
  

 



   

 

 

3. Examination seasons and timetables  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Role Responsibilities 

Head of Centre 
(Head Teacher) 

 Overall responsibility for the school as an examination centre 

 

 

 

 

 

 

 

 

 

 

 

 

Senior Leader 
i/c 
Examinations 
(SLT) 

 External validation of courses followed at Key Stage 4/Post-16 

 

 

 

Examinations 
Officer 
 

 

 

 

 

 

http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/non-examination-assessments
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance
http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/post-results-services


 

 Manages the administration of public and internal examinations 
and analysis of examination results 

 Advises the Senior Leadership Team, subject and class tutors 
and other relevant support staff on annual examination timetables 
and application procedures as set by the various examination 
boards 

 Oversees the production and distribution to staff, governors and 
candidates of an annual calendar for all examinations in which 
candidates will be involved and communicates regularly with staff 
concerning imminent deadlines and events 

 Ensures that candidates and their parents and carers are 
informed of and understand those aspects of the examination 
timetable that will affect them 

 Consults with teaching staff to ensure that necessary coursework 
is completed on time and in accordance with JCQ guidelines 

 Provides and confirms detailed data on estimated entries 
 Receives, checks and stores securely all examination papers and 

completed scripts 
 In consultation with the SENCO, administers access 

arrangements  
 Identifies and manages examination timetable clashes 
 Accounts for income and expenditures relating to all examination 

costs/charge 
 Organising the recruitment, training, and monitoring of a team of 

examinations invigilators responsible for the conduct of 
examinations and fully understand the respective role and what is 
and what is not permissible in the examination room 

 Submits candidates’ coursework marks, tracks dispatch and 
stores returned coursework and any other material required by 
the appropriate awarding bodies correctly and on schedule 

 Arranges for dissemination of examination results and certificates 
to candidates and submits any appeals/re-mark requests 

 Maintains systems and processes to support the timely entry of 
candidates for their examinations 

 

Faculty Leader 
 

 Guidance and pastoral oversight of candidates who are unsure 
about examination entries or amendments to entries 

 Involvement in post-results procedures 
 Accurate completion of coursework mark sheets and declaration 

sheets 
 Accurate completion of entry and all other mark sheets and 

adherence to deadlines as set by the Examinations Officer. 

Head of 
Careers 
 

 Guidance and careers information 

Teachers 
 

 Notification of access arrangements (as soon as possible after the 
start of the course) 

 Submission of candidates’ names to Heads of 
Department/school/curriculum 

 

SENCO 
 

 Administration of access arrangements 

https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/


 Understands the contents, refers to and directs relevant centre 
staff to annually updated JCQ publications including: 

 

 Identification and testing of candidates, requirements for access 
arrangement 

 

 

 

Lead 
invigilator / 
invigilators 
 

 

 

 

 

 

 

Reception staff  

Site staff  

Candidates 
 

 Confirmation and signing of entries 
 Understanding coursework regulations and signing a declaration 

that authenticates the coursework as their own 
 

 

 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance


 

3. Examination seasons and timetables 
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Appendix 1 
 
 
 

Internal Appeals Policy for Controlled 
Assessments 

and                    
Assessments and Coursework for 

External Qualifications 
 

 



 

 

 

 

 



 

 

 

 

 

 

 
 

 

 


