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Heads of centre and senior leaders responsible for exams play a vital role in a school
or college. We would like to thank you for your work supporting your students and
your exams officer and for helping to protect the integrity of examinations and

assessments.

Key reminders

JCQ inspections

JCQ inspects schools and colleges to ensure JCQ guidance is understood and
implemented correctly. These inspections are designed to be supportive.

& To support your exams officer:
v — ( .
Ensure your exams officer has a copy of the report from your
Vv - last inspection.
Y — ( If the inspector raised any issues, work with your exams officer

to ensure these have now been addressed.

The policies required for inspection purposes can be found on page 15 of the
JCQ document General Regulations for Approved Centres. These will need to
, be reviewed and updated, if necessary, for the 2024/25 academic year.



https://www.jcq.org.uk/wp-content/uploads/2024/08/Gen_regs_approved_centres_24-25_FINAL.pdf

JCQ documentation

We update our documentation on an annual basis, with new versions published
in September.

The documents which are relevant to senior leaders are:

n / A guide to the special consideration process
Vv -
v Access Arrangements and Reasonable Adjustments
v

Al Use in Assessments: Protecting the Integrity of Qualifications

General Regulations for Approved Centres

Instructions for conducting coursework

Instructions for conducting examinations

A L L « L«

Instructions for conducting non-examination assessments

/ Suspected Malpractice — Policies and Procedures

The changes are highlighted in yellow in each document so you can quickly
see what has changed from year to year.

Cyber security

Schools and colleges are particularly vulnerable to cyber attacks and it is vital
that your cyber security is up to date.

n The National Cyber Security Centre has:
v / Information for senior leaders in schools and colleges
v —

v / Free training



https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/
https://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/regulations-and-guidance/
https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/
https://www.jcq.org.uk/exams-office/general-regulations/
https://www.jcq.org.uk/exams-office/coursework/
https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/
https://www.jcq.org.uk/exams-office/non-examination-assessments/
https://www.jcq.org.uk/exams-office/malpractice/
https://www.ncsc.gov.uk/section/education-skills/schools
https://www.ncsc.gov.uk/information/cyber-security-training-schools

January 2025 exams

If your school or college is running exams in January, now is the time to
make sure everything is in place.

4  « «

Check with your exams officer that there are enough
trained invigilators in place

Check that candidates requiring access arrangements have
been identified

Check that readers, scribes and any other adjustments are in place

Check that there is a written procedure in place which details how
the identity of all candidates sitting examinations will be confirmed

Summer 2025 exams

We know that running exams in the summer involves a lot of preparation
and work from senior leaders, exams officers, SENCos and other staff.

v

v

Exam planning

The autumn term is a good time to start considering invigilator recruitment,
the provision of readers, scribes and alternative rooms, and whether

there are any candidates sitting exams off-site next summer.

Resilience arrangements

Collecting evidence of student performance will mean that qualifications
could still be awarded should there be a national incident affecting exams.
The qualification regulators have published guidance (see below) on
ensuring resilience in the qualifications system.

Centres in England should refer to the document published by Ofqual.

Centres in Wales taking WIJEC qualifications should refer to the document

published by Qualifications Wales.

Centres in Northern Ireland taking CCEA qualifications should refer to the
document published by CCEA Regulation.

(For other awarding bodies’ qualifications taken by Northern Ireland centres,
the respective resilience guidance should be followed.)

Students should sit mock exams in exam conditions and their papers collected
and stored securely.



https://www.gov.uk/government/publications/guidance-on-collecting-evidence-of-student-performance-to-ensure-resilience-in-the-qualifications-system
https://qualifications.wales/media/ldvluwdf/contingency-assessment-arrangements-guidance-nov-22-final-eng.pdf
https://ccea.org.uk/examiner-centre-support/examinations-support/resilience-guidance-general-qualifications#:~:text=In%20June%202024%2C%20CCEA%20Regulation,any%20point%20in%20the%20future.

Summer 2025 exams (continued)

& ( Internal deadlines for entries and modified paper orders
It is important that your centre has set internal deadlines for
v — subject departments to provide entry data to the exams officer.
v Heads of Department/Faculty need to be aware of these internal deadlines
and do their best to make sure the teachers in their department adhere to
Y — them.

Look out for our infographic later this term to help centres get their entries
right first time and prevent problems during the summer exam series.

Internal deadlines will also need to be set for identifying those students

requiring modified papers. Orders must be submitted to the awarding
bodies by no later than 31 January 2025.

( Terminal rule requirements for VTQs known as Tech Awards
If you are a school or college offering Vocational Technical Qualifications,
known as Tech Awards, it is vital that you and your staff understand
the terminal rule. A student must take at least 40% of the assessment
by examination in the series in which they will certificate.

The awarding bodies’ websites have more information on
the rule and examples.

« City & Guilds
+ NCFE

+ OCR

- Pearson

- WIEC

If you would like to sign up for JCQ’'s monthly newsletter please do so here.


https://www.jcq.org.uk/subscribe/
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/technical-qualifications/terminal-rule-for-ks4-technical-awards-pdf.ashx?la=en&hash=7535938EDE8178BEB2DACEDCDA1005228AAC6AF2#:~:text=The%20terminal%20rule%20is%20designed,centres%20to%20ach
https://www.ncfe.org.uk/media/1pdnk2vl/v-certs-whats-changing.pdf
https://www.ocr.org.uk/Images/698610-cambridge-nationals-terminal-assessment-rule.pdf
https://qualifications.pearson.com/en/qualifications/btec-tech-awards/news.news.html?article=%2Fcontent%2Fdemo%2Fen%2Fnews-policy%2Fsubject-updates%2Fict%2Fbtec-tech-award-feb24-update
https://www.wjec.co.uk/media/jgcnpmck/wjec-level-1-level-2-vocational-award-technical-award-grade-boundry-and-unit-information-wjec.pdf

