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PUBLIC EXAMINATION ENTRY POLICY

It is the policy of the school that a student will normally be entered for an examination provided she/he has met the minimum entry requirements of the relevant course by the entry deadline.  The final decision involves three parties: the school, the student, and the parents.
To decide entry, the teacher of the course initially predicts an examination grade.  This prediction is based on the mock examination result, any formal coursework received, and the student’s overall progress to date.  It also allows for expected developments by the time of the examination.  Grade predictions are usually moderated by subject staff, so that collective experience of past predictions and actual outcomes can be lent to the exercise.
Based on the grade prediction a recommendation on entry is made by the course teacher.  This includes entry at a particular tier, where relevant, and can be a recommendation of no entry.  All recommendations of entry are considered at a meeting of the Year Head and Leadership Team.  Following the meeting, the predicted grades and entry recommendations are notified to students and parents.  Usually there is no difference of view and a final decision is easily reached.  If it proves impossible to reach agreement, the final decision on overall entry lies with the Headteacher.
There is no question of the school accepting a “private entry”.  If a student from elsewhere were entered through the school as the examination centre, it would not be legal for parents to be charged.  Further, given that there would be no distinction between ‘private and normal entries, all results would count towards the DfES examination league tables.
INVIGILATION PROCEDURES FOR PUBLIC AND SCHOOL EXAMINATIONS

In the summer of 2005 non-teaching invigilators were used exclusively, and successfully, for the first time. It was agreed, however, that it would have helped if specialist subject staff had been available to answer candidates’ questions.  Some candidates would in any case have welcomed familiar faces in the examination room.  From 2006, where requested by the faculty concerned, specialist subject teachers are therefore timetabled, and covered if necessary, to be available at the start of examinations in their areas.

For all Public Examinations
· Morning sessions begin at 9.30 am and afternoon sessions at 1.10 pm, unless otherwise specified on the school examination timetable – and not as indicated on students’ individual schedules.

· Invigilators in charge of each venue should collect examination papers, stationery, etc. from the Examinations Office at least fifteen minutes before the start of the examinations.  They should then prepare the venue with the help of other non-teaching invigilators and staff from the Examinations Office.  Where specialist arrangements are required, faculties should inform the Examinations Officer at the time of publication of the school examination timetable.
· All detailed arrangements, including the names of candidates who are taking the examination elsewhere and/or are allowed extra time or have subject clashes, are entered by the Examination Office staff on the Invigilator Check sheet provided for each venue.
· Candidates must be silent from the moment they enter the venue. For large examinations, Year Heads and/or members of the Leadership Team are available to ensure ordered entry.
· Immediately after the start of the examination(s) in each venue, a member of the Examinations Office staff notes the names of any absentees and subsequently telephones their mobile phone and/or home telephone number to try to find out the reason for their absence and, where appropriate, invite them to get to the examination venue as quickly as possible.
· Where there is a sole invigilator, a mobile phone is made available so when, if necessary, direct contact can be made with the Examinations Office.
· Invigilation must be active.  The whole room should be patrolled regularly, ensuring that a quiet presence is recognised throughout.
· The only help with the examination paper an invigilator can give to an individual candidate is to read a question or part of question.
· Apart from obvious illness, the only reason for candidates to leave the examination venue is to go to the lavatory.  They must be accompanied there and back by an invigilator, of the same sex if possible.
· Candidates must note leave the examination room until the end of the examination they are taking.
· At the end of the examinations in each venue, all scripts, examination papers, etc. must be returned to the Examinations Office.  This is the responsibility of the Invigilator-in-Charge.
School Examinations
The timetables for internal examinations are constructed by the Assistant Head in charge of cover arrangements, based on faculty requirements.  The timing of examinations is arranged in such a way as to avoid morning break.  Papers, stationery, and any special equipment are prepared by faculties ready for the designated invigilators, who are taken from released staff.

The rules for invigilation and candidate behaviour are the same as for public examinations.  In that invigilation is undertaken by staff, however, there is the additional proviso that invigilation takes priority over all other school activities.
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