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Part 2 Qualification overview

This part of the induction handbook is designed to help you understand qualifications and the organisations involved in the exam system, including those that exist to support and guide you in your new role.
To help you better understand your new role we have put together a glossary of some of the key terms and abbreviations you might come across.
Qualifications

As a new exams officer it is essential that you are aware of the assessments and qualifications your centre offers.
What is a qualification?

A qualification is a course of learning or programme of study that is accredited by an awarding organisation in the form of a nationally recognised award.

Who can administer qualifications?

Centres offering qualifications require approval from the relevant awarding organisations. Usually this will be in place, but if your centre is starting a new qualification, you may be required to obtain centre approval.
There are a variety of centres that administer qualifications:

· 11–16 schools

· 11–19 schools

· sixth form colleges

· further education colleges
· Free Schools

· academies
· pupil referral units

· hospital schools

· special schools

· prisons / secure units
· independent schools
· studio schools

· university technical colleges (UTCs).
EDSU supports exams officers in all of these centres.
Types of qualifications

1. GCSEs and GCEs
The vast majority of centres will enter learners for the General Certificate of Secondary Education (GCSE) and General Certificate of Education (GCE). These are referred to as general qualifications (GQs).

Another GQ is the Entry Level Certificate (ELC).
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2. Diploma

The Diploma is a qualification for 14–19-year-olds that combines essential skills and knowledge, hands-on experience and employment sector or subject-focused learning. It is designed to appeal to students of a range of abilities and supports progression into further or higher education, apprenticeships, training, or employment. 

3. Functional skills

These are practical skills in English, Information and Communication Technology (ICT) and Mathematics that allow individuals to work confidently, effectively and independently in life.

4. Project/Extended project
This is a single piece of work of a student’s choosing that requires evidence of planning, preparation, research and autonomous working.

It is available as a stand-alone qualification or can be taken as part of a Diploma.

5. Foundation Learning Tier (FLT)

This aims to improve the skills of learners aged 14 and over through developing qualifications at Entry level and level 1. Through learning programmes based on progression pathways, the FLT will increase the participation, achievement and progression of learners.

There is no overarching qualification; instead young people work on a personalised programme of study, which leads to a mix of small, flexible qualifications as a basis for progression to further learning or employment. 
6. Other qualifications

Exams officers need to be aware that centres may also offer other qualifications. These include a range of work-relevant qualifications and basic skills tests, such as:

· BTEC awards

· National Vocational Qualifications (NVQs)

· Key skills

· Adult Literacy and Adult Numeracy (ALAN)

· Cambridge Nationals/Cambridge Technicals
A huge range of accredited qualifications is on offer to centres and as an exams officer you may be involved in advising subject staff about the level, availability and structure of qualifications. A useful resource for this is thewww.ofqual.gov.uk Register of Regulated Qualifications available at .. More detailed information on the different qualifications can be found on the websites of the awarding organisations.
How are qualifications assessed? 

Qualifications are assessed using a variety of methods, including centre assessed and externally assessed assignments.
	Written exams
	are usually timetabled by awarding organisations and take place under supervision following awarding organisation regulations.

	Coursework
	is work undertaken by candidates during the course of a qualification, which is then marked internally, usually by the candidate’s own teacher, and moderated by the awarding organisation.

	Controlled assessment
	takes place under supervised conditions. It may differ from written exams, for example allowing access to the internet under supervision.

	Unitised assessment
	is a scheme of assessment in which the components may be taken over more than one examination series. With modular assessment there is usually a need to enter a cash-in, certification or aggregation code in order to turn a set of individual unit results into a full award or grade.

	Practical, oral, listening and speaking tests
	may be timetabled by awarding organisations within a window of dates. Resources and equipment may be needed for these exams and additional regulations may apply.

	On-demand tests
	are available in a variety of subjects. Teachers and students can request these tests at times suitable to them.


Phases of education

Qualifications typically fit into this framework

	Phase of education
	Age of pupils
	Year group
	Level
	Qualification

	Key stage 4
	14-16
	10 and 11
	Entry level


	Foundation Learning Tier (entry 1, 2 and 3)

Entry level certificate

Entry level functional skills

Vocational qualifications

	
	
	
	Level 1
	GCSE grades D-G

Foundation Diploma

Level 1 functional skills

Vocational qualifications

	
	
	
	Level 2
	GCSE grades A*-C

Higher Diploma

Level 2 functional skills

Vocational qualifications

	Key stage 5
	16-19
	12 and 13
	Level 3
	GCE
Progression Diploma

Advanced Diploma

Level 2 functional skills

Extended project

Vocational qualifications
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Organisations

In this section you will find details of agencies that may be able to answer your queries, details of where you can access support and guidance and signposts to further sources of information.
Government organisations
Department for Education (DfE)
DfE is responsible for improving the focus on all aspects of policy affecting children and young people, as part of the government’s aim to deliver educational excellence.
The DfE has four executive agencies:

· Teaching Agency (TA)

· Standards and Testing Agency (STA)

· Education Funding Agency (EFA)

· National College for School Leadership (NCSL)
www.education.gov.uk


Department for Business, Innovation and Skills (BIS)

BIS is responsible for innovations, science, universities and skills and has responsibility for all post-19 learning at every level, with provision for people at every stage of their adult lives.

www.bis.gov.uk 
Office of the Qualifications and Examinations Regulator (Ofqual)

Ofqual is the regulator of qualifications, exams and tests in England. Ofqual ensures that children, young people and adult learners get the results their work deserves, that standards are maintained and qualifications count now and in the future.

www.ofqual.gov.uk
Awarding organisations
The following unitary awarding organisations provide general qualifications. Their role is to develop subject specifications (syllabuses) and assessment criteria that lead to the award of a qualification. Centres are free to select specifications from any of the awarding organisations.

Some centres may choose to offer qualifications developed by other awarding organisations and you will need to identify these.
Assessment and Qualifications Alliance (AQA)

0844 209 6614
www.aqa.org.uk
City & Guilds

0207 294 2800
www.cityandguilds.co.uk 
Council for the Curriculum, Examinations and Assessment (CCEA)

CCEA is also the regulatory authority for Northern Ireland.

02890 261200

www.ccea.org.uk
Edexcel

GCSE – 0844 576 0027

GCE – 0844 576 0025

Diploma – 0844 576 0028

www.edexcel.com 
Oxford, Cambridge and RSA (OCR)

01223 553 998

www.ocr.org.uk 
Welsh Joint Education Committee (WJEC/CBAC)

029 2026 5000

www.wjec.co.uk
Joint Council for Qualifications (JCQ)

The JCQ was formed in January 2004 and consists of AQA, CCEA, City & Guilds, Edexcel, OCR, SQA and WJEC; the seven largest providers of qualifications in the UK.

This collaborative working by awarding organisations enables common policies and procedures to be produced each year, ensuring common administrative arrangements for schools and colleges.

The JCQ produces key dates, policies and procedures covering access arrangements, instructions for conducting coursework and exams, malpractice and post-results services. Through common JCQ documents and notices, the administrative burden in centres is reduced.

Tel 020 7638 4137

www.jcq.org.uk

Other organisations that may have an impact on the exams office

Local authority

Your local council, which has responsibility for schools and education.

www.direct.gov.uk 
Learning Records Service (LRS)
LRS will streamline the collection, handling and sharing of information on learning and achievement for education and training organisations. An important part of the LRS is the MIAP web portal, which provides and supports the Unique Learning Number (ULN).

www.miap.gov.uk
www.learningrecordsservice.org.uk/ 
Parcelforce Worldwide

The Teaching Agency provides a traceable exam scripts dispatch service for your centre via Parcelforce Worldwide. 

This is known as the yellow label service. It covers the collection and dispatch of unmarked exam scripts, externally marked coursework and language CDs or memory sticks for general qualifications, externally assessed Diploma principal learning and functional skills qualifications.

Important information about the service can be found under ‘Exams administration’ on the DfE website at http://www.education.gov.uk/schools/teachingandlearning/qualifications/examsadmin/a00197351/dispatchingexamscriptsyellowlabelservice
From this page, you will need to print off a copy of the Exam dispatch log, which must be completed each time you dispatch your exam scripts.

For further advice please contact your centre support officer. Alternatively, visit www.parcelforce.com/education/dfe 

	Parcelforce Worldwide Exams Helpdesk:

0844 561 7998


	Local depot:
	Additional:


Examination Officers’ Association (EOA)

The EOA is an independent body set up to support exams office personnel, encourage the professional development of exams officers and work with awarding bodies and government agencies to communicate exams officers’ needs and views.

The EOA has members from all over the country. It provides a voice for its members and is able to lobby for improvements, enhancements and input into the present and future systems. Its remit includes creating awareness of the demanding and responsible nature of the exams officer’s role and to give the role the professional status and rewards it deserves.

Members have the opportunity to communicate with colleagues from other centres and share ideas, experiences and solutions to problems.

To join, visit the website at www.examofficers.org.uk.
For further information, email info@examofficers.org.
Management information system (MIS) provider

Your centre is likely to have a management information system (MIS). It allows you to integrate data  from various sources to provide the information necessary for decision-making at management level. If you have an MIS provider you will need training and support on how to use it. 
How qualifications are developed
Several steps are involved in the process that results in the award of a qualification, involving interactions between external organisations, the centre, the exams office and the learner. The following diagram shows how this works.

The exam cycle

In order to administer general qualifications there are a number of key processes that must be completed. The successful administration of these tasks will ensure all candidates will be able to sit the correct qualification on the correct date with the appropriate support in place for those who need it. This process is the exam cycle.
Stages of the exam cycle

Planning

Tasks at the start of the exam cycle include:

· liaising with subject heads to identify which subjects and units are to be taken and with which awarding organisations 
· meeting the SENCO to identify candidates who may have special requirements (for example, candidates who require additional time for examinations).

These tasks require good communication between the exams office and key personnel (those identified during Part one).
Entries

The process of informing awarding organisations about which candidates will be taking which subjects is known as making entries:

· Awarding organisations charge centres for every assessment taken by each candidate. 

· If entries are submitted after awarding organisation deadlines or you need to make any amendments after the entry deadlines, then your centre may have to pay late fees (in addition to the standard fee).
Exam preparation
Preparing your centre for exams includes:

· recruiting and training people to run the exams (invigilators)

· creating a centre timetable so candidates know when their exams will take place

· making seating plans so candidates know where to sit

· providing exam information to candidates and subject staff.
Exam days

This is when candidates sit their exams:

· Good preparation will ensure this process runs smoothly on the day. This includes ensuring the exam rooms are set up properly and the correct procedure is followed if a candidate turns up late for an exam.
· You may have to report any incidents that occur during an exam to awarding bodies, for example malpractice and special consideration.
Results and post-results

Candidates collect their results from your centre on results day:

· Candidates’ results are available to you before the candidates see them (usually via your management information system) so you can identify any problems. These results are restricted up until the official release date.
· There will be some extra work to do after results day, for example, a candidate may wish to have their exam paper re-visited.

Multiple exam cycles
There are a number of exam series per academic year for general qualifications. A centre running GCSEs and GCEs may hold exams in:

· November

· January

· March

· June (the June series also includes exams that take place in May).

So at any one stage you could be dealing with multiple exam cycles – see below.
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The greater the volume of exams in the series, the more time you will need to work on tasks like entries. In the monthly task manager you will know this by the demand on time allocation.

The monthly task manager in this guide will help you plan and prioritise your tasks each month.
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Part two: Qualification overview





Hint


GCEs may also be referred to as AS, A2 and A level qualifications





Essential reading


Visit the following websites:


� HYPERLINK "http://www.ofqual.gov.uk/qualifications-assessments/89-articles/11-gcses" ��GCSEs� 


� HYPERLINK "http://education.gov.uk/schools/teachingandlearning/qualifications/examsadmin/a00202082/faqs-changes-to-end-of-course-gcse-exams" ��GCSE reform�


� HYPERLINK "http://www.ofqual.gov.uk/qualifications-assessments/89-articles/13-a-and-as-levels" ��GCEs� 


Register of Regulated Qualifications � HYPERLINK "http://www.ofqual.gov.uk" �www.ofqual.gov.uk�





Hint


Awarding organisations and the JCQ are an excellent source of advice and guidance for new exams officers. Their manuals, websites, helplines, and/or regional teams are available to assist you with any problems you may have.





� EMBED Visio.Drawing.11  ���





Essential reading


JCQ � HYPERLINK "http://www.jcq.org.uk/attachments/published/1708/ICE%2012-13.pdf" ��Instructions for conducting examinations�








Hint


There are changes to when GCSEs examinations can be taken. More information can be found on the � HYPERLINK "http://www.ofqual.gov.uk/help-and-support/94-articles/821" ��Ofqual website�. 





© Crown copyright [2012]





You may re-use this information (excluding logos) free of charge in any format or medium, under the terms of the Open Government Licence. To view this licence, visit http://www.nationalarchives.gov.uk/doc/open-government-licence/ or e-mail: psi@nationalarchives.gsi.gov.uk. 





Where we have identified any third party copyright information you will need to obtain permission from the copyright holders concerned. 





Any enquiries regarding this publication should be sent to us at � HYPERLINK "mailto:EDSU@education.gov.uk" �EDSU@education.gov.uk�  





This document is also available from our website at � HYPERLINK "http://www.education.gov.uk/examsadmin" �www.education.gov.uk/examsadmin�.  
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