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External Examination Policy



Rationale

Our Examination Policy is set to reþ ect the current regulations concerning the conduct of public examinations and 
encourages the maximising of individual studentôs potential.

PurposesPurposes

1. To ensure that every student has the right to enter an examination in speciý c subjects as appropriate to their 
need

2. To ensure that no disruption occurs to the examination process to maximise the opportunity given to those who 
are entered for examination.

3. To ensure the Schoolôs students maximise their potential.
4. To ensure the School complies with the Statutory examination regulations imposed by external bodies and 

boards.

Broad Guidelines

1. A student should be entered for examination in any subject in which they have a reasonable chance of gaining 
a grade.  They should not be entered if no grade is anticipated.

2. Charges will not usually be levied against the candidate if they are a student at the School and entered for the 
examination which is deemed appropriate for them by their subject staff.  Individual students may be charged 
for examinations in the following cases: where they are additional to their main course; where they wish to enter 
an examination which is not recommended as the principal examination for their appropriate level in a subject;  
or where they fail to complete all the components of the examination.  Where Module examinations are taken, 
the School will fund the entry fee for the ý rst attempt at the module, but subsequent attempts maymay be charged 
to the individual student.

3. All examinations will be run in accordance with the regulations stipulated by the external examination agencies.  
Examination papers and scripts will be kept securely at all times in compliance with Examination Board 
regulations.

4. Students will be expected to conduct themselves responsibly in examinations.  This requires them to attend at 
the appointed time, follow the invigilatorôs instructions, and not bring food or drink into the examination rooms.   
All students should bring their own equipment to the examinations.

5. Uniform should be worn by students attending examinations appropriate to their Year group.

6. Heads of academic Departments are responsible for assisting in the organisation and issuingassisting in the organisation and issuing of examination 
papers to students, and they should be present at the beginning and end of their subjectôs examination, where 
this is outside lesson time.  Internal examinations will be the responsibility of the Head of Department.

Aims

1. To ensure the School meets the regulations imposed on it by external examining bodies.
2. Maintaining a high standard of academic achievement for Westlands students.

Conclusions

The smooth running of examinations leads to better chances of good grades for students.  Thus, the correct operation of 
an examination timetable, and the correct identiý cation of the right examination for each student, will result in less stress 
for them and better results for the individual and School alike.  The need for dialogue between student, subject teacher 
and parent regarding examinations cannot be over emphasised.



Examination Policy Detailed Guidelines

This document should be read in conjunction with the Governorsô External Examination 
Policy.  (The dates included are for illustration purposes only.)

Syllabuses to be selected by Heads of Department to allow students to realise their full potential, and have the necessary 
qualiý cations to further their careers and/or other interests.

Examinations Procedures

1. Board responsibility: RSA    HOD Business Studies (COX [acting])
    All Boards:  Examinations Ofý cer (BEA)

2. Coursework
This is the responsibility of the subject HOD.  Deadline dates

(a) Board Requirements:  All coursework to be completed by candidates by the end of the Spring Term, prior 
to written examinations.  Marks to be available to complete CAM forms as follows:

AQA  AQA  AQA 15th May - all subjects, except Drama (May 31st)

WELSH as notiý ed

EDEXCEL 1st May - or as notiý ed per subject

OCR  14th May 

(b) Internal Requirements:  To be discussed at Heads of Department meeting.  Some students fail to hand in 
coursework because of the pressure of ñoverloadò.  This can be avoided by a staggering of internal deadline overloadò.  This can be avoided by a staggering of internal deadline overload
dates, to be published well in advance to students and parents.

ANY COURSEWORK INCOMPLETE BY 22ND MARCH  - CANDIDATE TO BE WITHDRAWN FROM 
EXAMINATION.

3. Estimated Grades
All Boards now require forecast grades to be returned to them during the ý rst two weeks of the Summer Term.  
The turn-around of forms is very rapid.  Heads of Department are to collect data from subject staff by the end 
of the Spring Term.

4. External written examinations
All entries to Examinations Ofý cer via Head of Department.

(a) Modular Examinations
The Examinations Ofý cer will ensure Heads of Department make entries at appropriate times throughout 
the year

(b) GCSE and ñAò Levels
Summer entry

Entries for E.D.I. will be made by 14th February

Internal class lists must be accurate if entry sheets are to be easily completed.  Heads of 
Department must ensure that Year 11, L6 and U6 subject class lists are correct and on SIMS before 
30TH NOVEMBER.

Calendar Dates which MUST BE KEPT:

(1) December    December    December Entry sheets issued to Heads of Department
(2) 1st day of Spring Term   Entry sheets returned to Examinations Ofý cer
(3) 10th January      Entry check sheets returned to Head of 



Department
(4) 14th January    Errors reported to Examinations Ofý cer for  

correction
(5) 17th January     Student copies issued
(6) 22nd January    Students sign entries accepted

Any changes of subject or level must be authorised by the Head of Department IN WRITING.
Absent students will be contacted by Examinations Ofý cer.
Paperwork concerning examinations will be delivered to students via Personal Tutors at registration 
time.

All students will receive:

( i) a Statement of Entry 
(ii) an individual timetable and instruction sheet.

(c) Examinations Period
Written examinations will take place in School.

Invigilation 
It is essential that the number of invigilators as required by Boards be adhered to.  Invigilators are 
NOT to leave until their replacement arrives.  Replacements must be prompt.  (Changeover is half-way 
through break.)  Some invigilation will not ý nish until 4.00 p.m.  The Examinations Ofý cer will cover this 
wherever possible.  Invigilators are to follow the instructions attached to the desk.  

Return of Papers
At the end of the examination, all written scripts and examination papers are to be returned to the 
Examinations Ofý cer in candidate number order.  The Examinations Ofý cer and Deputy will start every 
examination.  

Instructions on Desk

1. Be aware of position of other invigilators and be well spread out.  
NO TALKING TO EACH OTHER, EXCEPT IN AN EMERGENCY.

2. Mark attendance register and seating plan and return to Examinations Ofý cer with scripts and 
papers.

3. If a problem arises, please contact the School (400660).  The Examinations Ofý cer or a member 
of SMT will come immediately.

4. 25 minutes before the end of the examination collect in desk cards and replace in order.

5. Give candidates 5 minutes warning of the end of the examination.  Remind them to check 
names and numbers on every page.

6. Collect scripts in number order and return to the Examinations Ofý ce. 


