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Godalming College Exam Policy 

Learning Support Manager
1. Identification and testing of students’ requirements for access arrangements.
1. Ensuring evidence of need for access arrangements is available for inspection, and that documentation to comply with JCQ regulations is in place.
1. Administration of access arrangements during exams, in conjunction with EO and EO Assistant.
1. Provision of readers, scribes and practical assistants when required for exams.
1. Provision of additional support — with spelling, reading, mathematics, dyslexia or essential skills, hearing impairment, English for speakers of other languages, IT equipment — to help learners achieve their course aims.
910.2 Appeals against internal assessments
The Ccollege is obliged, by the JCQ regulations, to publish a separate policy on this subject, which is available from the exams office and published on the student intranet siteGodalming Online. (See Appendix 2)
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
· Students may appeal if they feel their work has been assessed unfairly, inconsistently or not in accordance with the specification for the qualification
· Appeals must be made in writing to the Assistant Principal (Curriculum & Quality) who will decide whether the process used conformed to the necessary requirements; appeals must be made by the beginning of June in the exam session
· The Assistant Principal (Curriculum & Quality) will inform the student in writing of the outcome of the appeal, copying this to the EO and recording it for inspection by the awarding body.





Appendix 2

[image: col logo2] Policy for requests for a review of internal moderation 
GCSE controlled assessments, GCE coursework and practical endorsements, 
GCE and GCSE non-examination assessments, including speaking and listening units for English


Godalming College is committed to ensuring that whenever its staff mark students’ work this is done fairly, consistently and in accordance with the awarding body’s specification and subject-specific associated documents.

Students’ work will be marked by staff who have appropriate knowledge, understanding and skill, and who have been trained in this activity.  Godalming College is committed to ensuring that work produced by students is authenticated in line with the requirements of the awarding body.  

Where a number of subject teachers are involved in marking students’ work, internal moderation and standardisation will ensure consistency of marking.

1. Godalming College will ensure that students are informed of the criteria used when work is assessed, their centre assessed marks and how moderation takes place. Each department will provide this information on GoL, including dates when students can expect to be informed of their marks.

2. Godalming College will provide students with sufficient time in order to allow them to review copies of materials and reach a decision to request a review of the College’s marking before marks are submitted to the awarding body. A request for a review of moderation must be made within five calendar days of being notified of the relevant mark. Before making a request the student is expected to have spoken with their teacher and/or the head of department, to discuss any concern in the first instance.

3. Requests for reviews of marking must be made in writing to the Assistant Principal (Curriculum & Quality) using the Request for a Review of Marking Form. It is expected that a detailed account is given why it is felt the College’s procedures have not been carried out correctly.  

4. A request for a review of moderation cannot be made for a piece of work that is accepted after being submitted late.

5. Godalming College will allow sufficient time for the review to be carried out, to make any necessary changes to marks and to inform the student of the outcome, all before the awarding body’s deadline. 

6. Godalming College will ensure that the review of marking is carried out by an assessor who has appropriate competence, has had no previous involvement in the assessment of that student and has no personal interest in the review. This is likely to be a Director of Faculty.

7. The student will be informed in writing of the outcome of the review of the centre’s marking, within three College days of receiving the written request.

8. The outcome of the review of marking will be made known to the Assistant Principal and the request will be logged as a formal complaint.  A written record will be kept and made available to the awarding body upon request.  


IMPORTANT
After students’ work has been internally assessed at College, it is then moderated by the awarding body to ensure consistency of marking between centres.  This moderation process may lead to mark changes – up or down.  This process is outside the control of Godalming College and is not covered by this procedure. 
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Student Name:								Student No: 		

Course: 					

Assessment title: 										

Deadline for this piece of work:  					

Mark awarded:  		 		Date notified of mark: 			


Reason for request for a review of moderation: 
(please give as much detail as possible for the grounds of this request)












































Signed: 					 			Date: 			


 Appendix 2
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BTEC Level 2 and 3 National Qualifications Internal Verification Policy


1. Training Needs of Assessors

These will be identified through the verification process and met by the college’s Staff Development system

2. Team Meetings 
Each course team will meet at least ONCE PER TERM to carry out the following tasks related to verification of students’ work:

a) Share experiences of assessment and verification
b) Review students’ progress and results
c) Conduct normal team business

3. Internal Verifiers’ Meetings
The internal verifiers from a vocational area will meet at least ONCE PER TERM to carry out the following verification activities:

a) Consider feedback from the External Verifier
b) Share experiences of assessment and verification
c) Discuss training needs and how these can be addressed
d) Standardise grading by comparing the work of different assessors

4. Conduct of Internal Verification and sampling
Internal Verification will be carried out in a timely manner and cover:

a) All assignment briefs (to be verified before given to students)
b) All the assessors
c) A minimum of 4 pieces of work per unit should be verified.  Where less experienced staff or those requiring development have assessed the unit, additional pieces of work will need to be included in the verification process
d) All of the units
e) New staff to BTEC qualifications should be supported during assessment and suitable training provided
f) Attempts should be made to internally verify a representative sample of students and grades
g) Record sheets should be used as agreed with the External Verifier

5. Record Keeping
Assessment and Verification records will be:

a) Kept within a secure and safe environment
b) Be clear legible and accurate
c) Individual students should have access to their own assessment records on request

6. Records should be available to assessors and verifiers as appropriate when required 

Registration and certification 

All students who start a programmes in September must be registered with BTEC Registration and Certification Services by 1st November of that year – HoD to liaise with EO regarding all student registrations, Top Ups and Drop Downs

Once the course units have been completed, and the Internal Verifier has advised Pearson of marks awarded via the online process, Pearson will validate the information and confirm final grades to be awarded. The EO should be advised of any anomalies or discrepancies that would lead to certification being withheld.
	

Appendix 3
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Plagiarism Policy

1. Definition of Plagiarism

· Submitting another’s published or unpublished work, in whole, in part or in paraphrase, as one’s own without fully and properly crediting the author
· Submitting another person’s written work as one’s own original work
· Using someone else’s idea without referencing the source
· Using pictorial work without permission or referencing the source

2. Guidelines for academic staff

· An explanation of acceptable and unacceptable forms of work must be given to students during the induction to their course.  This should be reiterated at points throughout the academic year as appropriate.  The principle that all work handed in by a student must be their own and not copied, should be enforced at all stages of the assessment process

· If an allegation of plagiarism is made against a student, the teacher concerned should in the first instance talk to the student explaining the suspicions and ask the student to respond with reasoning and/or evidence

· If plagiarism is suspected the Head of Department of Internal Verifier (as appropriate) should be informed and should examine the work/materials before discussing the findings with the student.  The student’s Senior Tutor should also be told about the issue at this point

· At this meeting a copy of the unmarked work should be given to the student and the original retained by the subject teacher

· A student found guilty of plagiarism will be subject to disciplinary action and the College Student Disciplinary Procedure will apply.  The appropriate Senior Tutor will be involved at this stage.  A record of a proven allegation of plagiarism will be kept on the student’s file in accordance with the Disciplinary Procedure

· Penalties for plagiarism will follow Awarding Body guidelines and may include:

Work should not receive a grade
Student retakes the assignment or unit
Failure of the assignment/unit
Reduction in the final course grade

Appendix 4
Curriculum Change Proposal Form

Department:

	
Current specification:	
(ignore for new courses)
				

Proposed new specification:			Teaching from:


Awarding Body:					Specification no:	


Estimated student cohort:
(new courses only)

	Justification for specification change/new course
(you may wish to consider issues such as improving performance in the subject area, responding to student evaluations, resource issues, demand for new courses – based on research or perceived gaps in the market etc)





















Signed:							Date:


Please submit form to your DOF when completed.	
			



HOD            DOF         DPW/SMT             EXAMS           CIS       Marketing


Appendix 5
Disability and Equality Act checklist

	Training
	Invigilators reminded of Equality Act obligations

	 
	 

	Wheel Chair/limited mobility Access
	Ensure sufficient space available in and between rows to enable wheelchair users to enter and leave room easily and safely. Rooms only on ground floor used.

	 
	 

	Candidates who may need to  leave the room
	Seat near an exit and/or near toilet - take student to sick room or quiet room

	 
	 

	Signage
	Ensure JCQ posters are displayed at wheel chair level and are readable where necessary

	 
	 

	Seating
	Appropriate seating for students with a particular need

	 
	 

	Rest areas
	Bring student to a quiet room for rest breaks

	 
	 

	On-Screen tests
	Equipment and software adapted for disabled or disadvantaged users

	 
	 

	Scribes/Readers
	The student must know the member of staff already and feel comfortable with them

	 
	 

	Prompters
	Ensure staff used are trained for prompting

	 
	 

	Emergency Evacuation
	Ensure disabled/limited mobility candidates know what to do and are given help where needed

	
	

	Hard of hearing candidates
	Check they can hear exam instructions

	 
	 

	Candidates with impaired vision
	Should be seated according to their needs, close to sign boards or exam clocks –provide modified papers if required.

	
	

	Candidates with SPLD/ASD/ADHD
	Staff working with these students should be made aware of their individual needs and should act accordingly at all times, including during emergency situations such as evacuation
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