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Statement of Intent
Following the decision to replace the normal processes for awarding qualifications to pupils in
Northern Ireland, this policy, which applies to the wide range qualifications offered in St Patrick’s by
CCEA and other relevant Awarding Organisations, is intended to support teachers and school leaders
in submitting appropriate Centre Determined Grades for each student. In 2021, a range of evidence is
to be used to arrive at a professional and academic judgement of the standard at which each student
is performing in the context of the specification for which they are entered and from this provide a
grade to the relevant awarding Organisation.
The purpose of this policy is:






to ensure that the effective operation of the Centre Determined Grades process produces fair,
objective, free from bias, consistent and timely outcomes within and across departments
to ensure that all staff involved in producing Centre Determined Grades know, understand, and
can complete their roles in the process as published by Awarding Organisations
to ensure that Centre Determined Grades are produced in line with the process as published by
the Awarding Organisations, using the professional judgement of teachers, with internal
moderation, ensuring quality and accuracy of the grades submitted the Awarding Organisations;
and
to ensure that the College meets its obligations in relation to relevant legislation.

It is the responsibility of everyone involved in the generation of Centre Determined Grades to
read, understand, and implement this policy.
The Centre Determined Grades policy is created in line with CCEA and JCQ guidance for awarding in
Summer 2021, including subject specific guidance, Head of Centre Guidance, CIEA training and other
CCEA and JCQ guidance for external assessment in Summer 2021.
All staff involved in Centre Determined Grades will support the implementation of alternative
arrangements as set out by the relevant Awarding Organisation including the external moderation
stage. Staff will familiarise themselves with all relevant guidance provided by Awarding Organisations,
the JCQ requirements and the relevant College policies.
Process Overview
There is a five‐step process for the Summer 2021 awarding arrangements as outlined in the CCEA
Alternative Arrangements – Process for Heads of Centre.
1. Guidance, Information and Readiness
Between February and April, the College will identify Lead Assessors who will lead the process across
the College. They will receive and disseminate training organised by CCEA and ensure that all relevant
documentation from Awarding Organisations is shared and understood by all staff involved. Based on
the training and guidance received, the College will agree their quality assurance process to ensure
consistency across teachers, subjects, and departments. This is the basis for this policy and the relevant
procedures contained within it. This will be shared with CCEA and a summary shared with JCQ to
support the submission of grades. The training and guidance will also be used to support departments
in the identification of best evidence to ensure a reliable and valid assessment approach.
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2. Evidence Gathering and Provision of Assessment Resource
In line with the guidance received from the Awarding Organisations, assessment windows will be
arranged for pupils at all levels. For KS5 pupils, the main window of assessment will run from 26th
April to 4th May. At KS4, the main assessment window will run from 4th – 14th May. Assessment
resources will be made available for staff as soon as possible with those from CCEA shared on 29th
March to provide a new assessment resource which pupils can complete in the assessment window.
During this time, all other available evidence will be collated and documented so pupils are clear what
evidence will be used and so evidence is available for moderation.

3. Centre Professional Judgement and Moderation
The week following the assessment window, marking should be completed and moderation take
place. All available evidence will be moderated to ensure fairness and consistency. This will allow any
potential bias in Centre Determined Grades to be considered and removed. The Lead Assessors will
then carry out a further review before agreeing with the Head of Centre that Centre Determined
Grades can be signed off and submitted by May 21st for GCE results, May 28th for OCN subjects and
June 4th for GCSE results. Awarding organisations from other jurisdictions will require the submission
of results by 18th June.
4. Review of Evidence and Award
Following the submission of results, the Awarding Organisations will review the grades and request a
sample of evidence to moderate College processes and decisions. If evidence submitted is considered
reasonable, the Awarding Organisation will award the appropriate grade. If necessary, additional
evidence may be requested and reviewed. Where there are still concerns, there will be engagement
with the College and, in some cases, this may require the College to re‐run their grading process. It is
therefore imperative that evidence is in place which supports the decisions made by teachers and
departments.
5. Post‐Award Review Service
After the issue of results on the 10th August for GCE and the 12th August for GCSE, students will have
the right to appeal to the College or to the Awarding Organisation, depending on the basis for the
appeal.
Roles and Responsibilities
Roles and responsibilities of St Patrick’s College staff are outlined below:
The Board of Governors is responsible for approving the policy for producing Centre Determined Grades
and must notify the Awarding Organisations of arrangements should the Head of Centre be unavailable
to confirm the Centre Determined Grades.
The Head of Centre has overall responsibility for the College as an examinations centre, its policies and
procedures and will ensure the roles and responsibilities of all staff are defined. The Head of Centre will
confirm that Centre Determined Grade judgements are accurate and represent the professional
judgement made by staff. The Head of Centre will ensure that the method of determining grades by the
College (in line with processes published by CCEA or any other Awarding Organisation) uses the
professional judgement of teachers based on appropriate evidence, with internal moderation. The
Head of Centre will ensure participation in external review processes set out by the Awarding
Organisation. The Head of Centre will work collaboratively with the Awarding Organisations in terms of
engaging with professional dialogue and the provision of evidence as requested.
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Where collaboration with other centres is required, the Vice Principal will work collaboratively,
communicating with the other schools, engaging in professional dialogue and ensuring there is provision
of properly authenticated evidence for Centre Designated Grades which will be moderated by the
relevant Head of Centre.
The Lead Assessors will attend the CCEA Chartered Institute of Educational Assessors (CIEA) training
and disseminate the content of the programme to all teachers involved in producing Centre Determined
Grades. They will provide support to staff involved in producing Centre Determined Grades. They will
support the Head of Centre in the quality assurance of the final Centre Determined Grades. They have
a role in achieving a consistent approach across departments and ensuring suitable support is in place
for subjects where there is only one teacher to help them make fair decisions.
The SLT Organisation will be responsible for organising opportunities for pupils to complete
assessments under the appropriate level of control. The SENCo will ensure access arrangements are in
place where appropriate and with the SLT Organisation will ensure these are facilitated in formal
assessments.
The Examinations Officer and SLT Assessment are responsible for accurate and timely exam entries.
They must ensure that all information from Awarding Organisations is shared promptly with all relevant
staff. They are responsible for ensuring security and delivery of assessment resources. They will ensure
that assessment centres are appropriately managed where there is a need for high control. They will
ensure that they know, understand, and can use the CCEA Centre Manager Applications or any other
Awarding Organisation portal. They will ensure that the Centre’s systems for data capture are enabled
and that the Centre Determined Grades are submitted for each candidate entry by the published date(s)
for Summer 2021. They are responsible for the submission of the final Centre Determined Grades and
for the secure storage of all relevant evidence in case it is called for moderation. They will also manage
the post‐results services within the Centre.
The SENCO, Pastoral VP and Lead Assessors, assisted by Heads of Year, will identify any pupils who may
require special consideration and share this information with teachers to ensure pupils are not
disadvantaged due to exceptional circumstances. This will be carried out in line with the relevant JCQ
and College policy (Appendix 3).
Heads of Department are responsible for supporting departmental staff in making assessment decisions
and for ensuring all staff conduct assessments under the appropriate levels of control and have the
information required to make accurate and fair judgements. Heads of Department are responsible for
ensuring that standards are shared and understood as part of standardisation prior to assessment. They
are responsible for the final agreed assessment plan and the Head of Department checklist for each
subject and qualification. They are responsible for ensuring that moderation is carried out and that
outcomes are awarded appropriately and fairly. They will work with the Lead Assessor to ensure that all
evidence is in place for every candidate and that the evidence has been fairly and reliable assessed to
ensure the grades are allocated appropriately and in line with expectations. Additional support and,
where appropriate, quality assurance measures will be provided for newly qualified teachers/
substitute teachers.
Teachers are responsible for familiarising themselves with all relevant policies and ensuring that they
conduct assessments under the appropriate levels of control and that they have sufficient evidence, in
line with the Centre policy, to support Centre Determined Grades for each candidate they have entered
for a qualification. They must ensure that the Centre Determined Grade they assign to each candidate
is a fair, valid, and reliable reflection of the assessed evidence available for each candidate, protecting
the integrity of the assessment process. They must ensure records are kept in SIMS to allow the
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production of a Candidate Assessment Record if requested by the Awarding Organisation. Where an
individual pupil is using adapted evidence due to the exceptional circumstances, details of this will need
to be included on SIMS. Teachers have the responsibility for internal standardisation and moderating
candidates’ work, in conjunction with departmental colleagues and Senior Leaders as required. They
must ensure all relevant evidence used to support decisions is given to the Examination Officer who
will be responsible for storing this securely. The knowledge, expertise, and professionalism of the staff
of St Patrick’s College is central to determining Centre Determined Grades.
Students will be expected to have good attendance, to submit work, which is the best of their ability, to
adhere to school policy and meet internal deadlines for submission of work. Where the College or
individual teachers are put under improper pressure from a candidate to influence the decision‐making
on a grade this will be reported to the Awarding Organisation, who may investigate this as potential
malpractice.
Parents should support learners by ensuring good attendance, having awareness of school policy, and
ensuring their children adhere to internal deadlines for submission of work. Where the College or
individual teachers are put under improper pressure from a candidate or their parent/guardian to
influence the decision‐making on a grade this will be reported to the relevant Awarding Body, who may
investigate this as potential malpractice or maladministration.
Training, Support and Guidance
Teachers involved in determining grades must attend any centre‐based training provided. St Patrick’s
College will engage fully with all training and support that Awarding Organisations have provided,
including web‐based support and training. Further general and subject‐specific support and guidance
can be found on the following examination board websites:
www.ccea.org.uk
www.aqa.org.uk/
www.wjec.co.uk/
https://qualifications.pearson.com/en/campaigns/pearson‐covid‐19.html
The centre policy will be supported through training provided by CCEA to Senior Leaders through the
CIEA. Senior Leaders will disseminate this training to all teachers involved in producing Centre
Determined Grades. If relevant staff are unable to attend subject support meetings or training, they
must delegate to the most suitable alternative member of staff and ensure that the information is
shared at the earliest possible opportunity with all relevant staff. A Terrington should be notified if no
one from a department has been able to attend support meetings and he will consider how this is
addressed.
Appropriate Evidence
The generation of the Centre Determined Grades will be based on evidence which sufficiently samples
breadth and depth of knowledge, skills and understanding and which can be marked accurately and
consistently. When assessing the areas studied, teachers must consider how knowledge, skills and
understanding are usually assessed by the Awarding Organisation in each examination series and
ensure that where possible a similar balance of assessment objective weightings is applied. It will be
the Head of Department’s role to justify decisions to the Lead Assessor prior to final submission of
grades. St Patrick’s College will use the following candidate evidence in arriving at Centre Determined
Grades. Each subject indicates the key evidence that will be considered and evidence highlighted in
red will only be used if key evidence is not available.
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GCSE

GCSE

GCSE

Alternatives

Btec App
Science
AQA Applied
Business

AS

AS

January result

Coursework

Unit 2
Coursework

Unit 3
Coursework
Classwork/
portfolio

AS
Pearson
assessment
External
unit
Classwork/
portfolio

Alternatives
Pearson
assessment
Mock exam/
Class test

A2

A2

Coursework

Coursework

Unit 8
Coursework

Unit 5
Coursework

A2
January
result
External
Unit

Practical 1

Practical 2

Analysis

Alternatives
Pearson
assessment
Mock exam/
class test
Portfolio
work

Art and Design

Practical 1

Practical 2

Practical 3

Portfolio work

Portfolio

Biology

Mock exam

CCEA
Assessment 1

CCEA
Assessment
Practical

Class test A1,
Class test A3,
Classwork

CCEA
Assessment
Unit 1

CCEA
Assessment
Unit 3

Mock exam

Class test
A1/Class test
A3/Classwork

Mock exam

Class test
A1

CCEA
Assessment
Unit 1

Class test
A3/
classwork

Business and
Communication

Class test A1

Mock exam

Business studies

Class test A1

Mock exam

Mock exam

Class test
A3

CCEA
Assessment

Class test A1

Mock exam

Class test
A3

CCEA
Assessment

Class test
A1

Child
Development

Controlled
Assessment

Mock exam

Chemistry

Class test

Mock exam

Class test A1

Mock exam

Class test

CCEA
Assessment

Class test A3

Mock exam

Class test
A3

CCEA
Assessment

Class test
A1

Construction

Practical

Coursework

Mock exam/
classwork

Mock exam

Pearson
assessment

Coursework

Coursework

Coursework

CCEA
Assessment

Mock exam

Coursework

Coursework

CCEA
Assessment

Mock exam

Mock exam

Class test
A3

CCEA
Assessment

Assessed
homework

Mock exam

Pearson
assessment

Coursework

Coursework

Pearson
assessment

Y13 results

Class test
A3

CCEA
Assessment
CCEA
Assessment
CCEA
Assessment
CCEA
Assessment
CCEA
Assessment

Class test A3
Class test A3,
Y11 class test
Class test A1,
Class test A3

Double Award
Health and
Social Care
Double Award
Science

CCEA
Assessment
Unit 2 Physics

Drama

CCEA
Assessment

Digital
Technology
(both
specifications)

Mock exam

CCEA
Assessment
Unit 2 and 7
Chemistry
Scripted
performance

CCEA
Assessment
Unit 2 and 7
Biology

Mock
exam/Class
test

Monologue

Mock exam/
class test

Controlled
Assessment

CCEA
Assessment

Assessed
homework

Engineering
English Y13

CCEA
Assessment
Unit 1

CCEA
Assessment
Unit 4

Mock exam

Coursework

Class test/
classwork
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GCSE

English

CCEA
Assessment
Unit 1

GCSE

GCSE

Alternatives

Mock exam

Class test
A1

Coursework/
classwork

English lit

CCEA
Assessment

Class test

Class test A
3
CCEA
Assessment
CCEA
Assessment
CCEA
Assessment

Further Maths

Mock exam

Class test A3

Food and
Nutrition

Mock exam

Controlled
Assessment

French

Class test A1

Class test A3

Geography

CCEA
Assessment

Mock exam

Class test
A3

Gaeilge

Speaking

Controlled
Assessment

CCEA
Assessment

Classwork

AS

Alternatives

A2

A2

A2

Alternatives

Mock exam

Essays

CCEA
Assessment

Class essay

Coursework

Mock exam

CCEA
Assessment

Class test
A3

Mock exam

CCEA
Assessment

Classwork

Class test
A3

CCEA
Assessment

Class test A1

Mock exam

Class test
A3

CCEA
Assessment

Class test
A1

Mock exam

Coursework

Coursework

CCEA
Assessment

Class test

Mock exam 1

Mock exam
2

CCEA
Assessment

Class test
A3

CCEA
Assessment

Translation
(classwork)

Mock exam

Past paper

CCEA
Assessment

Translation
(classwork)

Mock exam

Class test
A3

CCEA
Assessment

Class test
A1

Performance

CCEA
Assessment
Listening

CCEA
Assessment
Written

Classwork/
Class test
A1/ Mock
exam

Class test A1/
class work
Mock exam
Class test A1/
2019 (Y11)
Track 2
Class test A3
Reading paper

Class test 1
Mock exam

CCEA
Assessment
Mock exam
2

Coursework

History

Mock exam

Irish (including
Y10)

Class test A3

Applied ICT

Coursework

Music

AS

Class test A1

Health + Social
Care

Learning for Life
and Work
Maths
(including Y 11
and 13)
Maths Y12
repeat

AS

Class test A3
CCEA
Assessment
Listening
January 20
Exam

CCEA
Assessment
CCEA
Assessment
Reading

Class test A1

Mock exam 1

Reading paper

Mock exam

Classwork

Coursework

Class test A1

Mock exam

CCEA
Assessment

Class test A3

Mock
(M2 ‐ Mock
2019)

Class test A3

CCEA
Assessment

Class test A1,
Y11 Mock
examination

External units

CCEA
Assessment

Classwork

Composition

CCEA
Assessment

Performance

Past paper

Performance/
mock exam

Coursework

Mock exam

Class test
A3

CCEA
Assessment

Performance

CCEA
Assessment
Listening

CCEA
Assessment
Written

Class test A1

Classwork/ A1
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GCSE

GCSE

GCSE

Alternatives

MVRUS

Mock exam

Controlled
Assessment

CCEA
Assessment

Classwork,
Class test A1,
Class test A3

Occ Studies
Construction

Coursework

AS

AS

AS

Alternatives

Performing Arts
CCEA
Assessment

Mock exam

Physics

Mock exam

CCEA
Assessment

Polish

AQA
Assessment

Product Design

Coursework

AQA
Assessment
Pearson
Assessment

Class test A1

Mock exam

Single Award
Science

CCEA Module

CCEA
Assessment
Unit 2 Biology

Spanish

Class test A1

Mock exam

Btec Sport
Software
Systems Design
Btec Travel +
Tourism

A2

A2

Alternatives

Mock exam

CCEA
Assessment

Class test
A3

CCEA
Assessment

Class test
A1/Mock
exam
second
paper

CCEA
Assessment

Class test
A1

Coursework

PE

Religious
Studies

A2

Practical
CCEA
Assessment
Practical
AQA
Assessment

Class test A1,
Class test A3,
classwork

Mock exam

WJEC
Assessment

Coursework

Class test A3

Class test A1,
Class test A3

Class test A1

Mock exam

CCEA
Assessment

Class test A3

Class test A1

Mock exam

CCEA
Assessment

Classwork

CCEA
Assessment

Class test
A1/Class test
A3

Classwork

Y11 Track 2

Classwork

CCEA
Assessment

CCEA
controlled
assessment/
Class test A3

CCEA
Assessment
Unit 2
Physics
CCEA
Assessment

Class test A1

Mock exam
paper 1

Mock exam
paper 2

Coursework

Pearson
assessment

Class test A1

Mock exam

Coursework

Pearson
assessment

Mock exam

Coursework

Mock
exam/Class
test A3/ Y11
class test
Class test A3

External exam

Mock exam

Pearson
assessment

Class test A1

Coursework
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It is the College’s expectation that a significant part of the evidence should be completed under high
control conditions. The College has a policy and procedures for the running of internal exams
(Appendix 8) and this should be referred to, to ensure that assessment is an accurate reflection of the
candidate’s ability at that time of assessment and to reduce opportunities for malpractice. Where
coursework is to be part of the evidence, it is essential that candidates and staff have followed the
Centre’s Policy for Internal Assessment (Appendix 1) and have signed the confirmation of authenticity
to confirm that the candidates have completed the work themselves. If there are any doubts about
authenticity because of a change in standard of work completed in school and at home, the assessor
must carry out an oral review to ensure that the candidate is familiar with the content of the work
they have produced. Where there is a conflict of interest, this must be declared in advance of any
assessment taking place. Staff should refer to the Conflict of Interest Policy and the relevant
mitigations put in place. The College has updated its policy on the handling of secure materials to
reflect the current situation and to reduce opportunities for malpractice and this should be referred to
in connection with this policy. Any evidence completed in low control conditions must be
authenticated and signed by the pupil. This will include coursework/ controlled assessments which are
completed outside of school. All processes outlined in the school Assessment or Examination Policy
should be adhered to.
St Patrick’s College will base all evidence on the relevant qualification specifications and on any guidance
received by the Awarding Organisations. St Patrick’s College is taking into account the information
provided by Awarding Organisations on unit omissions before the cancellation of examinations. St
Patrick’s College is also taking into account disruption that candidates have faced to their learning as a
result of COVID‐19 by ensuring only taught content is included in any assessments. Where a pupil has
missed out on more of their learning due to exceptional circumstances, further adaptations will be made
and this information recorded on SIMS as appropriate. Candidates will be made aware of the evidence
that will be used in determining their grades the week beginning 12th April when the information in the
table above will be shared through the College online learning systems.
Centre Determined Grades
St Patrick’s College will determine grades based on evidence that reflects the standard at which a
candidate is performing, i.e., their demonstrated knowledge, understanding and skills in regard to the
specification content they have covered.
To make accurate judgements, teachers must have a clear understanding of:


the range of skills, knowledge and understanding covered by the specification.



the assessment requirements and the structure of the specification.



the grade descriptions at key grades.



the level of demand of the qualification assessments; and



the weighting of each component/unit and the type of assessment.

Information on these aspects for each qualification will be drawn from:


the relevant qualification specification
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specimen assessment materials, assessment/coursework assessment tasks, and Chief
Examiner and Principal Moderator



further reports, which are available on the Awarding Organisation’s website at
www.ccea.org.uk

All teachers will submit relevant information on SIMS to support their decision and this will be reviewed
by the Head of Department/Subject Leader. All teachers are responsible for ensuring that all evidence
has been provided to the Exam Officer to be stored securely who will ensure that this is accessible to
support the CCEA Review of Evidence and Award process. It is important that decisions are justified
and recorded to show how the evidence was used to arrive at a fair and objective grade.
Internal Standardisation
As described in the College’s Internal Standardisation policy (Appendix 1), in subjects where there is
more than one teacher and/or class in the department, it is a requirement to carry out internal
standardisation. The purpose of internal standardisation is to provide teachers with confidence in the
grades they have assigned, to ensure fairness and objectivity of decisions, and to ensure consistency in
the application of assessment criteria and standards. This allows for any teachers’ differences to be
resolved. Internal standardisation should include cross‐checking of marking across the full range of
marks and include candidates from each class. The evidence should form the basis of discussions around
decisions made. As a result of the internal standardisation process, it may be necessary for a teacher or
the Head of Department to adjust the original decision:
1. to match the standards as established and understood in the guidance provided; and
2. to bring judgements into line with those of other teachers in the department.
In the context of internal standardisation, any necessary decisions will be made by the Head of
Department. They should complete the relevant proforma (Appendix 2), which will record any
adjustments and relevant information.
Head of Centre Moderation and Declaration
St Patrick’s College undertakes to have a consistent approach across departments/subjects. The VP
Curriculum and Senior Leader Assessment will carry out moderation, to include a review of marking and
the internal standardisation arrangements and will investigate whether decisions have been justified.
Grades will be awarded based on the spread of marks and the normal distribution of grades but these
will be reviewed during the discussion between the Lead Assessors and the Head of Department. Where
a department has an unusually high selection of marks, this will be considered and may result in a review
of the evidence used or remarking. A record of decisions will be retained. The Head of Centre will submit
a declaration on behalf of the College. This will include a confirmation that the Centre Determined
Grades for candidates are a true representation of their performance.
Access Arrangements and Special Consideration

Where candidates have agreed access arrangements or reasonable adjustments (for example a reader
or scribe), St Patrick’s College will make every effort to ensure that these arrangements are in place
when assessments are being taken. The Access Arrangements Policy states the procedures for the
awarding of reasonable adjustments to a pupil and the details of how this is managed in practice.
(Appendix 3)
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As public examinations have been cancelled, the normal application process to the awarding
organisation for special consideration will not apply this summer in the usual manner. However, where
illness or other personal circumstances, covered by the JCQ guidelines, might have affected the
candidate’s standard of performance, St Patrick’s College will take account of this when making
judgements and will ensure consistency in the application of special consideration by following the
guidance on pages 4–7 of the JCQ document ‘A guide to the special consideration process’, with effect
from 1 September 2020. This has led to the creation of a Special Consideration Policy specific to 2021
(Appendix 4) which will be overseen by the Special Consideration Panel which consists of the SENCo,
the VP Pastoral and the SLT Assessment.
Bias and Discrimination
St Patrick’s College will fulfil its duties and responsibilities concerning relevant equality and disability
requirements. J McGale and A Terrington will disseminate guidance from the CIEA training on potential
bias in judgements, including the challenges and solutions relevant to a holistic approach to assessing
the validity of assessment judgements. This will include information on:


sources of unfairness and bias (situations/contexts, difficulty, presentation and format,
language, conditions for assessment and marker pre‐conceptions).



minimising bias (how to minimise bias in questions and marking, and hidden forms of
bias).



bias in teacher assessments.

To avoid bias and discrimination, all staff involved in Centre Determined Grades will consider that:


unconscious bias can skew judgements.



the evidence should be valued for its own merit as an indication of performance and
attainment.



Centre Determined Grades should not be influenced by positive or challenging personal
circumstances, character, behaviour, appearance, socio‐economic background, or the
performance of candidates’ siblings.



unconscious bias is more likely to occur when quick opinions are formed; and having effective
internal standardisation will help to ensure that there is consideration
from different perspectives.

To help prevent the impact of bias on candidate outcomes, the following procedures will be adopted
for marking any CCEA Assessment resources.
1. Teachers will have agreed standards in advance of marking.
2. Papers will be allocated randomly and anonymously across all relevant teachers to ensure
there is no potential bias.
3. Teachers with a potential conflict of interest MUST declare this in advance and if permission is
given for them to continue marking, the EO/SLT must ensure that the relevant paper(s) are
allocated elsewhere.
4. Papers should be marked fairly in line with the agreed standards set in the department.
Marks should not be recorded as grades as this will not be agreed until the moderation
process is complete.
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Recording Decisions and Retention of Evidence and Data
It is fundamental that teachers and Heads of Department maintain records that show how Centre
Determined Grades have been produced and internally standardised, including the rationale for
decisions in relation to individual marks/grades. All results used to support the grade determined for
each candidate will be retained electronically on SIMS. The College will store hard copies of evidence
securely in the Strong room which can only be accessed by the Exam Officer and the Senior Leader
Assessment. It is essential that there are robust, accurate and secure records of decisions and retention
of evidence to comply with data protection legislation and in anticipation of centre moderation and the
Awarding Organisations’ Review of Evidence and Award processes and any potential appeals. When
requested, evidence will be uploaded to the relevant Awarding Organisation with relevant
documentation which will be generated from the data on SIMS. Copies of the Head of Department
Checklists and the Head of Centre Declaration will also be stored securely with the relevant evidence.
Evidence of moderation will be recorded in the Moderation Form (Appendix 2).
Students Who Are Taught at a Different Centre (Consortium)

Students who are being taught at a different centre from the one where the entry was made should be
included in the grading of the centre that made the entry. The centre making the entry should consult
with the teaching centre and compare evidence on student performance in both centres to determine
an agreed grade. The home centre, which is making the entry for the student, has final responsibility for
submitting a Centre Determined Grade. The centre making the entry will need to ensure they have
access to all available students’ evidence, as this may be requested of them to support the CCEA
sampling process.
Confidentiality
The College has established procedures for the storage and use of secure materials during the period
of assessment and all staff have signed an agreement to support these (Appendix 5). All relevant staff
also understand that they are not to disclose any candidates’ Centre Determined Grades in advance of
the official issue of results and to do so will risk a malpractice investigation.
Malpractice/Maladministration
St Patrick’s College will act ethically, to uphold the integrity of the qualifications system and to report
potential cases of malpractice or maladministration to the Awarding Organisation for investigation.
There may be instances where the College or individual teachers are put under improper pressure from
a candidate or their parent/guardian to influence the decision‐making on a grade. Any improper
pressure must be reported to the Awarding Organisation for investigation, who may investigate this as
potential malpractice or maladministration.
Other examples of potential malpractice include:
 deception.
 improper assistance to a candidate.
 failure to appropriately authenticate a candidate’s work.
 over‐direction of candidates in preparation for assessments.
 the centre submitting grades not supported by evidence or that they know to be inaccurate.
 centres entering candidate(s) who were not originally intending to cash in a grade in the
Summer 2021 series.
 failure to engage as requested with CCEA during the review stage of the process; and
 failure to keep appropriate records of decisions made and Centre Determined Grades.
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The consequences of malpractice or maladministration are as published in the JCQ guidance suspected
Malpractice: Policies and Procedures, which is available on the JCQ website, and include the risk of a
delay to candidates receiving their grades, up to and including removal of centre status. The College’s
Malpractice/ Maladministration Policies for staff and pupils are included in Appendix 6.
Private Candidates
For subjects where entries have been made for private candidates, the College will require candidates
to complete an appropriate adaptation of the Awarding Organisation’s assessment resource. The
candidate may provide other evidence but the main focus must be the formal assessment due to the
level of control.
Conflicts of Interest
To protect the integrity of assessments, staff must declare any potential conflicts of interest to the Head
of Centre. Instances when there may be a conflict include teaching and preparing members of their
family or close friends for qualifications that include internally assessed components. The Head of
Centre will take the appropriate actions to manage any potential conflicts of interest arising with College
staff in line with the College’s Conflict of Interest Policy. (Appendix 7)
Internal Appeals and Complaints Procedure Relating to Centre Determined Grades
A written internal appeals procedure is available to permit candidates recourse in relation to the
production of a Centre Determined Grade. The internal appeals procedure is available for staff,
candidates and parents the SIMS Parent/ Student App and in Appendix 8. It outlines the roles and
responsibilities for College staff and provides clarity on the various steps in the internal procedure. The
various steps of the internal appeals procedure are timebound and in line with Awarding Organisations’
requirements. Candidates will be updated at each stage and will be informed in writing of the outcomes
and recourse procedures. Due to the need for confidentiality in 2021, students will not be informed of
their coursework grades as normal and will instead be able to appeal after the release of results in
August. The internal complaints procedure permits candidates to challenge the College’s delivery or
administration of a qualification (including failure to follow their internal appeals procedure correctly).
The Awarding Organisations will produce their own appeals policy and procedures which will be added
to this policy in due course.
Requirements as a JCQ Registered Centre
St Patrick’s College has reviewed and amended, where necessary, all assessment and examination‐
related policies and procedures in line with the JCQ General Regulations for Approved Centres, 1
September 2020 to 31 August 2021 to ensure appropriateness for the unique context of Summer 2021
qualifications.
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Appendix 1: Policy for Effective Completion of Portfolios/ Coursework/ Controlled assessment
including Internal Verification and assessment
Rationale
Portfolio work, coursework and Controlled assessment encourage an integrated approach to teaching,
learning and assessment in St Patrick’s College but we must ensure these are carried out in a fair way
to ensure the needs both of pupils and of examination regulation are met. This policy is intended to
enable teachers in St Patrick’s College to authenticate and confirm that pupils have carried out the
assessment tasks set in accordance with awarding body specifications. Standardisation/ Internal
verification is a key part of the coursework management in St Patrick’s College. It ensures that the
standard of assessment remains consistent over time and that there is consistency and standardization
in the assessment decisions made by different assessors. This in turn ensures that learners are treated
fairly and equally in the assessment of their work.
Aim








To ensure efficient and effective organization and administration of portfolios, coursework and
controlled assessments.
To ensure effective standardisation/ internal verification of portfolios, coursework and
controlled assessments.
To effectively monitor and evaluate the procedures for portfolios/ coursework and controlled
assessments
To ensure that assessment methodology is valid, reliable and does not disadvantage or
advantage any group of learners or individuals
To ensure that the assessment procedure is open, fair and free from bias and to national
standards
To ensure that there is accurate and detailed recording of assessment decisions.
To ensure there is fair opportunity for resubmission of assessment as appropriate

Staff responsibilities
1. The Senior leadership team in St Patrick’s College:















Is accountable for the safe and secure conduct of controlled assessments and must ensure
assessments comply with JCQ guidelines and Awarding Organisations ’ subject‐specific
instructions.
Manage overall resource requirements for the academic year and must strive to resolve:
o clashes/problems over the timing or operation of controlled assessments;
o issues arising from the need for particular facilities (rooms, IT networks, time out of
school etc);
Create, publish and update an internal appeals and complaints policy for coursework/
controlled assessments.
Will appoint Head of Departments/ internal verifiers who are sufficiently qualified and
experienced to undertake the role
Provide training and/or support to enable Head of Department/ internal verifiers in St Patrick’s
College to complete their work effectively
Ensure that internal moderation is planned prior to a course commencing
Ensure that accurate internal moderation records are kept
Ensure time is arranged for internal moderation
Ensure assessment practices meet current BTEC assessment requirements and guidance
Develop assessment procedures that will minimise the opportunity for Malpractice
Share good assessment practice between all BTEC programme teams
Ensure that BTEC assessment methodology and the role of the assessor
are understood by all BTEC staff
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Oversee the assessment of LIVs who are assessing their own work

2. Heads of Department/subject coordinators/IVs in St Patrick’s College:





















Decide on the awarding body and specification for their subject.
Understand and comply with the general guidelines detailed within the JCQ publication
Instructions for conducting controlled assessments.
http://www.jcq.org.uk/exams‐office/controlled‐assessments/instructions‐for‐conducting‐
controlled‐assessments and relevant Pearson and OCN policies
Ensure that learners are provided with assignments that are fit for purpose, to enable them to
produce appropriate evidence for assessment
Produce a clear and accurate assessment plan at the start of the programme/academic year
Ensure that assessment decisions are impartial, valid and reliable
Not limit or ‘cap’ learner achievement if work is submitted late
Maintain a robust and rigorous internal verification procedure
Provide samples for standards verification as required by the awarding organisation
Monitor standards verification/external examination reports and undertake any remedial action
required
Provide resources to ensure that assessment can be performed accurately and appropriately
Maintain and store securely all assessment and internal verification records in accordance with
Pearson Approval Centre Agreement
Standardise internally the marking of all teachers involved in assessing an internally assessed
component.
Ensure that individual teachers fully understand their responsibilities with regard to controlled
assessment.
Obtain from the Exams Officer confidential materials/tasks set by Awarding Organisations in
sufficient time to prepare for the assessment(s) and ensure that such materials are stored securely
at all times.
Ensure that individual teachers fully understand the requirements of the awarding body's
specification, are familiar with the relevant teachers' notes and any other subject specific
instructions.
Where appropriate, develop new assessment tasks or adapt sample awarding body assessment
tasks to meet local circumstances, in line with the awarding body’s specification and control
requirements.
Where appropriate, Lead IVs for each subject will be registered using OSCA by the end of September
where possible. In the case of new subjects, this may be extended to allow familiarisation with new
content but must be completed by the Pearson Deadline.
Set up the Turnitin for teachers and pupils and monitor its use
Make decisions regarding resubmission opportunities in line with the Awarding Organisation’s
guidance. The Quality Nominee will carry out this role if LIV is acting as a sole assessor.
Resubmission will be allowed if:
1) The learner has met initial deadlines set in the assignment, or has met an agreed
deadline extension
2) The learner has correctly authenticated the evidence
3) The Assessor judges that the learner will be able to produce improved evidence
without further guidance
4) The Assessor has authenticated the evidence submitted for assessment

3. Teaching staff/assessors in St Patrick’s College should


Understand and comply with the JCQ guidelines
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Understand and comply with the awarding body’s specification for conducting controlled
assessments, including any subject‐specific instructions, teachers’ notes or additional information
on the awarding body’s website.
Supply to the Exams Officer details of all unit codes for controlled assessments.
Obtain from the Head of Department/subject coordinator confidential materials/tasks set by
Awarding Organisations in sufficient time to prepare for the assessment(s) and ensure that such
materials are stored securely at all times.
Supervise assessments (at the specified level of control) and implement appropriate Access
arrangements as advised by SENCo.
Undertake the tasks required under the regulations, only permitting assistance to candidates as
the specification allows.
Ensure that candidates and teachers sign authentication forms on completion of an assessment.
Mark internally assessed components using the mark scheme provided by the awarding body.
Assess learner’s evidence using only the published assessment and grading criteria
Maintain accurate and detailed records of assessment decisions
Share raw marks and estimated grades on SIMS following internal standardisation
Submit marks to the awarding body by the published deadline, keeping a record of the marks
awarded.
Retain candidates’ work securely until the completion of the course or return coursework to pupils
who leave the College during the course.
Post‐completion, retain candidates’ work securely until the closing date for enquiries about
results. In the event that an enquiry is submitted, retain candidates’ work securely until the
outcome of the enquiry and any subsequent appeal has been conveyed to the centre.
Support the storage and disposal of coursework after the end of the results period

4. Exams Officer in St Patrick’s College




Is responsible for receipt, safe storage and safe transmission of any secure materials
Should, in exceptional circumstances where coursework cannot be conducted in the classroom,
arrange suitable accommodation where controlled assessments can be carried out at the direction
of the Senior Leadership Team.
Should collect completed coursework for KS5 Applied Subjects and monitor where pupils are
struggling to complete their course

5. Special Educational Needs Coordinator/additional learning support in St Patrick’s College



Ensure access arrangements have been applied for.
Work with teaching staff to ensure requirements for support staff are met.

6. Pupils in St Patrick’s College must






Sign an authentication statement confirming that you have read and followed these regulations.
Ask their teacher if they do not understand what they are signing.
Carry out research independently and record clearly all sources of information in a clear way.
NOT copy others’ work and claim it as their own or allow others to copy their work.
When producing a piece of work, if using the same wording as a published source, reference where
it came from clearly. A reference from a printed book or journal should show the name of the
author, the year of publication and the page number, for example: Morrison, 2000, pg.29. For all
material taken from the internet, references should show the date when the material was
downloaded and must show the precise web page, not the search engine used to locate it. This can
be copied from the address line. For example: http://www.geocases2.co.uk/rural1.htm
downloaded 5 February 2018.
 Tell the teacher if they received any additional assistance
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 Describe in their own words how data was obtained and independently draw conclusions from the
data.
 Meet the deadlines
 Keep work secure and confidential
 Not write inappropriate, offensive or obscene material.
Penalties for breaking the regulations
If your work is submitted and it is discovered that you have broken the regulations, one of the
following penalties will be applied:





The piece of work will be awarded zero marks;
Disqualification from that unit for the examination series in question;
Disqualification from the whole subject for that examination series;
Disqualification from all subjects and barred from entering again for a period of time.

The awarding body will decide which penalty is appropriate. For further information, see the St
Patrick’s College’s Policy on Malpractice and the JCQ guidance at http://www.jcq.org.uk/exams‐
office/malpractice

Internal verification procedures
The purpose of St Patrick’s internal verification procedures is to:
 evaluate assessment practices and decisions
 ensure the validity of assessment decisions,
 ensure fairness of opportunity for all pupils
 ensure the standardization of assessment decisions, and
 identify good practice and areas for improvement
This is achieved by preparing an internal verification plan which includes a systematic approach to
sampling assessment activities and documentation across our provision and specifies how and when
assessor’s assessment practices and decisions will be reviewed.
At the start of the course, meeting time will be arranged with the Lead IV to develop an assessment plan
with associated standardisation/ internal verification plan which will include:
 The sampling of verifiable evidence, i.e. completed assessment records and related
documentation/products,
 The observation of assessment practices and
 A professional discussion with the tutor/s
The plan will specify the sampling strategy being used. The sampling strategy will take account of the
following variables to ensure it is representative.
 Method of delivery
 Assessors: number, experience, prior performance
 Learner groups
 Method of Assessment
 Learners: assessment performance, reasonable adjustments, borderline assessments
The verification plan will be issued to assessors and the dates of assessment, internal verification and
possible resubmission procedures agreed.

Appeals
Following assessment students will have the right to appeal assessment decision in line with the Internal
Appeals and Complaints policy. In 2021, this may be part of the external appeals policy.
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Reporting
The internal verifier will complete a written IV report for each cycle of activity. This report will identify
good practice, remedial action required, opportunities for making improvements. Where remedial
action is required the IV will agree actions for improvement with the tutor/assessor
The following records will be maintained:
 IV plan
 IV reports
 Resubmission paperwork as necessary
 Appeal/ complaints documentation (if applicable).
The Lead IV will be responsible for overseeing the IV process within the relevant course, monitoring
assessment decisions and IV reporting and liaising with SV as required. Where the Lead IV is an assessor,
the Quality Nominee will oversee their assessment process.
The Lead IV will also evaluate the processes and procedures of this policy as part of August results
analysis and will provide feedback to the Quality Nominee as required.
Further information can be found at
BTEC‐assessment‐and‐verification‐tools
BTEC‐Centre‐Guide‐to‐Lead‐Internal‐Verifier
This policy will be reviewed in September 2021 by the Quality Nominee following feedback from the
assessment process.
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Appendix 2: Moderation Form

St Patrick’s College
Moderation Form
This must be completed across all three pieces of evidence for each subject at each
qualification level. Moderation should cover a range of marks across all teachers.

Specification Title:
Assessment number (1,2,3)

Accepted level of tolerance
in this assessment

Candidate
Within
Action
Assessor’s Original Moderator’s
tolerance? required?
name/
Mark
mark
initials
Y/N
Y/N
number
1

Chief moderator

1

Specify
the
action
to be
taken

Date:

Action should be taken if an assessor is out of tolerance in three or more samples.
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Appendix 3: Access arrangements/ reasonable adjustments
Member of Staff

Role(s)

Mrs Brenda Mussen

Head of Centre

Mr Julian Mc Gale

Vice Principal‐ Curriculum

Mrs Joanne Young

Vice Principal – Pastoral
Specialist Assessor (Educational Testing and
Access Arrangements Certificate: EIRIM)

Mrs Anne Fegan

SENCo
Specialist Assessor (Educational Testing and
Access Arrangements Certificate: EIRIM)

Mr Andrew Terrington

Senior Teacher for Assessment
Specialist Assessor (Educational Testing and
Access Arrangements Certificate: EIRIM)

Mrs Carissa Prior

Administrative Officer for Examinations and
Assessments

Updated by:

Anne Fegan, June 2020

Governor Committee:
Policy due for review:

Full Governor Body, June 2021

This policy is reviewed annually to ensure compliance with current regulations.
Rationale
The purpose of Access Arrangements is to ensure that barriers to assessment are removed for children
with Special Educational Needs and Disabilities. The intention is to accommodate the particular needs
of an individual candidate, without compromising the integrity of the assessment. The Department of
Education, commenting on the Equality Act 2010, states that schools, in support of pupils with
disabilities, must “make reasonable adjustments to put them on a more level footing with pupils without
disabilities.” As well as impacting on classroom teaching, these arrangements need to be considered to
ensure effective assessment in internal and external examinations.
This policy is based on the principles outlined in the following documents:
 Disability Discrimination Act (DDA) 1995
 Northern Ireland Act, 1998 (Sect 75)
 Special Educational Needs and Disability Order (SENDO, 2005)
 Schedule to the Special Educational Needs and Disability (General Qualifications Body)
(Relevant Qualifications, Reasonable Steps and Physical Features) Regulations (“the 2008
Regulations)
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Joint Council for Qualifications: Adjustments for Candidates with disabilities and learning
difficulties, Access Arrangements and Reasonable Adjustments (2017)
Castiglione, L (2018). Accessing the need for access arrangements in examinations: a practical
guide. 5th edn. Worcestershire. Patoss.

What are Access Arrangements?
An Access Arrangement is an alteration to the way in which an assessment is administered or responded
to by a student. Such changes are often categorised as changes to: the setting, timing, scheduling,
presentation and method of responding2. The purpose of an Access Arrangement is to facilitate
participation from an individual who would otherwise have difficulty in demonstrating their own skills
and knowledge. They aim to allow candidates the opportunity to “show what they know and can do
without changing the demands of the assessment” (JCQ, 2018, p.3). Subjects and their methods of
assessment may vary, leading to different demands for candidates. The need for access arrangements
therefore needs to be considered on a subject‐by ‐subject basis. Candidates may not require the same
access arrangement in each examination subject, for example a candidate may require the use of a word
processor in an English, History or R.E paper due to the extended writing tasks included but they may
not find this same access arrangement helpful for their Maths paper.
Castigione (2018, p.25) defines access arrangements as “arrangements or adjustments that are made
before the examination, such as extra time or allowing the use of a scribe. They are based on need and
must reflect the candidate’s normal way of working in the centre. They must also meet the
requirements of the assessment. The candidate gains marks for skills he can carry out, so the
arrangement must not allow anyone else to do something which will gain marks for the candidate.”

Access skills and Target Skills
A guiding principle is that the access arrangement must not interfere with the assessment objectives or
target skills. The target skills or abilities are the items which the examination aims to measure. For
example, one of the most common access arrangements is that of providing pupils with a reader.
However, a reader would not be permitted in a language paper where the skill being assessed is reading
(but the candidate may use a computer reader). This would compromise the assessment objective. In
many examination papers, reading is not the assessment objective or target skill. It is instead the access
skill, i.e. the pupil is usually required to read and respond to information before fulfilling the assessment
objective (e.g. to demonstrate knowledge, understanding or evaluative skills etc). Therefore, the pupil,
in many cases, would be granted a reader as this enables them to access the assessment objectives.
JCQ note that “in most cases it will not be reasonable for adjustments to be made to assessment
objectives within a qualification. To do so would likely undermine the effectiveness of the qualification
in providing a reliable indication of the knowledge, skills and understanding of the candidate.”

In what circumstances may an Access Arrangement be put in place?
Equality legislation requires an awarding body to make reasonable adjustments where a candidate who
is disabled within the meaning of the Disability Discrimination Act3, would be at a substantial
2

Examples of Access Arrangements are included in Appendix one
Within the Equality Act as ‘disability’ is an “physical or mental impairment which has a substantial and long
term (more than 12 months) negative impact on the ability to carry out daily activities.”

3
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disadvantage in comparison to someone who is not disabled. The Special Education Needs and Disability
Order (SENDO, 2005, p. 16) notes that “a school shall take such steps as is reasonable to ensure that…
disabled pupils are not placed at a substantial disadvantage in comparison to pupils who are not
disabled.” JCQ note that candidates may require Access Arrangements in the following instances:
‐ A disability
‐ A medical condition
‐ An illness or unforeseen incident at the time of the Assessment
‐ Their first language is not English, Irish or Welsh
With regards to pupils with learning difficulties, only those pupils with difficulties which can be
described as substantial, that is, not minor or trivial and long term (more than 12 months) will qualify
for adjustments to the normal examination conditions. JCQ regulations state that both a history of need
and a history of provision are required to support an application for access arrangements.
An Access Arrangement may be implemented if one of the following sets of criteria are fulfilled:
1. A candidate has a Stage 5 Statement of Special Educational Needs and the SENCo can produce
evidence to show that the student’s difficulty is impacting on their learning. There must be evidence of
persistent difficulty i.e. more than 12 months. A letter from a relevant professional must be submitted
from the student’s parent/ guardian as evidence and this must be from a consultant and not from a GP.
The SENCo must be able to provide evidence which shows that the Access Arrangement reflects the
pupil’s normal way of working. A file note, on centre headed paper must be produced by the SENCo
along with a Data Protection Notice signed by the candidate and an application should then be made
through Access Arrangements Online.
2. The Candidate has been assessed by the school’s specialist assessor4 using an up to date, nationally
standardised test. The assessment has been carried out no earlier than the start of Year 10 and it
indicates that the candidate has a substantial and long‐term impairment as evident from a below
average standardised score (84 or below). Evidence must be included to indicate how this difficulty
impacts on the learner. There must also be evidence that the candidate has a persistent difficulty (i.e.
more than 12 months). The SENCo has supplemented their assessor’s report with a detailed picture of
need providing evidence that the use of an access arrangement reflects a pupil’s normal way of working.
A Form 8 must be completed along with a signed Data Protection Notice and an application must be
made through Access Arrangements Online.
Pupils with a temporary or a late diagnosis
In the case of late diagnosis of a disability, late manifestation of an impairment or a temporary injury or
impairment, evidence must be provided, in order to process a late application for an Access
Arrangement.
In keeping with JCQ guidelines the SENCo must lead in determining and implementing appropriate
access arrangements. The SENCo will also be one of the school’s specialist assessors. The Specialist
Assessors within the centre are defined as such when have completed a post‐graduate course at/or
equivalent to Level 7 relating to Specialist assessment. The school will also consider reports from the
School Psychologist and from Private Psychologists provided the criterion outlined below are fully met.
Private Psychologists
A privately commissioned assessment carried out without prior consultation with the centre cannot be
used to award access arrangements and cannot be used to process an application using Access
Arrangements Online (Joint Council for Qualifications, Access Arrangements and Reasonable
Adjustments, 2018, page 83). Castiglione (2018, p25) clarifies that “An independent assessor must be
4

The term ‘specialist assessor’ is defined in the next paragraph
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accepted as an assessor by the centre before the assessment takes place” and she further explains that
where an independent or external assessor is commissioned “the assessor’s role is to work with the
centre and to contribute to the required data by providing evidence of learning difficulties, not to make
a decision on access arrangements themselves; an important point for independent practitioners
approached directly by candidates or their parents” (Castiglione, 2018, p. 15).
How the Assessment process is administered?
A detailed history of need is collated through both Primary School Visits and Data Collection Forms
which are issued to parents. At the beginning of Year 8 all pupils are assessed in literacy and numeracy
to determine the level of support that is required for each student.
In Year 10 all students are assessed for Access Arrangements through a whole group screening exercise.
The need for access arrangements is determined through the standardised scores obtained alongside a
wider picture of students’ needs e.g. as gathered through such things as teacher feedback and a detailed
picture of the history of need including any examples of support which has been provided in the past.
Parents, along with the candidate, are consulted, and a decision is taken regarding an appropriate
Access Arrangement if applicable. Where possible, decisions are made jointly by two Specialist
Assessors to ensure clarity around the use of the arrangement.
The Specialist Assessors attends an annual update for his/her qualification to ensure compliance with
any changes to the JCQ regulations. A written process is in place to check qualifications of SEN assessors
and to ensure correct procedures are followed.
A Form 8 is completed and the candidate has a meeting with the Specialist Assessor to explain the
process. The Data Protection Notice is signed and Parents are notified regarding the Access
Arrangement which is in place for their child.
Teachers are informed about the Access Arrangements and are required to submit evidence of ‘Normal
way of working’ to the SENCo for inspection purposes.
Whether or not the arrangement is reasonable depends on:
‐ The needs of the disabled candidate/ learner.
‐ The effectiveness of the adjustment.
‐ The cost of the adjustment.
‐ The likely impact of the adjustment upon the candidate and other candidates.
An adjustment will not be approved if it:
‐ Involves unreasonable cost.
‐ Involves an unreasonable time‐frame.
‐ Affects the security and integrity of the Assessment.
‐ The Candidate refuses to use the Access Arrangement.
The existence of a medical or other diagnosis in itself does not imply that the student has special
educational needs or will require an access arrangement. It is the effects that matter, and the centre
must have evidence to show that a particular diagnosis has a long term (greater than one year),
substantial (more than trivial) and adverse effect on the pupil’s ability to access an assessment.
Castiglione (2018, p. 37) stresses this point with reference to the example of a student who has a
diagnosis of dyslexia: “Part of the problem is that there is also a public perception that anyone with a
diagnosis of dyslexia is entitled to 25% extra time in public examinations and that the professional who
carries out the assessment is the one who makes the decision. This is most emphatically not the case.
The decision to either grant or apply for access arrangements will always be made by the centre, guided
by both the centre staff’s own knowledge of the candidate’s needs and normal way of working and the
assessment paperwork produced by a suitably qualified assessor.” In summary it is not the diagnosis
but the effects of any diagnosis which must be explored when considering the need for access
arrangements.
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Word Processors
A word processor may be issued to a candidate when the specialist assessor has evidence to illustrate
that this will enable a pupil to overcome an assessment or learning barrier. It will not be issued because
it is the pupil’s preferred way of working.
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Appendix 3a: Examples of Access Arrangements
Note that the list is not exhaustive as “there may be candidates who suffer from particular disabilities
who may require other adjustments which are not listed in this document. Accordingly, the list of Access
Arrangements is not exhaustive.
1. Centre delegated arrangements5
Timing/ Scheduling
 Supervised rest breaks
 Prompter
Presentation
 Read aloud
 Reader/ computer reader
 Reading pen/ OCR (Optical Character Recognition) scanner
 Sign language interpreter/ communication professional for candidates using sign language
 Braille transcript
 Braillers
 CCTV
 Coloured naming by the invigilator for candidates who are colour blind
 Live Speaker
 Amplification equipment/ low vision aid or magnifier
 Bilingual dictionary (without extra time)
 Coloured overlays
 Coloured/ Enlarged paper
Response
 Word Processor (with the spell check turned off)
Setting
 Separate invigilation within the centre

2. Access Arrangements which require an application and evidence submitted through Access
Arrangements Online
Timing/ scheduling
 25% extra time
 Extra time of between 26%‐ 50%
 50% extra time
 Extra time of over 50%
 Alternative centre
Presentation
 Bilingual dictionary (with up to 10% extra time, GCSE only)

5
These are arrangements decided by the school on the basis of evidence such as: a history of need, standardised
scores and teacher evidence.
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Oral Language Modifier
Modified papers
Practical assistant

Response
 Scribe/ voice recognition/ text‐to‐speech software
 Scribe‐ word processor with the spelling and grammar check enabled/ predictive text enabled
Note that a scribe is not permitted in modern foreign language papers unless the candidate
dictates foreign words letter by letter (a scribe is permitted where answers are given in English).
The word processor and speech recognition software cannot be used in modern foreign language
specifications.
 Practical Assistant
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Appendix 3b
Evidence required in order to process an Access Arrangement

1. Demonstrate significant impact of difficulty‐ at least one standardised score of 84 or less in a
nationally standardised test e.g. Dyslexia Portfolio, SPaRCS, Woodcock Johnston IV, DASH etc
but not intelligence tests e.g. CATS, Allis etc

2. A Form 8; signed and hand dated with sections A, B and C completed. The Form 8 should be in
place by the beginning of year 11 and it carries through but must be reviewed and new
evidence submitted e.g. on entry to sixth form.

3. Evidence of how the difficulty is impacting on teaching and learning e.g. incomplete tests,
scores from tests with and without access arrangements, samples of pupil work from their
books.
4. Evidence of persistent difficulty, i.e. more than 12 months

5. Evidence of normal way of working‐ e.g. internal mock exam papers showing normal way of
working, test cover sheets, a PLP making reference to extra time, report comments, tests with
work completed during extra time in a different colour.
6. An approval sheet from Access Arrangements online or cover note from the SENCo explaining
a decision.

7. A signed data protection notice

1. A File note on centre headed paper outlining the nature of the difficulty the child has with
reference to their statement of needs.

2. A letter from a relevant professional‐ this must be from a consultant and not a GP.

3. Evidence of persistent difficulty, i.e. more than 12 months
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4. Evidence of how the difficulty is impacting on teaching and learning e.g. incomplete tests,
scores from tests with and without access arrangements, samples of pupil work from their
books.

5. Evidence of normal way of working‐ e.g. internal mock exam papers showing normal way of
working, test cover sheets, a PLP making reference to extra time, report comments, tests with
work completed during extra time in a different colour.
6. An approval sheet from Access Arrangements online or SENCo cover note explaining a
decision.

7. A signed data protection notice‐ signed and dated by the student
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Appendix 4: Special Consideration

Special Consideration Policy 2021 Arrangements
St Patrick’s College, Maghera
Aims and Objectives
As candidates in 2021 will not be sitting an external marked exam in June 2021, it is important that
teachers are supported in giving a fair grade which takes into consideration any challenges or
difficulties the candidate may have faced above and beyond those met by the majority of their peers.
It is therefore the purpose of this policy to ensure that decisions are taken to appropriately
compensate candidates for the specific difficulties that they have faced that cannot be compensated
for through adapted assessment frameworks. It is the aim of this policy to ensure that special
consideration is applied fairly, on the basis of evidence and in line with the JCQ policy.
It is important to note that the JCQ special consideration framework remains unchanged for Summer
2021. Any special consideration needs to take account of issues which may have impacted on the
candidate’s performance(s) at the time of taking relevant assessments rather than for long term or
ongoing issues unless there is a change at the time of assessment.
Special consideration is never applied due to lost teaching and learning time. Lost teaching and
learning is being addressed this summer via the assessment methods and the flexibility afforded to
the centre in the content that will be assessed and this will already have been planned for prior to
the marking of any assessments.
What is special consideration?
Special consideration is an adjustment made to a candidate’s mark after the assessment is completed.
Its purpose is to take into consideration temporary illness, temporary injury or some other event
outside of the candidate’s control at the time of the assessment. It is applied when the issue or event
has had, or is reasonably likely to have had, a material effect on a candidate’s ability to take an
assessment or demonstrate his or her normal level of attainment in an assessment.
Special consideration can go some way to assist a candidate affected by a potentially wide range of
difficulties, emotional or physical, which may influence performance in their qualification. It cannot
remove the difficulty faced by the candidate. This means that there will be some situations where
candidates should not be entered for a qualification. This is because only minor adjustments can be
made to the mark awarded. To make larger adjustments would jeopardize the standard of the
assessment.
All assessments measure what a candidate knows and can do. The overall grade(s) awarded must
reflect the level of attainment demonstrated in the examination(s). The grades awarded do not
necessarily reflect the candidate’s true level of ability if attainment has been considerably affected
over a long period of time. Where long term circumstances have prevented the candidate from
reaching the competence standards, it may not be possible to make an adjustment.

Which candidates will be eligible for special consideration?
Candidates will be eligible for special consideration if performance in an assessment, is materially
affected by adverse circumstances beyond their control. These include:


temporary illness or accident/injury at the time of the assessment;



bereavement at the time of the assessment (where whole groups are affected, normally
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only those most closely involved will be eligible);


domestic crisis arising at the time of the assessment;



serious disturbance during an examination, particularly where recorded material is being
used;



failure by the centre to implement previously approved access arrangements for that
specific assessment.

Candidates will NOT be eligible for special consideration if preparation for, or performance in the
assessment is affected by:


long term illness or other difficulties during the course affecting revision time, unless the
illness or circumstances manifest themselves at the time of the assessment;



bereavement occurring more than six months before the assessment, unless an anniversary
has been reached at the time of the assessment or there are on‐going implications such as
an inquest or court case;



domestic inconvenience, such as moving house, lack of facilities, at the time of the
assessment;



minor disturbance in the examination room caused by another candidate, such as
momentary bad behaviour or a mobile phone ringing;



the consequences of committing a crime, where formally charged or found guilty; (However,
a retrospective application for special consideration may be considered where the charge is
later dropped or the candidate is found not guilty.)



the consequences of taking alcohol or recreational drugs;



the consequences of disobeying the centre’s internal regulations;



quality of teaching, staff shortages, building work or lack of facilities;



misreading the instructions of the question paper and answering the wrong questions;



submitting no coursework or non‐examination assessment at all, unless coursework or non‐
examination assessment is scheduled for a restricted period of time, rather than during the
course;



missing all examinations and internally assessed components/units;



failure to cover the course because of joining the class part way through;



a disability or learning difficulties (diagnosed or undiagnosed) unless illness affects the
candidate at the time of the assessment or where the disability exacerbates what would
otherwise be a minor issue ‐ (difficulties over and above those that previously approved
access arrangements would have alleviated);
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Procedures for applying special consideration in the 2021 Series.
Special consideration will normally be given by applying an allowance of additional marks to each
component affected within a specification. The size of the allowance depends on the timing, nature
and extent of the illness or misfortune. The maximum allowance given will be 5% of the total raw
marks available in the component concerned.
Given the current circumstances, special consideration will be applied before the submission of grades
and this will need to be recorded on any evidence used for the candidate in question. This means the
decision to apply special consideration will need to be made within the College but to maintain a level
of fairness in this process it will be applied centrally by the Special Considerations Panel which will be
made up of the College’s Special Assessor Team supported where required by the Head of Centre and
Vice Principal Curriculum. In some circumstances, special consideration will apply only to certain
subjects and this will be made clear before final assessment takes place. In these cases, consideration
should be given to:


the severity of the circumstances;



the date of the assessment in relation to the circumstances; and



the nature of the assessment, e.g. whether written papers are affected as opposed to
coursework/non‐examination assessment, or whether a Practical Test or a Speaking
Test is involved.

Special consideration cannot be applied in a cumulative fashion. For example, because of a recent
trauma at the time of the examination and the candidate suffering from a viral illness.
Special consideration should only be applied for the most serious indisposition.
Candidates or their parents/carers should, in the first instance, discuss the application of special
consideration with the College concerned. Applications for special consideration must be made on a
case by case basis. Separate applications must be made for each learner. The only exception to this is
where a group of learners have been affected by a similar circumstance during an assessment, such as
a fire alarm.

The following are examples of circumstances which must apply at the time of the
assessment.
5%

This is the maximum allowance and will be reserved for the most exceptional
cases, such as:





terminal illness of the candidate;
terminal illness of a parent/carer;
death of a member of the immediate family within two months of
the examination;
very serious and disruptive crisis/incident at or near the time of
the examination.
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4%

Very serious problems such as:







life‐threatening illness of candidate or member of immediate family;
major surgery at or near the time of the examination;
severe disease;
very recent death of member of extended family;
severe or permanent bodily injury occurring at the time of the
examination;
serious crisis/incident at the time of the examination.

NB ‘Very recent’ is defined as within one month of the examination(s) taking place.
3%

A more common category (more cases will fall into this category), including:









recent traumatic experience such as death of a close friend or distant relative;
recent illness of a more serious nature;
flare‐up of a severe congenital/medical condition or a psychological condition;
broken limbs;
organ disease;
physical assault trauma before an examination;
recent crisis/incident;
witnessing a distressing event on the day of the examination involved.

NB ‘Recent’ is defined as up to four months prior to the examination(s) taking place.

2%

The most common category of allowance ‐ most cases will fall within this category:






illness at the time of the examination;
broken limb on the mend;
concussion;
effects of pregnancy (not pregnancy per se);
extreme distress on the day of an examination (not simply exam related
stress);



1%

Reserved for more minor problems:






noise during examination which is more than momentary;
illness of another candidate which leads to disruption in the examination room;
stress or anxiety for which medication has been prescribed;
hay fever on the day of an examination;
minor upset arising from administrative problems.

Where the request for special consideration fails to meet the criteria it will be rejected.
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Coursework/non‐examination assessment extensions
Where an individual candidate meets the published criteria for special consideration, i.e. a
temporary illness, temporary injury or other indisposition prior to the submission of their work, it
may be possible to allow a short extension to the deadline. An extension of no more than ten days
to the deadline for the submission of work may enable the candidate to complete his/her work.
Late applications
After the publication of results, late applications will only be accepted in the most exceptional
circumstances and must be submitted before the deadline for reviews of results for the respective
examination series. A member of the senior leadership team must produce evidence to support a
late application.
Examples of the Special Consideration Policy in practice
A student’s parent sadly died six weeks before they were due to sit their mock GCSE History paper.
The paper had a total possible raw mark of 100, and the student scored 60/100 in the paper. As per
JCQ guidance, this circumstance would attract the maximum allowance of 5%, which will be calculated
on the total raw marks available, i.e. 5% of the 100 = 5. The student’s new mark will therefore be
65/100.
Example 2
A student broke their non‐writing arm the day before a class assessment was due to take place. The
student took the assessment but was in obvious discomfort throughout. The assessment had a total of
50 marks available, and the student scored 35/50.
As per JCQ guidance, this circumstance would attract an allowance of 3%, which will be calculated on
the total raw marks available, i.e. 3% of 50 = 1.5, which is rounded up to 2 raw marks. The student’s
new mark will therefore be 37/50.
Special consideration should not be applied retrospectively if the centre has made some adjustment
at the time of the mock examination/assessment, for example by giving the candidate 25% extra time
to complete their assessment.
Example 3
A student’s grandmother was admitted into hospital with a serious condition the night before the
student’s assessment. The student was very upset and worried. The assessment had a total possible
raw mark of 60. The student scored 45/60 in the examination.
As per JCQ guidance, this circumstance would attract an allowance of 3%, which would be calculated
on the total raw marks available, i.e. 3% of 60 = 1.8. The student’s new mark will therefore be 47/60
(after rounding).
Example 4
A student suffered from severe hay fever on the day of their assessment. The assessment had a total
possible raw mark of 80. The student scored 55/80 in the examination.
As per JCQ guidance, this circumstance would attract an allowance of 1%, which would be calculated
on the total raw marks available, i.e. 1% of 80 = 0.8. The student’s new mark will therefore be 56/80
(after rounding).
A student with a statement of SEN has not been in school because of health vulnerabilities including
a compromised immune system. They have engaged with all their teachers and have completed
their work. However, in school the student is entitled to one‐to‐one support and given the current
circumstances, it has not been possible to provide this. There is evidence that this has impacted on
the student’s attainment in assessments. Can special consideration be used here?
Special consideration may be used where access arrangements that reflect a student’s normal way
of working have not been provided for any reason. As per JCQ guidance, this circumstance would
attract an allowance of 2%, which would be calculated on the total raw marks available for each
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assessment where the access arrangement could not be provided. No other adjustment should be
made.
One of our classes has missed a lot of teaching and learning because their teacher has been absent
due to COVID‐19. Can we apply special consideration to the assessments carried out by this class?
No – in accordance with the JCQ arrangements, a special consideration allowance cannot be applied
or considered for lost teaching and learning due to COVID‐19. In any year, the JCQ guidance states
that candidates will not be eligible for special consideration due to ‘the failure of the centre to
prepare candidates properly for the examination for whatever reason’ (page 5, para 2.3.8) and ‘the
quality of teaching, staff shortages or lack of facilities’ (page 5, para 2.3.9). Lost teaching and
learning due to COVID‐19 is managed through the omission of a component for each subject taken
and the subsequent flexibility in assessments chosen by the centre to inform their academic
judgements.

34
April 2021

Appendix 5

Management of Secure Assessment Materials
2021
St Patrick’s College, Maghera
The purpose of the procedures included here is to protect the professional integrity of
College Staff. The College recognises that all staff work to the highest professional
standards, but that this is not always enough to prevent accusations of inappropriate
actions and the procedures below are in place to mitigate against this.
Delivery:
1. Delivery of confidential material will be through Awarding Organisations secure
website.
2. On arrival, one named copy of all relevant resources will be printed and named for
each subject teacher and these will be placed in the lockers in Rm33 and email sent
out.
3. The Head of Department will collect the key for the locker from Mr C Prior and sign for
it. To sign it out, they will be signing off on the malpractice statement and the Conflict
of Interest statement if appropriate and agreeing to keep the key safe.
4. Relevant staff members will be able to collect their copy of the resources by collecting
the key from the HoD or from Mr C Prior. The key can only be shared when named
staff have signed the Receipt of Secure Materials statement and the Conflict of Interest
Statement if appropriate. The forms should be returned to the Examinations Officer
(EO) who will let Mr C Prior and the relevant Head(s) of Department know that this has
been done.
5. At the end of the day teachers should return their copy to the locker.
Production of assessment resources
1. The agreed final resource will be given to the EO in a plain folder with the assessment
copying form completed and an appropriately adapted cover page which can be found
in Staff/ 4. Assessment_Exams/CDG.
2. Materials will be brought to be photocopied when the technician is ready. These will
be organised and banded in bundles of 20 to make checks easier. Once finished,
these will be returned to the strong room and stored in line with the planned
assessment date.
3. It is advisable that photocopies are second checked before storage to ensure that
there are no errors with copying (this may be done by a subject specialist or by a
second admin support)
Removing question papers from secure storage:
1. The EO and SLT will check day, date, time, subject, unit/component, and tier of exam
papers being removed for upcoming assessment and separate these into correct
numbers for each room.
2. Assessments will be taken directly to the designated classroom and the
teacher/invigilator will check that all relevant papers are available for the room.
3. When papers are required for locations other than the main classrooms these will be
taken immediately to the designated location in an envelope with relevant details on
the cover. At most 5 alternative venues will be needed, one of which should be a
computer room. The master TT for both KS5 and KS4 (Date and time of assessments)
must be complete by 14th April and then the detailed by 21st April.
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4. Assessments will never be left unattended.
Returning Papers after the exam:
1. Papers will be collected and reordered into internal candidate number.
2. Papers from other locations will be returned to the relevant classroom in the pupil’s
envelope.
3. EO/ SLT will check all papers have been returned and pack papers in relevant groups.
4. Packed exam papers will be returned to the strong room until the teacher comes to
sign these out.
Marking
5. Papers will be collected from the EO/SLT and on sign out, the papers will be counted
out to ensure that all papers are present and this will be confirmed by teacher/HoD
before being placed in a suitable folder
6. Teachers will have agreed standards in advance of marking.
7. Papers will be allocated randomly and anonymously across all relevant teachers to
ensure there is no potential bias.
8. Teachers with a potential conflict of interest MUST declare this in advance and if
permission is given for them to continue marking, the EO/SLT must ensure that the
relevant paper(s) are allocated elsewhere.
9. The College recognises that teachers may need to bring papers off College premises
for marking, but teachers must be careful that all efforts are in place to keep these
secure. It is important that these are kept together in the folder during transport.
During marking, no other unconnected paper should be in the room to ensure there is
no risk of assessments being mixed up with other work.
10. If possible, papers should be kept in a secure place at home to ensure no other
occupants can damage or misplace them.
11. A count should be made before returning papers to school to ensure all are present.
12. Papers should be marked fairly in line with the agreed standards set in the department.
Marks should not be recorded as grades as this will not be agreed until the
moderation process is complete.
13. Teachers can keep papers until moderation is complete, but they must be kept
securely.
Moderation
1. All subjects MUST be moderated by a subject specialist before the meeting with the
Lead Assessors.
2. As a first step, a selection of papers should be second marked (green pen marked) to
ensure that there is agreement on the standards being applied. Where possible, a
teacher with responsibility for moderation and for marking would be advised to share
out any marking they have to allow them to focus on moderation.
3. Final moderation should review all teachers across a range of marks. This should be
an assessment across the evidence and not just from one piece. (eg: If there are 5
teachers and 100 papers, 4 teachers should mark 25 and the moderator should
moderate a sample for each teacher covering all grades)
4. Final percentages should be submitted on SIMS.
5. Once finalised, papers should be sorted into grade groups A*/A/B/C*/C etc with any
other relevant data such as special consideration evidence. Another count should be
completed to ensure that SIMs data matches evidence.
6. Sorted papers should be returned to the strong room where they will be available for
submission to Awarding Body if requested.
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Receipt of Secure Materials Form
St Patrick’s College, Maghera
To ensure the College cannot be accused of any possible malpractice and to protect teachers
from any accusations, before accessing confidential materials, teachers must read and agree the
statements below and sign to acknowledge they have read these. This form will be kept by the
Exam Officer who will inform Mr C Prior and the relevant Head(s) of Department that
materials can be accessed.
I agree and understand that:
One copy of each resource will be made for each relevant teacher. These will be named and
stored in the lockers in Rm 33. The key to my subject locker will be available from the Subject
Lead or Mr C Prior after the signing of this agreement. The key must be returned promptly
after use.
All assessment materials will be kept securely throughout the assessment period. They should
not be removed from the College at any time. Materials can be removed from the locker and
taken to a suitable classroom but they should not be left unattended and should not be left open
where pupils can see them.
All assessment materials will be returned to the lockers at the end of each school day.
(Markschemes may be removed from the College only after assessments have been completed
and during the marking window.)
No additional copies of assessment materials will be made and I will only access the materials
assigned to me.
If there are any concerns about the security of assessment materials, the SLT Assessment
MUST be notified immediately.
No inappropriate assistance will be given to any pupil for any reason and I am aware that this
will constitute malpractice. Any revision materials must be agreed at a departmental level to
ensure a consistent message across the subject.
Once assessments are completed, I will mark in a secure environment (which may be away
from the College) to ensure the security of all pupils’ work.
I have read the Conflict of Interest Policy and have taken any necessary action. Any member of staff
who may have a POTENTIAL conflict of interest when accessing resources (even if they do not actually
teach the student concerned) must have completed the Conflict of Interest form stating any
mitigations that will be applied within the department. This MUST be returned to the SLT Assessment
with this form.
Having read the above statements, I accept that I am responsible for the security of any materials
assigned to me. During this period this will include the secure materials received from the Awarding
Organisations, copies of final agreed assessments and any completed pupil assessments.

Signed: _____________________________

Date:____________________

Received by EO: ______________________

Date:_____________________
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Appendix 6a: Candidate Malpractice
Rationale
Irrespective of the underlying cause or the people involved, all allegations of malpractice in relation to
examinations and assessment need to be investigated. It is important that every effort is in place to
minimise the risk of malpractice. This is to protect the integrity of the qualification and to be fair to
the centre and all candidates.
All cases of malpractice in public examinations must be investigated promptly in line with JCQ’s
guidance and, where proven, suitable sanctions are in place.
http://www.jcq.org.uk/exams‐office/malpractice
This policy details the procedures for investigating and determining disputes and allegations of
malpractice both internally and in public examinations.
Malpractice and avoiding plagiarism will be dealt with during induction and at at least two assemblies
during the year.
Examples of Malpractice
Attempted or actual malpractice activity will not be tolerated. The following are examples of
malpractice by candidates. This list is not exhaustive.
 Plagiarism: the copying and passing off as the candidate’s own work the whole or part of
another person’s work
 Collusion: working collaboratively with other learners to produce work which is submitted as
the candidate’s only
 Failing to abide by the instructions of an assessor: this may refer to the use of resources which
the candidates have specifically been told not to use
 The alteration of any results document
 Being in possession of a mobile phone or other web enabled device in an exam hall
 Bringing in any other materials to an exam room which are not allowed
 Creating a disruption in the exam hall
 Leaving the examination room without permission
 Passing notes or papers or accepting notes or papers from another candidate
If a member of staff suspects a candidate of malpractice the candidate will be informed and the
allegation will be explained. The candidate will have the opportunity to give their side of the story
before any final decision is made. If found guilty of malpractice following an investigation, other work
may be reviewed and these could also be rejected if similar concerns are identified.
If malpractice is identified in internally marked work and the candidate has not signed an
authentication form, there may be an opportunity to repeat the work. Should the candidate be found
guilty of malpractice after having signed the authentication form then the matter is no longer
subject to internal school discipline and must be reported to the relevant Awarding Body.
If the candidate is found guilty of malpractice, the Awarding Body will be informed and it t is unlikely
that the candidate will have the opportunity to repeat the examination
The responsibility for the investigation of allegations of malpractice in public exams is delegated by
the Head of Centre to a Senior Teacher (unless that person is directly connected to the department
involved in the suspected malpractice, in which case a Vice Principal will take on the role of
investigator). He/she will ensure the initial investigation is carried out within 10 working days. The
investigation will involve establishing the full facts and circumstances of any alleged malpractice. It
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should not be assumed that because an allegation has been made, it is true. Where appropriate, the
candidate(s) concerned and any potential witnesses will be interviewed and their version of events
recorded on paper.

The Candidate will be:









Informed of the allegation made against her/him
Informed what evidence there is to support the allegation
Informed of the possible consequence, should malpractice be proven
Given the opportunity to consider their response to the allegations
Given the opportunity to submit a written statement
Given the opportunity to seek advice (as necessary) and to provide a supplementary
statement (if required)
Informed of the applicable appeals procedure, should a decision be made against her/him
Informed of the possibility that information relating to a serious case of malpractice will be
shared with the relevant awarding body and may be shared with other Awarding
Organisations

Appeals
In the event that a malpractice decision is made, which the candidate feels is unfair; the candidate has
the right to appeal in line with the Appeals Policy
Further information can be found at:
Plagiarism‐Factsheet
Malpractice and plagiarism: Additional guidance
Penalties for breaking the regulations
If your work is submitted and it is discovered that you have broken the regulations, one of the
following penalties will be applied:


The piece of work will be awarded zero marks;



Disqualification from that unit for the examination series in question;



Disqualification from the whole subject for that examination series;



Disqualification from all subjects and barred from entering again for a period of time.

The awarding body will decide which penalty is appropriate. For further information, see the College’s
Policy on Malpractice and the JCQ guidance at http://www.jcq.org.uk/exams‐office/malpractice
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Suspected Malpractice

Does it involve work for or is it during
public examinations?

Has the candidate
signed the
authentication form
No

Yes

Teacher records incident
on SIMs as Malpractice
(non-drop down code) and
gives a description of
incident

Incident reported to
Senior Teacher
Assessment who
investigates in line with
JCQ procedures


Principal
kept informed

HOY runs SIMs report
and investigates. HOY
informs VP Pastoral who
will agree course of
action:
e.g.:
st
1 offence VP refers
incident to Principal for
Internal Suspension.
2nd offence VP refers
incident to Principal for
External Suspension

This will be reviewed in June 2021
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Appendix 6b: Staff Malpractice or Maladministration
Rationale
Irrespective of the underlying cause or the people involved, all allegations of malpractice or
maladministration in relation to examinations and assessment need to be investigated. It is important
that every effort is in place to minimise the risk of malpractice. This is to protect the integrity of the
qualification and to be fair to the centre and all candidates.
All cases of malpractice in public examinations must be investigated promptly in line with JCQ’s
guidance and, where proven, suitable sanctions are in place.
http://www.jcq.org.uk/exams‐office/malpractice
This document details the procedures for investigating and determining allegations of malpractice or
maladministration both internally and in public examinations
All staff will be informed of this policy at induction by the Lead IV or by the Quality Nominee.
Examples of Malpractice or Maladministration
Attempted or actual malpractice activity will not be tolerated. The following are possible examples of
malpractice or maladministration by staff. This list is not exhaustive:
 Tampering with candidates’ work prior to external moderation/verification
 Assisting candidates with the production of work outside of the awarding body guidance
 Fabricating assessment and/or internal verification records or authentication statements
 Assisting candidates with exam questions outside of the awarding body guidance
 Allowing candidates to talk, use a mobile phone or other banned electronic equipment or go
to the toilet unsupervised
 Tampering with scripts prior to external marking taking place
 Maladministration of timings of external exams
Staff Malpractice/ maladministration Procedure
Investigations of allegations will be personally supervised by the Head of Centre; if necessary the
responsibility may be delegated to another member of staff who has no connection to the department
involved in the suspected malpractice. The Head of Centre will inform the staff member of the
allegation made against them, of the procedures to be followed and of the rights. He/she will ensure
the initial investigation is carried out within 10 working days. The investigation will involve establishing
the full facts and circumstances of any alleged malpractice. It should not be assumed that because an
allegation has been made, it is true. Where appropriate, the staff member concerned and any
potential witnesses will be interviewed and their version of events recorded on paper.
The member of staff will be:
 Informed of the allegation made against her/him
 Informed what evidence there is to support the allegation
 Informed of the possible consequence, should malpractice be proven
 Given the opportunity to consider their response to the allegations
 Given the opportunity to submit a written statement
 Given the opportunity to seek advice (as necessary) and to provide a supplementary
statement (if required)
 Informed of the applicable appeals procedure, should a decision be made against her/him
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Informed of the possibility that information relating to a serious case of malpractice will be
shared with the relevant awarding body and may be shared with other Awarding
Organisations

If work is submitted for moderation/verification or for marking, which is not the candidate’s own
work, the awarding body may not be able to give that candidate a result.
Investigations will follow JCQ procedures as laid down in the JCQ “Suspected Malpractice in
Examinations and Assessment. Policies and Procedures” document for the relevant examination
series. Once the investigation is concluded the head of centre must send a full written report to the
relevant awarding body using Form JCQ/M1 as stipulated in the JCQ document
Staff Malpractice Sanctions
When a member of staff is found guilty of malpractice St Patrick’s or the Awarding body may impose
the following sanctions:
1.
Written warning: issue the member of staff with a written warning stating that if the offence
is repeated within a set period of time, further specified sanctions will apply
2.
Training: require the member of staff as a condition of future involvement in both internal
and external assessments to undertake specific training or mentoring within a particular
period of time, including a review process at the ends of the training
3.
Special conditions: impose special conditions on the future involvement in assessments by the
member of staff
4.
Suspension: bar the member of staff from all involvement in the administration of
assessments for a set period of time
5.
Dismissal: should the degree of malpractice be deemed gross professional misconduct, the
member of staff could face dismissal from her/his post
Appeals
The member of staff may appeal against sanctions imposed on them. Appeals will be conducted in line
with St Patrick’s Appeals Policy
This policy will be reviewed in June 2021
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Appendix 7
Conflicts of Interest Policy (External qualifications)
Aims and purpose of the policy
The purpose of this policy is to provide guidance to staff and any other relevant individuals on handling
possible conflicts of interest that may arise as a result of their roles as teachers, invigilators, and
external qualification administrators. This policy applies to all staff or other individuals whenever they
interact or potentially interact with all aspects of devising, setting, marking, administering, invigilating,
internally verifying or any other activity connected with the assessment of candidates for external
qualifications.
This policy:
1.
defines what is meant by conflict of interest in these circumstances
2.
describes the role of conflict of interest in the context of assessment
3.
sets out which conflicts can be managed and how they should be managed, and those which
are considered unmanageable and therefore cannot be allowed.
4.
illustrates potential conflict of interest situations, some of which are not obvious
The most important feature of the policy is the instruction that individuals should always disclose an
activity if there is any doubt about whether it represents a conflict of interest. The first step in avoiding
any accusations of inappropriate influencing an external qualification outcome is by declaring any
possible conflicts of interest in advance. This is not an issue of mistrust, but of protecting the
individuals involved and to ensure there are no questions around the integrity of the assessment for
the candidate concerned.
Disclosures should be made as soon as potential or actual conflict of interest is discovered. This should
be done in writing before an activity is carried out. This policy describes the procedures that should be
followed and how to handle potential conflicts of interest.
The content of the policy cannot cover every potential conflict and must be interpreted in the light of
the particular circumstances of each conflict.

What is a Conflict of Interest?
A simple definition of conflict of interest is a situation in which an individual or organisation has
competing interests or loyalties. Conflicts of interest can arise in a variety of circumstances, for example:



An individual whose personal interests conflict with his/her professional position
An individual scheduled to assess, invigilate or internally verify the work of friends or relatives

Roles, Responsibilities and Associated Procedures to be followed in the Event of an Actual or
Perceived of Interest


All relevant staff have a responsibility to be aware of potential conflicts of interest. It is
possible that staff working in any assessment for external qualifications might encounter
potential conflicts of interest from time to time.



Such situations must be carefully managed to ensure that any conflict of interest does not
detrimentally impact on standards of, or public confidence in the College’s external
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qualification procedures.


Staff can find themselves in potential conflicts of interest situations because they are not clear
what the correct, auditable processes and procedures are.



As and when the situation arises, teachers must notify the College of any students where a
potential conflict of interest may occur in the preparation of assessments, conduct of assessment
or moderation of assessment for external qualifications. Conflicts of interest may include family
members, other relatives or close friends.



Invigilators and support staff must notify the College of any students that are at the College
who are family members, other relatives or close friends.



Where there is a potential conflict of interest for an individual, the individual and line manager
must document this carefully, together with those activities that must be avoided to prevent
the College being brought into disrepute.



If a teacher is expected to assess coursework, portfolios, Controlled Assessments or other Centre
Assessed work which is to support an external qualification grade, this should be declared to SLT
Assessment will brief the Head of Centre to decide if further actions are needed. The teacher with
the potential conflict of interest should not be the assessor of this work but should submit this to
another qualified teacher within the department. If this is not possible, this work should be
selected for either internal or external moderation as appropriate to ensure there is no suspicion of
bias in the assessment for the external qualification. In either case, the College would encourage a
blind marking policy with the use of candidate numbers to ensure that unconscious bias is avoided.



If a teacher has access to secure materials in advance of an assessment for an external qualification
and faces a potential conflict of interest, they would be advised to withdraw from accessing the
materials. If this is not possible, due to their role or their knowledge of needs of other pupils, they
must sign the declaration of conflict of interest form confirming they will not provide any
assistance to any pupil other than that which is allowed in the specification. This should be
signed by both the individual and the line manager and brought to the attention of the SLT
Assessment who will retain these for audit purposes and during the appeals process. Where
necessary, if the conflict of interest cannot be resolved, any pupil’s work identified as a
potential conflict of interest must be moderated to ensure that there is no evidence of
inappropriate assistance.

The above statements cover only some examples of conflicts or potential conflicts of interest and are
intended to be helpful to staff in making decisions that relate to potential conflict of interest situations
in their work.
Any concerns that any individual feels are urgent should be communicated immediately to the SLT
Assessment and may be done so in confidence. It is an individual’s right to raise concerns relating the
conflict of interest directly with SLT Assessment and to receive a response to their concerns.
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Appendix 7b: Conflict of Interest Form

Conflict of Interest Form
St Patrick’s College, Maghera
This form should be used to record any potential conflict of interest. Please consult the Centre
Policy for Conflict of Interest
Conflict of Interest
Teacher/ assessor/ moderator name:
Candidate name:
Relationship between candidate and teacher/ assessor / moderator:
Subject/ specification and qualification level:

Considering the Conflict of Interest Policy, in discussion with your line manager and/or the
SLT Assessment plan how you will manage the potential conflict of interest –




Consider if you can withdraw from assessment/ moderation/ accessing secure
materials
Consider if another professional is available to fulfil your role and who that will be
Consider what other mitigations may be required to ensure you and the candidate are
safe from accusations of malpractice. It will be essential that work is independently
moderated if it cannot be marked by another professional.

These considerations should not be viewed as exhaustive but are merely suggestions as
to how a member of staff should plan to ensure there are no possible accusations of bias.

Teacher/assessor/ moderator’s signature:

Date:

__________________________________________ ____________
Head of Department’s signature:

Date:

__________________________________________ ____________
SLT Assessment:

Date:

________________________________________

____________
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Appendix 8: ST PATRICK’S INTERNAL AND ASSESSMENT APPEALS AND COMPLAINTS POLICY
Arrangements for internal and assessment appeals about assessment decisions or complaints about
the assessment process.
This policy is written in accordance with JCQ and Awarding Body guidelines.
Aims:
 To enable the candidate to enquire, question, complain about or appeal against an
assessment decision or the assessment process
 To attempt to reach agreement between the candidate and the assessor at the earliest
opportunity
 To standardise and record any appeal/ complaint and to ensure openness and fairness
 To facilitate a candidate’s ultimate right of appeal/ complaint to the awarding body, where
appropriate
 To protect the interests of all candidates and the integrity of the qualification
In order to do this the Centre will:
 Inform the candidate at induction of the Appeals and Complaints Policy and procedure
 Record, track and validate any appeal or complaint
 Take appropriate action to try and resolve learner concerns
 Forward the appeal/ complaint to the awarding body when the candidate considers that a
decision continues to disadvantage him/her after the internal appeals process has been
exhausted
 Keep appeals/ complaints records for inspection by the awarding body for a minimum of 18
months and then store in line with the Disposal of Records Schedule.
 Have a staged appeals and complaints procedure
 Take appropriate action to protect the interests of other candidates and the integrity of the
qualification, when the outcome of an appeal questions the validity of other results
 Monitor appeals and complaints to inform quality improvement
Responsibilities
Each awarding body publishes its arrangements for appeals against its decisions. In addition, an
appeal/ complaint can be made to the school concerning internal assessment.
The Candidate is responsible for initiating the appeals procedure via a written statement from the
parent/carer to a member of the College Senior Leadership stating the details of the complaint and
the reasons for the appeal. Appeals should normally be made by 30th April for examinations in the
June series.
The Assessor/teacher(s) is responsible for providing clear achievement feedback to candidates. If
assessment decisions are questioned, the assessor will be given a copy of the appeal. The assessor
must respond in writing within 5 working days of receiving the complaint.
The Vice Principal – Curriculum is responsible for judging whether assessment decisions/ processes
are valid, fair and unbiased.
The Head of Centre is responsible for submitting an appeal in writing to the awarding body if the
candidate remains dissatisfied with the centre’s internal appeals/ complaints procedures.
Appeals/ Complaints Procedures
Candidate induction should inform the candidate of the appeals/ complaints procedure
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Stage 1 – Informal: Candidate consults with assessor/teacher within 5 working days following
receipt of the mark. If unresolved then the issues are documented before moving to stage 2.
The following stages are normally required only when all other mechanisms within the
centre (for example discussion between candidate/parent/carer and Head of Centre) have
failed to resolve the matter. It is expected that they will be used only in exceptional
circumstances
Stage 2 – Review: Review of assessment decisions/ processes by Vice Principal ‐ Curriculum.
Candidate notified in writing of findings and agrees or disagrees, in writing, with outcome,
within 5 working days. If unresolved move to stage 3.
Stage 3 – Hearing: The candidate will be given at least 5 working days’ notice of the date of
their personal hearing. All relevant documentation will be given to the candidate prior to the
hearing. Where a candidate is presenting her own case they may be accompanied by a (single)
parent/carer, friend. The hearing would normally be before the Head of Centre and a
governor within 10 working days of the review. The results of the Hearing should be
communicated to the candidate and parent/carer in writing: last stage by the centre. If
unresolved move to stage 4.
Stage 4 – External Appeal/ Complaint: The grounds for appeal/ complaint and any supporting
documentation must be submitted by the centre to the awarding body within 10 working days
of the completion of stage 3: a fee is levied upon the applicant (refunded if the appeal is
successful).

Recording Appeals/ complaints:
Each stage should be recorded, dated and show either agreement or disagreement with decisions.
Documents must be kept for a minimum of 18 months.
Monitoring of Appeals/ complaints:
Undertaken by SLT to inform development and allow for quality assurance.

This Policy will be reviewed in June 2021.
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Appendix 8: Internal Examinations Policy
Rationale
The school appreciates the value of internal examinations for the following reasons:
o
To provide an opportunity for recognising and confirming pupils' achievement.
o
To act as a diagnostic aid for individual pupils.
o
To help pupils identify goals to work towards.
o
To provide practice for public examinations.
o
To provide information for parents on the performance of the pupil and the school.
o
To inform departments and individual teachers on their performance, identifying strengths and
weaknesses and providing comparison against recognised norms.
o
To act as a guide to the setting and banding of pupils in specific subjects.
As such, it is essential that these are run effectively to provide a realistic experience for all pupils and
to ensure that the data provides an accurate picture of pupil progress.
Roles and responsibilities
Senior Leader Organisation (in consultation with Principal, Vice‐Principal Curriculum, Senior Leader for
Assessment, SENCo) is responsible for providing a suitable schedule, accommodation and supervision
for all internal exams
SENCo must ensure that appropriate access arrangements are prepared as and when required by
pupils. They should also evaluate the impact of access arrangements on individual pupils to ensure
that appropriate planning is in place for external exams.
Heads of Year will address pupils at assemblies and be available where possible at the start of
examinations when their Year Group is assigned to either the Assembly Hall or Sports Hall.
Heads of Departments are responsible for ensuring that exam papers are properly prepared and that
pupils are sitting the correct tier and paper. They must ensure that access arrangements are in place
and can be managed within the available time. Pupils who are absent may be required to sit a similar
test on their return. Alternatively, an average of their continuous assessments may be used for
reporting to parents or pupils can be marked as absent and comments based on previous classwork
and assessments given to parents. This will be at the discretion of the Head of Department.
All teachers have responsibility for developing pupils’ revision skills and providing guidance as regards
examination preparation with support from the Careers and Guidance team. They must ensure
information is provided regarding access arrangements and appropriate differentiation is agreed.
Teachers must ensure marking is completed and papers reviewed within the College deadlines.
Pupils should:
 revise adequately and thoroughly for each subject, using revision list and teacher guidance.
 be familiar with examination timetable, double checking dates and times.
 bring appropriate equipment for the examination, pens, pencils, calculators etc to take into
examination room; pupils will not be permitted to borrow from other pupils.
 make toilet visits before going to examination room.
 arrive in good time for examination with books for pre examination study.
 sit quietly at their allocated seat, awaiting instruction.
 remain silent at all times in examination hall or room.
 not bring food or drinks, other than water in a clear bottle, into examination room.
 not bring mobile phones or web enabled technology into exam halls
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read examination paper instructions very carefully, taking note of which questions to answer
and how. Pupils should aim to use the entire examination time productively.

In emergencies only, pupils may raise their hand to draw the attention of invigilators. Pupils may not
leave their place. With the exception of illness, permission will not be given to pupils to leave the
examination room.
Pupils who attempt in any way to distract or disrupt will be removed from the examination room.
Attempts to copy will result in serious sanctions, impacting on the overall mark of the examination. In
KS4 and 5 pupils found to be copying will receive a 0 in the relevant paper.


At the end of examination, pupils should remain in their seats until papers have been collected,
leaving hall or exam room in silence as instructed by staff.

Monitoring and review
Staff will be given the opportunity to comment on the procedures for the conduct of examinations
after examinations have taken place.
Where necessary these comments will be used to update procedures and practices.

ROUTINES AND PROCEDURES FOR INTERNAL EXAMINATIONS
Preparation of Exam Papers
1. Examination papers should be suitably challenging for the pupils. The content of the question
paper should match as closely as possible the time allowed for the paper.
2. It is College Policy that the start time of the exam should be set so that pupils will finish the exam
at the end of the session.
3. All sets of papers must be collated together according to exam centre using either an elastic band
or a folder. A Front Cover Sheet should be completed and placed at the front of each set and all
details must be checked carefully, including access arrangements. Where pupils are to be
assessed away from their peers, a separate cover sheet must be provided.
Distribution of Exam Papers
1. Distribution baskets will be provided in the staff room for each Registration Group in Years 9‐14
and for pupils with access arrangements. These baskets will be placed near to the Admin Desk.
2. Papers must be in these baskets in the afternoon prior to the exam. Teachers covering exams or
teachers on Admin should not have to contact teachers looking for exam papers.
3. Teachers on cover must ensure papers are collected before the start of the examination.
Supervision of Examinations
The whole purpose of examinations is frustrated and much time and effort by teachers is wasted if
pupils can copy. Therefore, it is important that during an examination there is silence at all times,
that pupils do not talk or communicate in any other way, eg by passing notes, scientific
calculators, etc. pupils will be separated using dividers in all classrooms and by using separate
desks in exam halls.
2. It is important that supervising teachers are vigilant to pupils rearranging desks or dividers to
facilitate copying.
1.
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3.

4.
5.

6.

7.

Whilst there may be some opportunity for teachers to get on with their own work, if the
behaviour of the group permits, whilst pupils are revising before an examination begins, it would
be inappropriate for a teacher to continue this work during the examination. Teachers must
move around the room or hall and constantly observe the pupils when an examination is in
progress. Suspected malpractice e.g. copying, phone use etc must be noted and passed on to
the Head of Year. Pupils in KS3 will resit their assessment and will receive a reduced mark.
Pupils in KS4 will be disqualified from the relevant paper. In all cases, an internal suspension
will be issued.
Rolls must be taken in the morning and afternoon session using SIMS. Where reg classes are split,
a paper roll will be available.
Pupils should be given appropriate announcements regarding time left, including reminders to put
names on their answer booklets or sheets. To create a similar atmosphere to external exams,
pupils should not be allowed to share resources or to ask questions about content.
At end of examination, papers should be collected and counted and this information added to the
bottom of the Front Cover Sheet, including names of absentees and the invigilator's
signature. The use of access arrangements should be monitored and feedback provided to the
SENCo.
Teachers return class scripts to the appropriate basket in the staff room. Individual papers
should be placed in the relevant pigeonhole to avoid them getting lost.
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Appendix 9: Policy for Course Registration, Examination Entries and Certification
Aim:
 To register individual learners to the correct programme within agreed timescales.
 To claim valid learner certificates within agreed timescales.
 To construct a secure, accurate and accessible audit trail to ensure that individual learner
registration, entries and certification claims can be tracked to the certificate which is issued for
each learner.
In order to do this, we in St Patrick’s College will ensure all stakeholders are fully informed of their role
and that deadlines are reviewed and checked annually.
Registration
Roles and Responsibilities
Senior Leader(Organisation)/ Vice Principal Curriculum
In order to ensure appropriate registration and entries, the two Senior Leaders in St Patrick’s College
with responsibility for timetabling will ensure all pupils are allocated to relevant courses and that they
are tagged on SIMS before the end of September.
Exam Officer
The Exam Officer in St Patrick’s College has responsibility to ensure Btec, Cambridge Technical and
OCN(NI) registration is managed appropriately through the respective Awarding Organisations . They
will:
 Register each learner within the awarding body requirements by the end of October.
 Share registration details with relevant Head of Department/ Lead IVs/ teachers 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

External exams
First sitting
First time sittings of externally assessed units will normally be in the June sitting in St Patrick’s College.
Entries for CCEA/ AQA/ WJEC/ Edexcel GCSEs and GCEs will be made by the class teacher using SIMS
marksheets by January 31st 2019. The Exam Officer will print the entries for final checks by Heads of
Department, pupils and parents. Where pupils are sitting a module for the first time in a session other
than the June season, the Head of Department in St Patrick’s College will need to inform the Exam
Officer of this to allow the creation of relevant Entries marksheets.
Where entries are made directly through the Awarding Body, OCN(NI) and Btec exams, Head of
Departments/ Lead IVs in St Patrick’s College need to confirm details of candidates and specific units
by the Awarding Organisations ’ required dates. The Exam Officer in St Patrick’s College will provide
relevant templates for the Head of Departments/ Lead IV to ensure all relevant information is
included.
Repeat exams
Depending on the availability of units, repeat exams can take place in November, January, March or
June. GCSE Science modules will be offered in November and March at the discretion of the College
and Head of Departments. GCSE English and Maths will be offered in January along with BTEC
externally assessed units. All other subjects will have repeat options in June. Students who wish to
repeat an externally assessed unit must request this in writing with the appropriate fee.
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Documentation for this will be with pupils and departments to allow sufficient time for formal entries
to be submitted.
Change of tiers/ withdrawals
If a pupil leaves the College during the year, the Exam Officer will ensure that they are withdrawn
from the relevant course. Registrations for leavers should be deleted by January 31st.
Pupils will be allowed to change tier until the closing date of entries. After this point, change of tier,
withdrawals or late entries will be completed at the pupil’s expense.
Certification (Btec/ OCN(NI))
Assessor/ Teacher
The assessor/ class teacher in St Patrick’s College is responsible for making decisions on the
candidate’s successful achievement of the assessment criteria as outlined in the assessment brief.
This will be added to the overall assessment record for the candidate once the assessment has
undergone Internal Verification. Records and evidence of where these have been met will be kept for
three years in St Patrick’s College after unit certification.
Head of Department/ IV
The Head of Department/ IV in St Patrick’s College will ensure that the standards laid out in the
Coursework module/ Assignment Brief have been met as evidenced by the assessor/ teacher. They
will inform the Assessor/ teacher of any issues arising from the IV/ standardisation process or confirm
that unit certification can be added to the assessment record for the candidate. In St Patrick’s College,
it is the Lead IVs responsibility to oversee that records of assessments are kept up to date, in line with
the Assessment Calendar and agreed dates with external SV. They must ensure that verified
assessment records are shared with the Exams Officer in line with the agreed certification dates. All
records must be kept safely and securely for a minimum of three years post certification.
Exams Officer
Once the Lead IV/ Head of Department has confirmed that internally verified assessment records are
complete, the Exams Officer in St Patrick’s College will:
 Ensure that certificate claims based on internally verified assessment records are submitted to
the Awarding Body by 30th June.
 Audit certificate claims made to the awarding body.
 Audit the certificates received from the awarding body to ensure accuracy and completeness.
 Ensure certificates are safely distributed to the relevant candidate with a record kept of
signatures confirming distribution.
 Keep all records safely and securely for a minimum of three years post certification.
Senior Leader Assessment/ Quality Nominee
The Senior Leader Assessment in St Patrick’s College is also the Quality Nominee and is responsible for
overseeing the registration, entries and certification process and will ensure that the above tasks are
carried out in line with Awarding body deadlines and will review the procedures at the end of each
academic year.

Withdrawing a Pupil from a subject or from St. Patrick’s College, Maghera
In St Patrick’s College, a pupil may only withdraw either permanently or temporarily from a subject or
the College with formal authorisation from the Principal. Regardless of the reason, and even if the
College has been verbally alerted, it is imperative that a formal notice of withdrawal is completed and
submitted to the Principal. This letter should be completed as soon as it has been decided to
withdraw the pupil.
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A letter giving notice that a child will be withdrawn should give details of the child (name and class),
why and when this withdrawal will occur, as well as if the withdrawal will be permanent or temporary.
Reasons for a permanent withdrawal would be if a house move, changing schools, a terminal illness
and/or if your child is choosing to leave school once (s)he is of legal age. Reasons for a temporary
withdrawal might include family travel, battling an illness or for religious reasons. Temporary
withdrawals are often referred to as leaves of absence. The letter must make clear whether
permission is sought for a leave of absence or if the child should be deleted from the school's
admissions register in accordance with current legislation. If it comes to the attention of a Head of
Department that a pupil wishes to withdraw, contact should be made with Head of Year and SLT to
discuss what procedures need to be followed.
Possible templates for forms are included here.
Further information can be found in the Information manual
The policy will be reviewed in June 2021.

Withdrawal from Examinations
This form is to be completed by the Attendance Officer for any pupils who has
removed themselves from the College and are no longer sitting any Examinations
Candidate Name:
Candidate Number:
Date of Leaving:
Letter received from Parents/Guardians:

Yes

No

Date Letter Received by Head of Year:

If not letter, detail all attempts to contact with Parent/Guardian to confirm withdrawal:

Principal’s signature: _______________________________________________________
Copy of Letter attached:

Yes

No

Date Letter scanned and emailed to SLT assessment and Exams Officer:
Attendance Officer Signature:

Date:
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Withdrawal from Course/Exam
This form is to be completed by the Head of Department for any pupils who has been removed from
a course(s)/exam(s), signed by the Principal and e‐mailed with parent’s written permission letter to
the SLT Assessment and Exams Officer. NB:
For GCE the pupil must have met with the Head of Careers and completed an updated choices form
before the Head of Department can complete this form.
Candidate Name:
Candidate Number:
Date of Leaving:
Reason for withdrawal:

Letter received from Parents/Guardians:

Yes

No

Date Letter Received by Head of Department:

Principal’s signature:
___________________________________________________________
Copy of Letter attached:

Yes

No

Date Letter scanned and emailed to SLT Assessment and Exams Officer:

Head of Department Signature: __________________________ Date: __________
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