external exam
conditions e.g. AQA Entry Level Certificate in Mathematics (5930). The Subject Leader decides on the exam series to
be used in the centre. On-demand assessments are to be scheduled in agreement with the Exams Officer.
Monitoring, registration and delivery of Primary Assessments are the responsibility of the Primary Phase Lead
(Assistant Head — Mrs Gannon). These assessments are monitored via the Government Primary Assessment
Gateway:
https://www.primaryassessmentgateway.education.gov.uk/publicaccessproduction/selfservice/citizenportal/login



https://www.primaryassessmentgateway.education.gov.uk/publicaccessproduction/selfservice/citizenportal/login
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Timetable

Once confirmed, the exams officer will circulate the exam timetable for external exams (Appendix 1: 2023-2024
Exam Entries and Deadlines). AG is responsible for ALL Primary Assessments and liaising with primary teachers
regrading deadlines for entries and conducting tests (timetable is visible at the bottom Appendix 1). Deadlines are
created by the Government as opposed to External Examination Boards.

Entries, Entry details and Late entries

Candidates are selected for their exam entries by the Subject Leader or Private Tutor (Hawthorne Education Services)
is Educated Off-Site. Candidates or parents/carers can request a subject entry, change of level or withdrawal. The
centre accepts entries from external candidates from members of staff only. The centre does not act as an exam
centre for other organisations. Entry deadlines are circulated to Subject Leaders via email/pigeon hole. Late entries
are authorised by Head of Centre. GCSE re-sits are not allowed.

Staff are given the opportunity (early in the academic year e.g. Oct’23) to complete a shared One Drive Exam Entries

document for their particular exam responsibilities. This is then finalised before the Feb’24 Final Entries deadlines
(See Appendix 1: 2023-2024 Exam Entries and Deadlines).

OneDrive é Entries Current folder ~ 0O

[ Share @ Copylink J Download {§ Automate v IF So

Helen Andrew

My files > Exam Entries for June 2024 Series &

GD Home
My files ame ¥ odified v odifie G ile size ¥ arin
] My B N T Modified Modified By File si Sharing

&% Shared

_ & Aim Entries 2023-24 September 29, 2023 Helen Andrew 3 items &3 Shared
Ty Favorites

S5 AQA Entries 2023-24 September 29, 2023 Helen Andrew 3 items &2 Shared

& Recycle bin T
Browse files by .S Ascentis Entries 2023-24 September 29, 2023 Helen Andrew 1 item Ss Shared
o)
< People € & City and Guilds (Horticulture) September 29, 2023 Helen Andrew 1 item &3 Shared
Meetings CED

&  WIJEC Entries 2023-24 September 29, 2023 Helen Andrew 1 item &8 Shared

Below is an example of a completed Examining Board Entries sheet for AQA, shared and conducted by at least four
other staff:

H ©- = O = AQA Entries for June 2024 (Yr 11) HA2 - Excel Helen Andrew
File Home  Insert Pagelayout Formulas Data  Review View  Help Q Tell me what you want to do

A5 M J 2413

A B C D E F G H 1 J K L
1 AQA
21— . - Maths _ i Art & Design Science ELC Step Up to English | Step Up to English
3 ELC Functional Skills GCSE Single Double | ELC (Silver Award) | ELC (Gold Award)
4 5930 Level 1 (8361) | Level 2(8362) 8202C/X 5961 5962 5972 5973
5 Atkinson P1 v v v v v v
6 Barnes P1 v v v v v
7 Bennett P1 v v v v v
8 Draycott M1
9 Gadoud M1
10 Haggan P2 v v v v 4
1 Hargreaves P1 v v v v
12 Jackson-Marshall P1 v v v v v
12 Lamb, M1
14 Lewis P1 v v v v v
15 Munshi M1
16 Pain M1
17 Park M1
18 Paskin P1 v v v v v
19 Powell-Tippett P1 v v v v v
20 Pyle P1 v v v v v v
21 Scarr P1 v v v % %
22 Southern P1 v v %
23 Taylor P1 v v v v v
24 Woolven P1 v v v v v v
25| 20Pupils | Total No. of Yr 11 Candidates| 14 3 1 14 1 12 10 12
26
27 Key for Pleminary Entries
28 v [Definitely entered
29 v [Posibly entered, awaiting definitive results from coursework (may not achieve EL1)
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Exam Fees

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. All exam fees are paid for by the Centre. Late entry or amendment fees are paid by the Centre. Fee
reimbursements are not sought from candidates who decide to sit an exam after the late entry/withdrawal
deadline/fail to sit an exam/do not meet the necessary coursework requirements without medical evidence or
evidence of other mitigating circumstances.

Disability Discrimination Act

The centre will meet the disability provisions under the DDA (and the Equality Act 2010), by ensuring that the exams
centre is accessible and improving candidate experience. This is the responsibility of the Senior Leadership Team.

Access arrangements

& All the candidates have special educational needs and have an EHCP.

& A candidate's access arrangements requirement is determined by the subject teacher in collaboration with
the Exams Officer.

Making access arrangements for candidates to take exams is the responsibility of the Exams officer.
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 Exams Officer.

Invigilation and support for access arrangement candidates will be organised by Exams Officer.

9

q

9

9

Official Examination Room

The AQA Functional Skills exams (8361/2) will take place in the Year 11 classroom (which can change location every
year). This year they are based in the Oak Room (Phoenix 1) for the 2023-24 series. Posters warning staff and pupils
that an exam is in progress (see Appendix 2: Exam posters) will be displayed outside the building. Staff are also
notified via an internal memo (see Appendix 3: Memo regarding the forthcoming Exam Dates). Staff will also be
notified nearer the time of the exam dates, that the Secondary Library (Willow Room) will be out of access during
these times. This room is sited directly opposite the proposed Exam Room and would cause significant disturbance.

Phoenix 1 Class (Yr 11 for 2023-24) is a Satellite College provision and will therefore be based predominantly
(Tuesday — Friday) at Lancaster and Morecambe College in a classroom which has been dedicated to selected
Phoenix pupils from Morecambe Road School. They conduct ALL of their Maths lessons at College and will therefore
complete the associated Coursework and External Tests for the AQA Entry Level Certificate in Mathematics (5930) off
site. The room at College is equipped with a lockable cupboard to store the accreditation materials.

Invigilators

All Invigilators are current staff at Morecambe Road and must have conducted the Communicate-ed online course
for Exam Invigilation for new Invigilators or the refresher for experienced invigilators (See Appendix 4: Evidence of
Invigilator training). Two invigilators must be in the room during an exam in case there is a disturbance or a pupil is
taken ill. An extra member of staff must also complete the training as an emergency back-up invigilator. All
classrooms have an internal phone which can be used to request support. Internal telephone numbers are
displayed in every classroom.

We currently have three experienced invigilators who will require refresher courses before May’24:

Michelle Jennings (Deputy Head)
Helen Andrew (Exams Officer)
Paul Watkins (Level 3 TA)

N
N
N
— We will also require a reserve invigilator in case of illness.
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Invigilators will be provided with a box of resources labelled with the specific exam room (a duplicate box will also be
left in the on-site contingency exam room) containing:

A variety of information posters to be displayed on the walls (see Appendix 2: Exam Posters)
Blue-Tac

Whiteboard Marker

Whiteboard eraser

Stationery for the exam (pens, pencils, rubbers, sharpeners, rulers and specific maths equipment)
Invigilator Folder (see below for specifics)

D NI NI N NI N

Invigilators will be provided with an information folder (located in the aforementioned box) containing:

v" Morecambe Road School’s Exam Policy 2024

Oak Room v’ Copy of the JCQ, ‘Instructions for Conducting Examinations’, (ICE) booklet 2023-24.
v’ Seating plan for the allocated exam room (see Appendix 5a): Invigilator’s Folder)
v Emergency Evacuation Procedure for Examinations (see Appendix 6)

Eunctional Skills v’ List of examination specific equipment (see Appendix 5b): Invigilator’s Folder
Examinations v"JCQ’s Checklist for Invigilators for Written Examinations (ICE booklet)
L v' AQA Question Paper Control — Invigilator Declaration
‘I nvigilator v' Exam Register from AQA

. v' JCQ’s suggested wording for the invigilator’'s announcement at the beginning of a

Informatlon/ written examination (ICE booklet)

Documents v" Exam Room Incident Log (see Appendix 8).

Contingency planning

Contingency planning for exams administration is the responsibility of the Exams Officer. There are two contingency
plans in place depending on the scale of the issue preventing the exam from going ahead in the planned venue (Oak
Room - Year 11 Classroom for 2023-24):

1) In the event of a fire alarm during an exam: (See Appendix 6: Emergency Evacuation Procedure — located in the
Invigilator Folder and Appendix 7: Poster — What to do in the event of a fire alarm - displayed in the room)

Pupils will be told prior to the exam, the code of conduct (see below) in the event of a fire alarm during an exam:

Pupils will be told by the invigilator/s to:
o Put their pens/pencils down.
Close their papers with the front cover face up.
Line up to exit the classroom in register order, via the emergency fire exit (Oak Room entrance).
Pupils will exit the classroom and walk to the assembly point (Primary Playground).
Pupils will then be registered separately on the Primary Playground, from the rest of the school.
Once registered, the pupils will return to the Exam classroom if it is considered safe to do so.
In the event of the exam classroom (Oak Room) being unsafe due to flooding etc, the alternative room on-
site is the Elms Room opposite the main building next to the Primary yard.

O O O O O O

2) In the unlikely event of the school grounds being inaccessible (e.g. flooding)

Pupils and invigilators will be taken via the school mini bus (or a private hire bus if the school mini bus is unavailable)
to Lancaster and Morecambe College (located opposite the school). Lancaster and Morecambe College already
provide a classroom for Yr 11 students (Phoenix 1) as part of an early transition/satellite provision. Morecambe
Road Staff remain responsible for running of the exam and safeguarding of pupils whilst on the Lancaster and
Morecambe College premises.

NB: An additional set of exam posters/resources/invigilator file will be kept in the on-site alternative venue for
Contingency scenario 1) enabling a swift transfer of rooms resulting in less of an impact on the students involved.
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Private candidates

Managing private candidates is the responsibility of the Exams Officer.

Estimated Grades

Subject Teachers are responsible for submitting estimated grades to the Exams Officer when requested by the Exams
Officer (just before the Entries Deadline in Feb’24). These are then uploaded by the Exams Officer onto the
appropriate online exam websites e.g. AQA (Centre Services), WJEC Secure Website etc.

Malpractice and Maladministration (see separate policy for more detail)

Invigilators will have an Exam Room Incident Log (see Appendix 9) within their invigilation folders (kept in the exam
room). Any malpractice of staff or pupils alike will be reported to the Senior Leadership Team who are responsible
for investigating suspected allegations of malpractice.

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. The lead invigilator will start all exams in accordance with JCQ
guidelines. Exam papers must NOT be removed from the exam room before the end of a session. The ONLY
accreditation requiring Exam Conditions as specified in the JCQ is the Functional Skills Level 1/2:

Candidates

The centre's published rules on acceptable dress, behaviour and candidates' use of mobile phones and other
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 are expected to stay for the full exam time based on the recent amendments to the JCQ guidelines. The
Exams Officer is responsible for handling late or absent candidates on exam day or subsequently. For clash
candidates, the supervision of candidates, identifying a secure venue and arranging overnight supervision is the
responsibility of the Exams Officer.

Should a candidate be ill before an exam, suffer bereavement or other trauma, be taken ill during the exam itself or
otherwise disadvantaged or disturbed during an exam, then it is the candidate's responsibility to alert the centre, the
exams officer, or the exam invigilator, to that effect. Before the exam, candidates will have the JCQ instructions read
to them (Appendix 9: Information for Candidates - JCQ Instructions booklet). The candidate must support any
special consideration claim with appropriate evidence within three days of the exam, for example by providing 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.

Internal Assessments and Appeals

— Internal assessment
It is the duty of Subject Leaders to ensure that all internal assessment is ready for despatch at the correct
time. The Exams Officer will assist by keeping a record of each despatch, including the recipient details and
the date and time sent.

— Marks and appeals
Marks for all internally assessed work and estimated grades are provided to the exam’s office by the Subject
Teachers. Appeals against internal assessments must be made by the last working day of June.

— Appeals against internal assessments
The process for managing appeals against internal assessments is detailed in a separate appeals policy,
available from the exams office.
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Arrangements for internal appeals about internal assessment decisions and enquiries about results:

These arrangements only apply to the situations described below; for occasions when candidates or their carers
cannot reach an agreement through other school procedures.

— Internal Assessment: Where the candidate or carer has reasonable grounds to think that the candidate’s
mark has been affected because the procedures for internal assessment set out by the awarding body for an
internal assessment in a subject, have not been followed correctly.

— Enquiries about Results: Where the candidate or carer has reasonable grounds to think that the school has
not followed the internal procedures for supporting an enquiry about results, lodged by a candidate or carer.

1) Accessing the enquiry and appeals system:

1.1. Candidates or their carers may make a formal request for enquiry or appeal about decisions the school has
made concerning internal assessment or enquiries about results where they disagree with the decision and
have been unable to reach agreement through other procedures.

1.2. All requests must be submitted in writing.

1.3. Appeals about internal assessments should be made as soon as possible, but not later than 7 days after the
final date of submission of the marks for internal assessment to the examining body.

1.4. Appeals about decisions on enquiries about results must be made within 7 days of the decision being
communicated to the candidate.

1.5. Any request should be addressed to:

The Headteacher,
Morecambe Road School,
Morecambe Road,
Morecambe,

LA3 3AB

1.6. The envelope should be marked ‘Exam Appeal’, in the top left-hand corner.
1.7. The written request must state in detail the complaint and the reasons for the appeal.

2) Procedure

2.1. The appeals procedure will be managed by the Assistant Headteacher (Exams Officer) who will
investigate. They will be responsible for disseminating information to the candidate, carers and teachers
involved, about the existence and outcome of all such appeals.

2.2. Where the appeal concerns an internal assessment the teacher(s) concerned in making the assessment
will have the opportunity to see a copy of the appeal and to respond to this in writing, with a copy sent to
the candidate.

2.3. Following the investigation, the Assistant Head (Exams Officer) will send the candidate and carers a
written response.

2.4. If the candidate is not happy with the written response the candidate bringing the appeal has the right to
a personal hearing. Any request for a personal hearing must be submitted in writing within 7 days of
receiving the written response.

2.5. The candidate will be given at least 7 days’ notice of the date of the hearing and will be given sight of all
documents relevant to the case prior to the hearing.

2.6. Where a candidate is presenting their own case, they may be accompanied by a single carer or friend.
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2.7. The candidate and teachers will have the opportunity to hear each other’s submission to the panel at the
hearing.

2.8. The panel will consist of a Governor and the Headteacher or another senior member of staff who has not
previously dealt with the particular case.

2.9. The Centre will maintain a written record of all appeals. The record will include the outcome of the appeal
and the reasons for that outcome. A copy will be sent to the candidate and, where appropriate, to their
carers within 10 working days of the hearing.

2.10. The Centre will inform the Awarding Body if there is any change to an internally assessed mark, as a result
of the appeal.

Results

Candidates will receive individualised result slips on the allocated results day. Most Awarding Bodies provide
printable slips with a breakdown of the units and Level of Entry achieved. However, the AQA Unit Award Scheme is
solely a certification-based scheme and because units can be entered at any point throughout the year, they do NOT
provide results slips. Therefore, the Exams Officer provides Pupils/Parents/Guardians with a personalised
breakdown of Unit Awards achieved. (Appendix 10: Example of a student Results Slip). ALL the results slips are
collected either in person at the centre or by email/post to their home addresses. Arrangements for the centre to be
open on results days are made by the Exams Officer and Deputy Head. The provision of staff on results days is the
responsibility of the Exams Officer.

Enquiries About Results (EAR’s)

EARs may be requested by centre staff or candidates if there are reasonable grounds for believing there has been an
error in marking. The candidate’s consent is required before any EAR is requested. 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
expenses. When the centre does not support a candidate’s or parent’s request for 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.

Access To Scripts (ATS)

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

Certificates

Once all the certificates have been received from the various Awarding Bodies, the Exams Officer will write to
Parents/Guardians to inform them of the week dedicated for their child’s certificate collection (usually early-
November) from the Main Reception at Morecambe Road School (Appendix 11: Certificates Collection letter from
May/June’23 Series). They will be advised in the letter that certificates MUST be collected from the school office
within _a year of receipt based on the JCQ (Joint Council for Qualifications) ‘General Regulations for Approved

Centres’, which states:

The centre will:

b) retain all unclaimed certificates under secure conditions for a minimum of 12 months from the date of issue;

c) destroy any unclaimed certificates after retaining them for a minimum of 12 months. They must be destroyed in
a confidential manner. Centres that do not have a means of destroying certificates confidentially may return them
to the respective awarding body. A record of certificates that have been destroyed should be retained for four
years from their date of destruction. However, candidates should be informed that some awarding bodies do not
offer a replacement certificate service. In such circumstances the awarding body will issue a Certifying Statement
of Results; (Where an awarding body issues a replacement certificate, or a Certifying Statement of Results, this
will provide an accurate and complete record of results for all qualifications covered by the original certificate.)
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Certificates can be mailed via first class post (with a record of postage held on record by the Exams Officer) ONLY if
the pupil has moved out of area and on the condition that the parent/guardian has signed a waiver

(see Appendix 12) confirming that if the certificates are lost in the post, they will have to contact the exam board
directly for replacements (the school will not be held financially responsible for lost certificates in the post).

Certificates can be collected on behalf of a candidate by third parties, provided they have been authorised (verbally
or in writing) to do so. They will be expected to sign a Certificate Collection Record at the point of receiving the
certificates (Appendix 13: Certificate Handover Record).

The Exams Officer will maintain a Record of Dispersal of Certificates (see Appendix 14) for any certificates destroyed
after a minimum of 12 months. This record will be kept for 4 years.

Signed: (Chair of Governors) Date:
Signed: (Headteacher) Date:
Signed: (Exams Officer) Date:
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Appendix 1: 2023-2024 Exam Entries and Deadlines

Morecambe Road School (Centre No: 46130): 2023-2024 Exam Entries and Deadlines

2023-2024 Exam Entries and Deadlines (Continued)

Exam Staff . e Deadlines Exam Staff Deadlines
B Subject Qualification | Code = - ) Subject Qualification | Code = —
Board | Responsible Entries Coursework | Exam series Board | Responsible Entries Coursework | Exam series
June'24 Entry Level 1/2/3
ME ELC 5930 | 11" (*¥) Feb’24 | €M™ May'24 " "
(6G24) Ascentis | kD/cca/ME | English skills Ce:'ﬁ‘:";g\’z’“?."“d PPN | oy time May/lune'24 | May/lune'24
h Functional skills | 8361/1 [ oy 00 NA June’24 ar .Ihv::iv” in | stones
ME Maths (Level 1) 8361/2 () el (6824) nelish skils
Functional skills | 8362/1 | June’ 24 ! I‘"‘"}‘"?}’ ;| oo
ME 11% (39 Fep'24 NA DiplomajCertificate,
aca (Level 2) 8362/2 =) (6824) Awardin st
AF Art & Design GCSE 8;‘2;‘;(& Sept/Oct’23 | 20" (%) May'24 J(l:;(':zj;‘ Im’f:;:;;";;’::"g- mﬁ:}ﬁ Aavtime Map/une'24 Manune'24
Z AIM Life and Work | Yoursetfand your | S00/58%9/7
ME/KD Step Up to EIc 9721 | )i sy pepyoa | g0 piay 24 Juner24 Awards €ca/m skills Suite Home.
English 5972/2 (6624 .
June'24 fry Level 1 sif;mn
KH/VHi science ELC 5961/2 | 11 (%) Feb'24 | &5 May'24 Diplomaj Certificate/
™ v (6G24) Award in Personal | any time May/lune'24 | May/lune'24
5101 and Social (Avard)
5102 Development skills_| e03/1502/7
ME PSD entry Pt 6103
mlr*:n) avs 6106 2022-2023 Other exam entries which DO NOT go through Examinations Officer
6111
Employment 258 Apri24 Exam Staff N e . Deadlines
WIEC ME 4 6108 | 119 (3%) Feb'24 . June’24 . Subject/s | Qualification | Code — -
Skills (PSD) B (sthorai) Board | Resp bl ect/ Entries Coursework | Exam series
VHi ICT Users (Award) 6010 AQA Pre-Entry Level
Imaging Software Entry Pathways 5406 Unit Award M Various Entry Level 1-2 | Various Any time Any time Any time
. (EL1/EL2) ICT Users) Scheme Level 1
Audio and Video 5398 City & NPTC: Practical
Software G':i‘: ds M/ Hortieulture Level 1 Award | 757311 |  Anytime Any time Any time
Skills
For Phoenix Pathways — Lancaster and Morecambe College organised courses, please contact Ml (the accreditation facilitated by college will go through
their exams officer not MRS). Phoenix will conduct their i tations through MRS (sce above main table].
Primary Statutory Assessments (AG Lead)
Staff ) Deadlines
Assessment ) Subject = = =
Responsible Registrations | Assessment Period
Reception
Baseline Reception Teacher/s EYFS June September
Assessment
SAT's Teacher of Yr 2/6 September -
Maths and English May/June
Yr2/Yre AG g October v/,
Phonics’ . . .
- Teacher of Yr 1/2 English: Phonics March/April May/lune
Screening
Yrd
Multiplication N
P Teacher of Yr 4 Maths: Multiplication’s May June
Check
(Voluntary)

The number of pupils assessed via the Engagement Model MUST be reported to the
Government every academic year.

Appendix 2: Exam posters

SUBJECT:

TIER:

START:

FINISH:

DATE .

PAPER NUMBER:

AWARDING BODY:

Centre Number:

46130
SILENCE

Gy & Guis

Shhhhh!

SILENCE

NO iPODs, MOBILE PHONES
MP3/4 PLAYERS
SMARTWATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

Possession of unauthorised items, such as a mobile
phone, is a serious offence and could result in

DISQUALIFICATION

from your examination and your overall
qualification.

10
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JCQ

cic
[AGA [ City & Guilds Tccen [ox [Pearson [ wiEC
Warning to Candidates
- You must be on time for all your examinations.

You must not become involved in any unfair or dishonest practice
inany part of the examination.

~

w

You must not:
« sit an examination in the name of another candidate;

« have in your possession any unauthorised material or
equipment which might give you an unfair advantage.

S

Possession of a mobile phone or other unauthorised material is
breaking the rules, even if you do not intend to use it, and you
will be subject to penalty and possible disqualification.

. You must not talk to, attempt to communicate with or disturb
other candidates once you have entered the examination reom.

o

. You must follow the instructions of the invigilator.

. If you are in any doubt speak to the invigilator.
he ina prominent room.
This may be a ot awal o screen
for il candidates o ses

Erective from 1 September 2014

~

Appendix 3: Memo regarding the forthcoming GCSE Exam Dates (to be updated in 2024 to Functional Skills).

Memo

To: ALL STAFF

e MJ/PE/AG
From: HA

Date: 8t May, 2019

Re: Scheduled GSCE Maths Exams

Please be aware that the following exams will be taking place over the
next few weeks:

Date Exam Time
Tue 21/5 | GSCE Maths (F) Paper 1 9.00 — 11.00am
Thurs &/6 | GSCE Maths (F) Paper 2 .00 - 11.00am
Tue 11/e | GSCE Maths (F) Paper 3 .00 — 11.00am

We will be using the Lodge as the main exam ropm (meeting/training

side). However, the entire Lodge will be out of use during these
worning SESSions, In order to prévent any disruption to exam
conaitipns.

Our contingency plan, in case spmething unexpectedly happens to the
Lodge. is The Willow Room (left garden roopm).

The mile track wall will also be cancelled on these days.

Many thanks for your co-operation.,
Helen Andrews
(Exgmvs Officer)
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Appendix 4: Evidence of Invigilator training (to be updated before May’24)

Online Invigilators Course for Monday 13 May, 2019
Signing in Sheet

Web Link:

https://www.communicate-ed.org. uk/courses/training-for-invigilators-in-
exams-for-general-gualifications

. o o
— e S communicate-ed Y Y

[ e e han o Sy e e et | supporting special needs in education

mpaning wecizl eeds i1 efeczion

Trairing for reigiionne in Frams B G e —— ‘ This is to certify that
Quai fcasona.
R S —————

Helen Andrew
has completed a

Multiple Choice Assessment

Demonstrating Knowledge of 2018/19 1CQ Regulations

Staff Present:

Name | Date Signed | and achieved a pass score of
ot 1 1
A BiEZARD 13/05/19 = 100%
A BilEzAL Sl W —
f mnanS 13/05/19 7L = sinet: Capine Kooel
(‘i:\ C AR =n 13!05!19 f‘\—f'__ Caroline Read — Course Tutor
) ) ) Date: May 13, 2019

See Appendix 5 a): Invigilator Folder - Seating Plans

Invigilating in Examinations for General Qualifications

W22 - F

A|lB| ¢ | b | E | F L& | H | I [ K L
; Seating Plan: Oak Room
2]

The Awarding Bodies require a seating plan for each examination. Please enter candidate numbers for the
3 students present in the grid below, adapting it as necessary for the arrangement of desks
4]
5 | | Day: Thursday | \ Date: 16/05/24 | | Time of Day: am
6,
. Subject: AQA Functional Skills (Level 1/2) Paper 1
8 |
3 [ 2 |
10

()

) p~ B p~ —
12 [T N =

3 ®

= E— s |
13| 2 S
“a w 2 2 w g |3
15| @ w w o o

_ —

2 — e
16| 5 g %_
L N 9 o

: @) 2 @ 8
=) [o]
18 =
(o
19| )
20 |
. [ 2
22

12
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See Appendix 5 b): Invigilator Folder — List of Examination Specific Equipment to be adapted for AQA Functional

Skills Exams in May’24

List of E inati

Specific Eq

tics (8300) Foundati

| AQA GCSE Math

Paper 1 (No Calculator Allowed

+  Protractor

<+ Compass

= Graph Paper

“  Tracing Paper

Extra AQA blank answer shests
Paper 2

«  Erientific Calculator with the following minimum requirements:

o

Four rules and square function
Square root function
Reciprocal and power function
Brackets

Memory

CRCRCC]

o

Appropriste & ial, tri;
Protractor

Pair of compasses and pencil
Graph Paper

Tracing Paper

Extra A0A blank answer shaats

Ak R4 R

ic and statistical functions

Paper 3

«  Ecientific Calculstor with the following minimum requirements:

o

Four rules znd square function
Square root function
Reciprocal and power function
Brackets

Memory

RG]

o

Appropriste & ial, tri;
Protractor

Pair of compasses and pencil
Graph Paper

Tracing Paper

Extra A0A blank answer shaats

A6 44

ic and statistical functions

Appendix 6: Emergency Evacuation Procedure for Oak Room (Phoenix 1’s Exam Room) from 2023-34 Whole

Schools’ Fire Procedure document:

External Rooms

Willow

Garden Room

Via main external door onto side path
to primary playground

Via main external door onto main path to
primary playground

Oak

Garden Room

Via main external door onto side path
to primary playground

Via main external door onto main path to
primary playground

202324 FIRE PROCEDURES

On hearing the fire alar, the School Office Staff will collect:
= The Pupil/Staff Signing Out Folder containing (a the front) a copy of the Daily
Session Absence Repor for puis.
= They will also collect the Daily Di
= The Daily Session Absence m,mn illbe distibuted o the Deputy Head (other
SLT/SMT staffif DHT i not presen) who il thn cros heck pupl absences
with individual staffte:

SLT to meet at the Fire Alarm Sensor Panel to check where any potential fires may be
located hefore the following checks are conducted:

= Headteacher - Check Primary Rooms/Main corridor back to Science Lab Sensory and

ersive rooms/Speech & Language Therapy Room/Quiet Room Primary Store Room
Primary Toilts.

= Deputy Head - Check Secondary Rooms (KS4 and KS3)/Hall/ The Hub/Changing Rooms!
Showers/PE Store Science lab/Stafiroom/Staf¥ Toilets/Secondary Pupil Toilets Food Tech
Room/Art Room/K$4 area/Retreat.

= Assistant Head — Check Admin rooms Therapy/ICT Support Room/Garden Rooms/The
Lodge/Oversee the Assembly point outside on Primary Yard

If one or two members of the SMT are out of school, the remaining member will
organise a TLR/ staff member to complete the checks.

Assembly Points

It s the responsibility of the Headteacher to check that pupil/saff absences have been
accounted for

In Class order on the far side of the Primary Playground facing the wooden play area:

[ Primary Wooden Play Equipment (Grassed Area)

P s s aaTdn in'amm='ma'a= an as s ms‘as'a)
CESWIPHo [ PR [ Pa [ PRI ST [ & [ [ & [ & & [0 [ a0 (s [ai]

‘ ‘Main School Building

Appendix 7: Poster — What to do in the event of a fire alarm:

9 What to do in the event of a fire alarm 9

Stop writing

Close your exam paper

Turn the paper upside down

Line up in register order

Leave building through the exit door onto the ‘

Walk through the gate onto the Primary Yard

!

Line up away from the other classes

(by the wooden storage buildings)

202324 FIRE PROCEDURES

Support staff, therapists, visitors and contractors to muster near to Primary Playground
‘gates with the School Business Manager for rollcall

ROLL CALL
School Business Manager or member of site team will carry out roll call via EVAC.

TEACHERS will call the roll of their class pupils. IF CORRECT, the teacher will
R by means of a STATIONARY RAISED ARM.

ALL STAFF NEED TO BE VISIBLE TO ENSURE THEY ARE ACCOUNTED FOR

FIRE FIGHTING / PREVENTION OF FIRE SPREAD.

If smoke s seen issuing from under any door it should be left CLOSED and reported o the
HEADTEACHER.

The 30-minute fire d

d the school — these doors should not pen.

ALL STAFF should familiarise themselves with the position of BREAK GLASS CALL
POINTS 2nd FIRE EXTINGUISHERS (see MRS Fire Evacuation Map) in particular,
those in close vicinity to their working situations.

Ttis ESSENTIAL the Staff'Pupils Signing Out Folder (together with the Pupil Daily Session
Absence Report) and School Diary are retumed to the office.

AFTER SCHOOL CLUB/ SUMMER SCHEME / CONTRACTORS

‘These procedures apply in the event of a fire during after school and holiday activities
All holiday club members, school staff visitors and contractors are to make their way to the
Primary Playground for a roll call. Staff from the After School and Holiday Club will
take a roll call of their children and staff. The School Business Manager or the Site
Supervisor will take a oll call of ther school staf, visitors and contractors

S e
duma o e e e

13



Exams Policy (Last Updated: March 2024 by Exams Officer — HA)

Appendix 8: Exam Room Incident Log

Tim

Examination:

Exam room Incident Log

Venue:

Exam Start Finish
Invigilator(s):

MName Time in Time out

L1

Record of incident:

Time Incident

Appendix 9: Information for Candidates - JCQ Instructions booklet

QA City & Guilds

Information for candidates

CCEA

OCR

Pearsan

WIEC

For wiritten examinations - effective from 1 September 2018
This decument has been written to halp you. | Raad lh:rulll"v and follow the instruckions.

« If there is ing you do not

JCQ

[={1+

you may use, ask your teacher,

Regulations — Make sure you understand the rules
e, yorr wirk: “might not heamq;

1 | Be on time foe sl your exzms. 3 you ae
Do ok becoime: vared in any nfeir or dishonest practice durs

| 1F you try to cheat, or break the rules in any way, wou could be ulgnlfzdimm all your subjacts.

| ¥ou must not zke 0 e exam mom;
| 2) notes;

D) potential

E 1 yuu leane the @vem mom unaccompenicd by B &
0 b

0 nat bormoes amything from ancther candidate during the omm.

bled sources of

such as an iPod, a mobile phone,

a MP3[4 player or similar device, a smartwatch or & wrisk wistch which has a data storage device.
Any pencl cases taken into the axam Foom must be see-through.
Remember: possession of unauthorised materlal s breaking the nules, even f you da net intend o use R, and you will be
subjact to persity and pessibe disqualfcation.

T 1F yous ez @ rist walch the mviglabar will ask you o remove it and glece it an your desk,

| D ot use correcting pens, Thikd o tape, crizabls highlighters or ur answars. I
| D rak talk to ar try 1o eommunicale with, or distrh other Gnxdkdates cnce the exam s sterted.
| You must pot wite inaparoariats, cisoems of offensie material

Information — Make sure you attend your exams and bring what you need
Know the dates and times of all your exars. Arrive at esst ten mi y;;s;&mmnmrta{eadam

1f yau arrive late for 20 @53m, TEpart 1o the Inviclator running the exem.

atar before the exam has finished, you wil not be alowed to retam.

If you arrive mone than one hour after the pubhﬂ'ui starting tirme for the e¥am, you may not be alowed fo fake B

[ Calculators, Dictionaries and

Oinly Lake into the axam rom the pens, pencls, erasers and any other equipment which you need for the cxam,
Vo must write cheary and in black ink. Coloured pencis or Inks may ooly be us=d
the inctructions printed an e frant of the guasnm paper stahe ctherwise.

diagrairs, maps, cherts, &ic, unless

o5 you are Lokl U.nEnnise

b] ciear anything stared in it;

1 Yiowl My W5 @ ok
z—'n—w.’mu
@) make sure it works praperty; check that the batteries are warking nmum—

6} remove ay pars such &5 cases, §ds o oovers which have printed instructons o formudas;
L=} g0 not bring inko the exam racm any Operating instruction o prepaned programs.
Do gt use & dictionary or computer spel checker uriess you are told otherwise,

3
o Instructions during the exam

HAlways Azen i the invigilator, Follow their nstctions at all tmes.

F Tetl the rndgilatoe 2 once 1

the question r s inco

&) you think you have nat been given the right question paper or all of the materals Ested an the frant of the paner;
srcomplete orbadlyprinted.

a Fead carefuly and folow the

ted an the guestion paper endjor on the answer badkict,

q Fill i all the detals requirsd en e front

ar i

e qUESTHIN papar ang,cr the arswer bockke: before you start the exam.
Make sure you i these detis in on any additinal srswer heets that you use.

5 REMambar b writs your Bnswars within the demianated sections of the answer booklel
& D your reugh work on the proper exam stationery. Cross it trough and hand 1t in with o AN
| Make sure you add your cancicats details i sy additicral amswer shests that you use.

E_ Advice and assistance
1

T o the day of the exam you Feel that your work may be affected by il health ar eny other reason, tell the indgilatoe.

F | Fut up your hand during the exam If;

b)  you do not fes! well;
L €] vou need more paper.

&) you hawe a prablem and e in doutit about what you should da;

| Flace any Inase additicnel arsveer sheets Insde your answer bocklet.
| Make sure you 3 your candidate debals (0 any adcibonal answer shess that yoy use.

[3 Vi masst ot ok o, snl wil DT BE ghver, any n of the questions.
F At the end of the exam 3
1 T ol hawe Lsed mare than cre arswer DooKiet andfar any supplementary answer shests, place them in the carrect arder.

7| Do not ieave the e reom urkil toid to de 5o iy the inviglator.
3 Do not Lake From the exam room any stationery. This includes the question paper, arsser backlets used or unused, rough
wark ar any other materiais provided for the exam.

It may be provided

at,

This infarmation must be made avafable to all candidates in advance of their examination{s) for each series,
tn canditistes o I lerd copy paper form:

14
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Appendix 10: Example of a personalised student Result Slip:

Morecambe Road School

Results Day: 24" August 2023

Please find attached the printed results for your child. They may have
been entered for all or some of the following examining boards,
depending on their study pathway:

N
s
BN
N
s
BN

AQA

AQA Unit Award Scheme
Ascentis

Aim Awards

WIEC

City of Guilds (To be Confirmed)

Pupils were initially registered for the unit in Feb’23, but due to
unforeseen time constraints, the unit could not be completed.

Pupil did not have enough credits to be allocated the overall,
‘Cash-In Award’, originally registered in Feb'23 (see above).
Pupils will therefore be accredited for the individual unit
attempted, as opposed to receiving an overall accreditation

(Diploma/Certificate/Award).

The AQA Unit Award Scheme does not provide results slips so please
see below the Units of study which they will be certificated for:

Attempted units from the AQA Unit Award Scheme

) Level Attempted
Candidate | AQAURit AQA Unit Award Title PreEntry | Entry
Award Code
Level Level
52392 INTRODUCTION TO MONEY MANAGEMENT 7
10265 CLOCKS AND TIME 7
Alesha © 10934 FOOD HANDLING 7
10937 PREPARING FOOD FOR A FUNCTION 7
108556 CULTURAL CUISINE 7

Appendix 11: Certificate Collection Letter

Morecambe Road School

Strive - Thrive - Achieve

2" Movember, 2023.

Dear Parent/Guardian of:

Re: Collection of ination Certificates and i Certificates

I am writing to inform you that your son/daughter's examination ceriificates for the MaylJune 2023 series will be
ready for collction all week, from Monday 27 November until Friday 1 December. Flease request your
cenificates at the Main Reczption which will b= open from 9.30am to 400om. On arrival. you will be asked
sign a document to confirm that you have received them.

Unfartunately, dus to stafing, we will be unable to canduct the Annual Prasentation Evening this year to cel=brate
the achisvements of your young person (which may have been mentionad to you on results day 24" August
2023).

Flaase note that after the collection wask you will have 2 year to collect the unclaimed certificates (which
will be ket securely in the school safe). After this fime, any unslaimed cerificates will be destroyed in fine with
the JCQ (Joint Counc for Qualifications) “General Regulations for Approved Centres 2023-24", which states:
The centre will:

b) refain sll unclsimed certificates under secure condifions for s minimum of 12 months from the date of issue;

¢} destroy any unciaimed cerificaras after remaining them for a minimum of 12 months. They must be
destroyed in & confidential manner. Gentres that do not have & means of destroying certificates confientially
may refum them to the respective swarding body. A record of certificates that have been destroyed should be
retained for four years from their date of destruction. However, candidstes should be informed that some
swarding bodies do nof offer 5 replscement certificate servive. in such circumstances the awarding body will
jssue 3 Gertifying Statement of Results; (Where an awsrding body jssues & replacement certificate, or 3
Certifying Statement of Results, this will provide an scourste and complele record of results for sl
qualifications Govered by the original Gertifiste. )

Deadline for
Certificate Collection
May/June 2023 Nov 2023 29" November, 2024

Examination Series | Certificates Issued

To confim, if certificates are not collected by the deadline specified above, they will be destroyed. As the
JCQ states, some syllabuses will not re-issUe cartificates and students will only be able 1o request a Certifying
Statement of Results.

If you have any queries relsting to the above information. please do not hesitate to contact me.

Yours faithfully.

Mrs H Andraw
{Assistant Head and Whale School Assessment Lead/Examinations Officer)

15
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Appendix 12: Waiver Letter for Lost/Damaged posted certificates

Date:

Dear Parent/Guardian,

1, the Perent/Guardizn of [full name of pupil):

Hereby confirm that | give permission to the Exams Officer of Morecambe Road School, to
post my son/dsughter's certificates wia First Class Post, on receipt of this signed waiver. |
am aware that face to face collection of certificates is advised by the school but due to a

change of residence, | am unakble to travel to the school.
I the event of my son/daughter’s certificatzs being lost or damaged in the post, | know that
I 'will have to contact the Examining Boards directly in order to have another copy re-printed.

I am alsa aware that | will have to pay for thiz service.

I confirm that | understand Morecambe Road School i= not financially responsible or

accountable for any certificates that | have requested to be sent to me via the post.

Signed: Date:

Printed Mame: |

Please read/sizn this letter and return to the address above. A confirmztion email/phone

call will be sent once the certificates have been posted OMLY on receipt of this waiver.

Yours sincerely,

Helen Andraw

[Assistant Head /Whole School Assessment and Examinations Officer)

Appendix 13: Certificate Handover Record

%\@;{4 3
&2/

ApRIvp

Morecambe Road School

Exam Certificate Distribution (2022-23 Candidates)

Please sign this document to say you have received your Examinations certificates.

Pupil Name

Name of Staff handing

Date of Collection
documents over

Pupil/Parent Signature Staff Signature

William Astwood

Jay Bentham

Lewis Caprani

Alesha Copsey

Heidi Garnett

Charley-Anne Griffin

Robert Harrison

Damian Hassell

Luke Hodson

Brandan Keen

Logan Knowles

Charlie McAuley

Daniel McQueenie

Jack Mullen

Neve Newton

Lewis Parr

Callum Rawcliffe

Kyle Richardson

Jack Simpson

Roberto Thomson

Hannah Warriner

Benjamin Woodhouse

TOTAL: 22 Pupils

16
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Appendix 14: Record of Dispersal of Certificates

<WRI v{-_

Morecambe Road School (2023-24)

Record of Disposal of External Accreditations Certificates

+
.. | Date .. g Disposal of
Pupil Year of Examining Certificate g
of L. certificate
Name Birth Accreditation Board
No. Reference Date | Staff
290611/7573-
. 26/05/95 29 June, 2011. City and Guilds 5500259072/850 01/047900/LTQ2914/M/26/05/95 28/2/23 HA
th . . 290611/7573-
. 26/05/95 29™ June, 2011. City and Guilds 5500259072/700 01/0479000/LTQ2914/M/26/05/95 28/2/23 HA

(PLEASE NOTE: ALL CERTIFICATES ARE DISPOSED VIA THE CONFIDENTIAL WASTE SYSTEM WHICH IS ON SITE)

Appendix 15: Record of receipt of Exam Materials (a) by the Office and (b) by the Exams Officer:

BRIV

Morecambe Road School

Record of handover Log: Examination Materials

Member of
Examination Material e::a:fr ° Handover of materials
Exam 2T No. of
Exam No. of .
Package Reference No. exam From To Date | Time Reason
packages e
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