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Step 3: Your exams office

Frequently asked questions

Before you begin working in the exams office, you will need to know some basic information. Much of this is readily available, but your role will be easier if you obtain and record this information as early as possible.
What equipment and resources are available to you?

To be an effective exams officer you will need unrestricted access to a range of equipment. 
If you do not have a dedicated exams office, you should have a clearly defined work area as well as space to sort and package exam scripts. There must also be a separate dedicated secure storage area for exam papers. You will need to find out where this is and who has access to it.

You may be working on your own in the exams office or you may have assistance for all or part of the working week. Ensure you meet up with any assistants and support staff to discuss their role. Record their details and make sure they know yours.
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	Information
	How to find this
	Details needed
	Responses

	Check who has access to the exams office.
	Check with the main office and the site staff.
	Other key holders for office
	

	Identify your secure storage.
	Check with your line manager or the previous exams officer (if available).
	Type of secure storage (for example safe or cabinet)
	

	
	
	Location of secure storage
	

	
	
	Other users of room
	

	
	
	Access details (for example keys or codes)
	

	
	
	Location of spare keys and who holds them
	

	Carry out an inventory of your exams office resources.
	Use the Running an efficient exam centre document as a guide.
Review what you want to add to the equipment in your office.
	PC/laptop details
	

	
	
	Photocopying facilities
	

	
	
	Other dedicated or shared equipment
	

	
	
	Wish list of missing items
	

	
	
	Telephone
	

	Confirm the details of any assistance you have in the exams office.
	Hold an initial meeting with your assistant(s) and support staff. 
	Name of assistant(s) and support staff
	

	
	
	Email address
	

	
	
	Home contact details
	

	
	
	Days and hours of work
	

	
	
	Specific exam responsibilities
	

	
	
	Other responsibilities in the centre


	


When does you centre hold exams and assessments?

You will need to find out whether your centre will be holding exams in all four exam series or in just some of them. Many centres also hold exams and tests in other months, often as on-demand tests.

Your centre may also hold listening and speaking tests, internal assessments and controlled assessments.

Many centres hold ‘exam weeks’ for some or all of their year groups during the year, including mock exams for GCSE or GCE candidates. Often you will need to plan to fit in these internal exams between the main external exam series.
· Information – Find out when the centre holds assessments.
· How to find – Consult the school/college calendar and check for changes for the coming year. 
A good way to establish this information is to ask for and consult the detailed centre calendar for the previous year or the current year if this is available.

	Details needed
	Responses

	Indicate the main exam series used
	Nov
	
	Jan
	
	Mar
	
	June
	

	

	Timetabled exams
	GCSE
	
	
	
	
	
	
	
	
	
	
	
	

	
	GCE
	
	
	
	
	
	
	
	
	
	
	
	

	
	Diploma – principal learning
	
	
	
	
	
	
	
	
	
	
	
	

	
	Functional skills
	
	
	
	
	
	
	
	
	
	
	
	

	Mock exams
	GCSE
	
	
	
	
	
	
	
	
	
	
	
	

	
	GCE
	
	
	
	
	
	
	
	
	
	
	
	

	
	Diploma – principal learning
	
	
	
	
	
	
	
	
	
	
	
	

	
	Functional skills
	
	
	
	
	
	
	
	
	
	
	
	

	Other assessments
	GCSE
	
	
	
	
	
	
	
	
	
	
	
	

	
	Diploma – principal learning
	
	
	
	
	
	
	
	
	
	
	
	

	
	Project
	
	
	
	
	
	
	
	
	
	
	
	

	
	Functional skills
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	March
	April
	May
	June
	July
	Aug


What qualifications will your centre be offering?

In order to carry out all the administrative tasks, it is vital that you know full details of all the courses that are running in your centre, including:

· number of candidates taking each course

· the breakdown of the courses into exams and coursework sections

· which controlled assessments take place

· codes used for entries for the subject and for individual units/tests

· series in which the Heads of Department/Subject expect candidates to be taking exams

· which qualifications require you to register candidates at the start.

Heads of Department/Subject will provide this information but you will need to set up a system to collect it from them in a simple but comprehensive way. If possible, arrange a brief meeting with each Head as early as you can. In addition, try to attend Heads of Department meetings.

On the awarding organisations’ websites you will find copies of their manuals and specification documents for each course, which will provide you with many of the details you need.


	Information
	How to find this
	Details needed
	Responses

	Compile a list of relevant courses offered by the centre.
	See if there is a list from last year and then arrange to meet Heads of Department/Subject.
	List names of subjects offered at qualification levels – add any extra types of qualification. 
	Entry Level



	
	
	
	Level 1



	
	
	
	Level 2



	
	
	
	Level 3



	Expand this list of qualifications to include details of course codes, coursework, number of candidates, etc. 
	Liaise with heads of department and use manuals and specification documents from awarding organisations. 
	Store details in a spread sheet or in another suitable format. 
	


Diploma consortia and working with other centres

Your centre may be part of a Diploma consortium. A consortium is a collaborative partnership of local schools, colleges, training centres and employers.

These consortia deliver Diploma lines of learning within a defined geographical area. This means that information about students’ results, awards and progress will be produced and shared amongst centres in a consortium. It is therefore very important that you find out whether you are part of a consortium, which other centres are involved and which lines of learning your candidates may be studying. Your centre may also be part of a federation, shared sixth form or work with other centres in providing courses to candidates. 

You will need to find out whether any instances such as these exist and who your partner centres are. It is also important that you make contact with exams officers in these other centres.

If your centre is involved in a Diploma consortium, you will need to plan how to work collaboratively with exams officers in other consortium centres. You will also need to learn how to use the Diploma aggregation service (DAS). 


As a result of changes in government policy, awarding organisations that offer the Diploma have reviewed their position and will not offer the Diploma after 2013. For more information visit the Ofqual website.
Diploma consortium
	Information
	How to find this
	Details needed
	Responses

	Is my centre part of a Diploma consortium?
	Speak to your line manager. 
	Which consortium/consortia are you involved in?
	Name of consortium/consortia



	
	
	Who in your centre is taking the lead in the Diploma?
	Name of lead member of staff



	
	See if there is any documentation in the exams office, for example a consortium exam policy. 
	List of centres involved in consortium/consortia.
	Other centres’ details



	
	
	Contact details of exams offices in these centres.
	Exams officers’ details



	
	
	What lines of learning are being studied and at what level?
	Lines of learning and levels



	
	
	Who is your centre’s local administrator of the Diploma aggregation service (DAS)?
	Name




Non-Diploma consortia, federations, joint sixth forms, shared courses
	Information
	How to find this
	Details needed
	Responses

	Am I involved in working with any other centres, sharing candidates and courses across these centres?
	Speak to your line manager.


	Which member of staff is liaising with the other centres, for example head of sixth form?


	Name of lead member of staff

	
	
	List of centres involved.


	Other centres’ details

	
	
	Contact details of exams officers in these centres.


	Exams officers’ contact details

	
	See if there is any documentation in the exams office.


	Which qualifications are involved?


	Qualifications involved

	
	
	Which candidates will this affect?
	Candidates involved


Which awarding organisations will you be working with?

One of your main sources of information and support will be the awarding organisations. Teachers and centres choose which awarding organisations they use for their qualifications. You will need to know which awarding organisations your centre works with.

If you work in a further education college, you may work with many awarding organisations offering different qualifications.

Responsibility for dealing with different awarding organisations may be shared between you and other colleagues. Find out which ones you will be dealing with as early as possible.

Most of the awarding organisations operate secure websites, which give authorised centre staff direct access to information relating to their centres’ candidates and exams.

Because these sites contain candidate information, they are password protected. The previous exams officer should have left these passwords for you. If not, refer to the awarding organisations’ websites for guidance on the registration process.
JCQ awarding organisations
· AQA - www.aqa.org.uk
· CCEA - www.ccea.org.uk
· Edexcel - www.edexcel.com
· OCR - www.ocr.org.uk
· WJEC - www.wjec.org.uk
	Information
	How to find this
	Details needed
	Responses (please tick)

	Compile a list of awarding organisations used.
	Check for changes and amendments from the previous year’s information.
	Tick to show awarding organisations used.
	AQA
	
	Other awarding organisations
	

	
	
	
	CCEA
	
	
	

	
	
	
	Edexcel 
	
	
	

	
	
	
	OCR
	
	
	

	
	
	
	WJEC
	
	
	

	Compile a list of key contacts for each awarding organisation.
	Check what support is available from the awarding organisation. Your centre support officer should know.
	List key contacts and numbers by awarding organisation.
	AQA
	
	Other awarding organisations
	

	
	
	
	CCEA
	
	
	

	
	
	
	Edexcel 
	
	
	

	
	
	
	OCR
	
	
	

	
	
	
	WJEC
	
	
	

	Ensure you are registered with the secure website of each awarding organisation that provides one. Record PINs and password details.
	Check with the previous exams officer for username, passwords and access rights. Your AO will be able to guide you through the registration process. 
	List registration details here if this induction handbook is stored securely at all times.
Otherwise store details separately in a secure format.
	AQA
	
	Other awarding organisations
	

	
	
	
	CCEA
	
	
	

	
	
	
	Edexcel 
	
	
	

	
	
	
	OCR
	
	
	

	
	
	
	WJEC
	
	
	


How do you exchange information with awarding organisations?

You will need to use your centre’s management information system (MIS) to carry out most of your exams administration. In part one you should have identified your centre’s IT staff member(s). They should be able to help you become competent in using the MIS. You also need to ask your senior leadership team for details of MIS training courses provided by your local authority or other organisation. Your local authority may have a helpline to provide MIS support; find out their contact details as soon as you can.
All centres using their MIS to complete exams administration must use A2C to interact with awarding organisations from 1 September 2012.
As an alternative the awarding organisations’ secure websites also provide centres with access to candidate details, entry details, post-results services and many other facilities. You will need to obtain relevant passwords and access details from the awarding organisations.

For more information on A2C visit the website http://a2c.jcq.org.uk/ 
	Information
	How to find this
	Details needed
	Responses

	Identify the way you exchange information with awarding organisations.
	Check with the previous exams officer or IT support staff.
	Indicate the main method (and any other methods used occasionally).
	Using MIS and A2C
Using awarding organisations’ secure websites

	Identify and record details of your management information system (MIS).
	Arrange to meet the centre’s IT staff (identified in Step 1).
	Record details of your system and any access and password details (in case you are absent).
	

	Register for MIS training courses.
	Ask your line manager for a meeting about your specific training needs.
	Details of local authority (or other) support team personnel
Details of training
	Name(s) of team and contacts
Telephone

Email

Hours of contact

Introductory contact made?

Training details obtained?

First training course arranged?


What other support/resources exist in your centre?
If you are starting in the exams officer role in September the JCQ and awarding organisations publish a range of resources. 
Awarding organisations produce a variety of information sources, including handbooks, entry code books and exam administration guides, at the beginning of each academic year.

You will receive a pack of JCQ resources in September containing the publications. These can also be downloaded from the JCQ website at: www.jcq.org.uk 
Your centre support officer will help you to prioritise these documents for use during the year and explain what each one is for.
You can also find a variety of resources on the exams administration page of the DfE website at: www.education.gov.uk/examsadmin 

	Information
	How to find this
	Details needed
	Responses

	Locate, sort and check your support resources from each awarding organisation and JCQ.
	Check in your office for new copies for the current year.

Check the details with your centre support officer.
	Record your resources – check for up-to-date copies. They will have the current academic year marked clearly on the front. 
	Awarding organisations

	
	
	
	AQA
	

	
	
	
	CCEA
	

	
	
	
	Edexcel
	

	
	
	
	OCR
	

	
	
	
	WJEC
	

	
	
	
	JCQ

	
	
	
	Copies of JCQ notices to centres
	

	
	
	
	Access arrangements, reasonable adjustments and special consideration
	

	
	
	
	GCE examinations – entry, aggregation and certification procedures and rules
	

	
	
	
	General regulations for approved centres
	

	
	
	
	Instructions for conducting coursework
	

	
	
	
	Instructions for conducting examinations
	

	
	
	
	Instructions for conducting controlled assessments
	

	
	
	
	Notice to centres – key dates in the examination cycle
	

	
	
	
	Post-results services – information and guidance to centres
	

	
	
	
	Suspected malpractice in examinations and assessments – policies and procedures
	

	
	
	
	Information for candidates (coursework, on-screen tests and written examinations)
	


The Equality Act 2010
The Equality Act 2010 simplified and harmonised equality law including the Disability Discrimination Act (1995 & 2005). Under the act all schools and as such exam centres must comply with the Public Sector Equality Duty (PSED), sometimes called the general duty, which require them to have ‘due regard/ to the three ‘limbs’ of the duty, the need to:

· eliminate discrimination

· advance equality of opportunity

· and foster good relations in relation to the protected characteristics (disability, ethnicity, gender, sexuality identity, gender identity, religion or belief and, for workforce issues, age).

How do you find out about candidates who require reasonable adjustment, access arrangements or special considerations?

A person has a disability if s/he has a physical or mental impairment, which has a substantial and long-term adverse effect on that person’s ability to carry our normal day-to-day activities. There may be candidates in your centre who have special educational needs and/or disabilities and therefore need adjustments to allow them access to exams, known as access arrangements. You must make sure that all arrangements comply with the Equality Act 2010. 

To ensure that all exams officers understand their responsibilities in complying with the Equality Act 2010, The Teaching Agency and the Department for Education provide a range of resources, including briefing sheets, case studies, a PowerPoint presentation and an interactive online quiz. All these can be found at http://www.education.gov.uk/aboutdfe/policiesandprocedures/equalityanddiversity/a0064570/the-equality-act-2010
One of the key people you identified in part one was your centre’s special educational needs coordinator (SENCO) or additional learning support manager. You will need a list from the SENCO of all candidates requiring access arrangements. The SENCO will be aware of the access arrangements available to meet these candidates’ needs.

You must also find out which candidates will require modified papers because of substantial comprehension or visual difficulties. For each series these modified papers must be ordered from the awarding organisations in time to meet the JCQ deadlines. This should be done using the online tool via the awarding organisation secure website. Find out more on the JCQ website at http://www.jcq.org.uk/exams_office/access_arrangements/ 

Applying for access arrangements

For GCSE and GCE exams, all applications for access arrangements must be made online using the Access arrangements online system, which can be accessed via any of the awarding organisations’ secure websites. With the SENCO, decide who will be responsible for submitting applications.
AAO is managed by JCQ and further information and training resources are available on the JCQ website at www.jcq.org.uk/exams_office/aao. Should you or your SENCO have any questions about access arrangements and/or the AAO service, you can contact JCQ on 0207 638 4137 or 0207 638 4132 – alternatively you can email JCQ at centresupport@jcq.org.uk. 
You should retain all relevant documentary evidence approved via Access arrangements online and ensure this is made available when requested by the JCQ centre inspector.
	Information
	How to find this 
	Details needed
	Responses

	Compile an initial list of candidates requiring access arrangements and modified papers.
	Arrange to meet your centre’s SENCO.
	Record your progress in compiling this information.
	SENCO knows your initial needs

List of candidates requiring modified papers compiled

List of candidates requiring access arrangements compiled

Aware of the relevant deadlines

Applications for modified papers submitted

Applications for access arrangements made online




Access arrangements online
How do you find out the key dates of deadlines and the dates of exams in your first few weeks?

Awarding organisations send details of all key dates and deadlines throughout the academic year. This information needs to be read thoroughly and stored. The monthly task manager in this handbook is a month-by-month checklist of key activities throughout the academic year. In order to get a comprehensive list of all activities and deadlines for GCSEs and GCEs, EDSU has developed online tools to help complete these tasks efficiently:

· The Key Dates Calendar contains all the key dates and deadlines for the main exam qualifications. You can easily make this into your working daily diary.
· The online Examinations Timetable is a searchable database of general qualifications exam dates from AQA, CCEA, Edexcel, OCR and WJEC.
	Information
	How to find this 
	Details needed
	Responses

	Check the EDSU website for details of online tools at http://education.gov.uk/schools/teachingandlearning/qualifications/examsadmin/b00197461/examonlinetools
	Ask your centre support officer for a full demonstration of their use. 
	Record your progress in compiling this information.
	Key dates calendar
Username

Password

Examinations timetable

Created your centre’s timetable


The online Examinations timetable makes it quick and easy to create a complete timetable for your centre several months before the information is available in management information systems. It enables advance planning for rooms, invigilators and managing timetable clashes.

The Key Dates Calendar includes deadlines for exams officers to submit information to the awarding organisations, and dates when information will be released by the awarding organisations.
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Links to both tools can be found on the EDSU website at http://education.gov.uk/schools/teachingandlearning/qualifications/examsadmin/b00197461/examonlinetools 
Your centre support officer can explain and demonstrate how these tools can make your work easier and quicker.
How do I find out how experienced exams officers do the job?

Experienced exams officers are usually very willing to help and share established good practice in systems and processes. You can meet up with local colleagues at meetings organised by the awarding organisations, at training run by EDSU or awarding organisations, or at local group meetings of MIS support teams.

In most areas exams officers also meet as a network group two or three times a year. The EOA may be able to help you find your local network of exams officers. 
	Information
	How to find this
	Details needed
	Responses

	Register for any training courses run by EDSU or the awarding organisations.
	Meet with your line manager to discuss your training needs.
	Record your progress.
	EDSU training place booked.
Awarding organisation training course booked.

	Join a professional body.
	Join the Examination Officer’s Association (EOA) at www.examofficers.org.uk. 
	Record your membership and contacts.
	Check on the EOA website.

	Find out about your local exams officer’s group. 
	Meetings of local exams officers.
	Record information from the EOA and awarding organisations.
	Contact made with local exams officers for advice and an informal chat.
Agree to attend next local group meeting.



[image: image3.jpg]Teachlng
Agency





Exams officer’s induction handbook





Part three: Your exams office





Essential reading


� HYPERLINK "http://www.jcq.org.uk/exams_office/general_regulations/" ��JCQ general regulations�





Hint


Try to locate last year’s exam timetables. These should give you an idea of when exams are likely to take place.





Hint


When completed, this table should illustrate when timetabled and/or mock exams may take place in your centre during the academic year.





Hint


Your centre may accept private candidates or external candidates to sit examinations in your centre. Check with your awarding organisation on how to administer these. 








Hint


Is my centre part of a Diploma consortium?





Essential reading


� HYPERLINK "http://media.education.gov.uk/assets/files/doc/e/edsu%20diploma%20checklist.doc" ��EDSU Diploma checklist�





Additional note:


A centre must inform awarding organisations of their preferred method of submitting data whether it is A2C or online. 





Hint


Always make sure you are using the most up-to-date documents and resources.





Hint


For information on access arrangements with regard to other qualifications please refer to the guidance issued by the appropriate awarding organisation.





JCQ guide


� HYPERLINK "http://www.jcq.org.uk/exams_office/access_arrangements/regulationsandguidance/" ��Access arrangements, reasonable adjustments and special consideration� 





Hint


If you have an approved access arrangement for GCSE or GCE this could also be applied to other qualifications.





Hint


It is important to consider your own professional development whilst establishing yourself in the exams office. As well as listing your own ideas and career goals, do make use of networking opportunities with exams office staff in neighbouring centres. 





© 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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