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BTEC EXAMINATION RULES AND REGULATIONS including Appeals & Malpractice Introduction This booklet is designed to explain the entry procedures and regulations governing all external examinations taken at The Cooper School. This includes modular exams taken during the two year period of the course as well as the final GCSE exams in the summer term. Please take time to read and familiarise yourself with the “Notice to Candidates” regulations. These regulations are set by the Joint Council for Qualifications, an external body which regulates all external examinations nationwide. The Cooper School must abide by these regulations and does not have any discretion in their implementation and we are unable to alter the date and time of any external exam. I would like to draw your attention to the following points. Time Keeping Please arrive at least 15 minutes before the timetabled start for your exam - If you are concerned about buses being late, ensure you have organized a lift into School. If, for any reason, you arrive late and the examination has begun, enter the exam room quietly and report to the nearest invigilator. Do not go home - we will do our best to make sure you take the exam. Equipment    



Black Pens – This is an Exam Board regulation. They frequently scan answer booklets. Colours other than black do not scan well Pencil & Sharpener Ruler Rubber



 



Calculator – For question papers where the use of calculators is allowed, candidates are responsible for making sure that their calculators meet the awarding bodies’ regulations Mathematical Equipment



Unauthorized Materials 



 



Mobile phones, I-pods, MP3 players, electronic equipment of any description incl web enabled - even turned off, are not allowed in the exam room. The discovery of these items will lead to disqualification of the candidate by the exam boards. We recommend mobile phones are not brought into School; however, any phones brought into School must be switched off and left at the students ’own risk’ with their belonging at the designated area. Correcting pens, correcting fluid or tape, erasable pens, highlighters or gel pens must not be used on answer papers. No food or Sweets are allowed in the exam room. A diabetic kit will be allowed, but any student with a known medical need should see the Exams Officer prior to the start of each exam season to make suitable arrangements.



Illness You should make every effort to sit your exams as this enables you to be given a grade, taking into account special consideration for illness where applicable (see below). However, if you are too ill to take an exam, the School must be informed before 8.30am on the day of the exam; if this was the final opportunity for you to take the exam, advice will be given about the need for a medical note. If the School was not informed before 8.30am of the illness then you must pay for the cost of the second exam entry fee. Requests for Special Consideration The Exam Boards will only consider requests for Special Consideration if they have received the appropriate forms within one week of the final exam in the subject concerned. They will not consider any requests made after the publication of results. For this reason it is very important that any personal difficulties affecting performance are reported, in confidence, to the Exams Officer, Mrs Gill, as soon as possible. For further guidelines refer to the JCQ website-www.jcq.org.uk/exams.../access-arrangements-and-specialconsideration



Behaviour The highest standards of behaviour are expected from all students. All staff are duty bound to follow rules laid down by the Exam Boards – there can be no exceptions to this. Any student who misbehaves can be removed from the Exam Room. This will lead to disqualification from that exam. It may also result in disqualification from all exams set by that Exam Board. Any misbehaviour in exams, will lead to students paying a deposit for future entries. Charges for Absence and Retakes Holidays should not be taken during term time. The Cooper School will pay for every student’s first examination in any subject. However, if a holiday or routine medical appointment results in exams not being taken at the appropriate time, the exam may be retaken in a later session but the student must pay for the cost of the second exam entry fee. This also applies if a student wishes to retake an exam to improve a result. Deposit Entries Students who do not achieve acceptable levels of attendance or behaviour may be expected to pay a deposit towards their exam entries, so that the School has some guarantee that the student’s attendance or behaviour will improve, and that the student will attend the examinations in May/June. This deposit will be returned after the successful completion of the examinations and results are known. Examination Entries, Amendments and Checking Procedure Provisional Statements of Entry Exam entries are collected from subject teachers and statements of entry are then issued to students for checking. It is very important that students check these entries carefully and contact subject teacher with any queries before the allocated deadline; if amendments are made at a later time, students may have to pay for the exam boards late penalty charges.



Summer Exam Series Two copies of the student’s individual statements of entries are printed for each student and posted home in February. Students must 1. Check carefully and contact the subject teacher with any queries ASAP 2. Return 1 signed copy to Mrs Gill, the Exams Officer, to confirm entries are correct before the February deadline. Students who wish to make very late changes to their entries may be able to do so subject to payment of the exam board penalty fees. However it is hoped that by careful checking of provisional entry statements this can be avoided. Results Procedure Results will be available for collection, at a time published by the school on the day notified by the Exam Boards. They will only be posted if students have provided a stamped addressed A5 envelope. Results cannot be issued by phone. A friend or family member may collect them by producing a form of ID, but only if a letter of request has been signed by the student and handed to the school reception before the end of the summer term. If a result is queried, please consult with your subject teacher urgently. The Exams Officer will only investigate the feasibility of asking for a remark with both the student’s and teacher’s consent. Please be aware that any request for a remark could result in a lower mark than originally awarded. Certificates The Examining Boards issue certificates well after the publication of results has taken place and the school will notify the students when they can collect and sign for these certificates, usually towards the end of the calendar year. Students who do not attend this collection day are required to arrange an alternative collection date via the Exams Office or Reception where they will be required to sign for their certificates on collection. These Certificates are valuable documents and cannot be replaced. However, if lost, confirmation of results can be obtained by contacting each Examination Board and paying their fees of around £35.



Statement for Students If at any stage during your examinations you have concerns about the procedures used in assessing your internally marked work for public exams (e.g. Controlled Assessments / portfolio / projects) you should see the Examinations Officer, as soon as possible. Notice to Candidates This notice has been written to help you. Read it carefully and do what you are asked. If there is anything you do not understand, especially which calculator you may use, ask your teacher. A - Regulations – Make sure you know the rules 1. You must be on time for all examinations. If you are late, your work might not be accepted. 2. You must not become involved in any unfair or dishonest practice in any part of the examination. 3. If you try to use any unfair practice, or break the rules in any way, you could be disqualified from all your subjects. 4. You may take into the examination room only the materials and equipment which are allowed. 5. You must not take into the examination room any unauthorised materials or equipment incl Web enabled, which might give you an unfair advantage such as notes, calculator cases/instruction leaflets, bags, personal TV’s/stereos, electronic or radio communication devices, including mobile telephones, IPods, and MP3 players. Any pencil cases taken into the examination room must be see-through. Possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you will be subject to penalty and possible disqualification. 6. You must not use correcting pens, fluid or tape, highlighters or pale coloured gel pens in your answers. 7. You must not talk to or otherwise communicate with or disturb other candidates once the examination has started. 8. If you leave unsupervised before the end of the examination, you will not be allowed to return. 9. You must not borrow anything from another candidate during the examination.



B - Information – Make sure you attend and bring what you need 1. Know the dates and times of your examinations. 2. Arrive at least ten minutes before the start of each examination. 3. If you arrive late for an examination, report to the invigilator running the examination. 4. If you arrive more than one hour after the published start time for the examination, you will not normally be allowed to take it. 5. Take into the examination room the pens, pencils, erasers and any instruments which you need for the examination 6. You must write in black ink or ballpoint pen. Coloured pencils or inks may be used only for diagrams, maps, charts, etc. unless the instructions printed on the front of the question paper state otherwise. C - Calculators, Dictionaries and Computer Spell-checkers 1. You may use a calculator unless you are told otherwise. 2. If you use a calculator:  Make sure it works properly and that any batteries required are working.  Clear anything stored in it.  Remove any parts such as cases, lids or covers which have printed instructions or formulas.  Do not bring into the examination room any operating instructions or prepared programs. 3. You must not use a dictionary or computer spell checker unless you are told that you may do so. D - Examination Instructions 1. Listen to the invigilator and do what you are asked to do. 2. Tell the invigilator at once: If you think you have not been given the right question paper or all the materials listed on the front of the paper;  If the question paper is incomplete or badly printed. 3. Read and carefully follow the instructions printed on the question paper and/or on the answer booklet 4. Fill in the details required on the front of the question paper and/or the answer booklet before you start the examination.



E - Advice and Assistance 1. If on the day of the examination you feel that your work may be affected by ill health or any other reason, tell the invigilator. 2. Put up your hand during the examination if:  You have a problem and are in doubt about what you should do;  You feel ill;  You need more paper. 3. You must not ask for, and will not be given, any explanation of the questions. F - The end of the Examination 1. If you have used more than one answer booklet and/or any loose sheets of paper, you must place them in the correct order. Fasten them together with a treasury tag before you leave. 2. You must not leave the examination room until the invigilator tells you to do so. 3. You must not take from the examination room any examination stationery, used or unused, rough work or any other materials provided for the examination. You must remain under supervision until at least one hour (or a period equal to the duration of the examination if this is less than one hour) after the published starting time for each examination. On-Screen Tests have exactly the same instructions with a few additions:1.During the Examination If you experience any problems with your computer, system delays or any other IT irregularities or you are not sat in front of a screen showing your name and the correct test, inform the invigilator. 2. Do not use a dictionary or spellchecker unless you are told otherwise. 3. You will not have access to the internet, e-mail, data stored on the hard drive, or portable storage media such as floppy discs, CDs and memory sticks or pre-prepared templates unless told otherwise. 4. You may be given a question paper or the questions may be on-screen. In either case, read carefully and follow instructions. 5. Ensure the software closes at the end of the on-screen test.



PUBLIC EXAMINATIONS INTERNAL ASSESSMENT APPEALS PROCEDURE Also see: - Controlled Assessment Policy Policy on Internal Assessments for Qualifications with English Awarding Bodies In accordance with the Code of Practice for the conduct of external qualifications produced by the QCDA, The Cooper School is committed to ensuring that:  Internal assessments are conducted by members of staff which have the appropriate knowledge, understanding and skills.  Assessment evidence provided by candidates is produced and authenticated according to the requirements of the relevant Specifications for each subject.  The consistency of internal assessment is assured through internal standardisation as set out by the Awarding Bodies.  Staff responsible for internal standardisation and/or assessment can only do so after attending compulsory training sessions. Written Appeals Procedure Each Awarding Body publishes procedures for appeals against its decisions, and the Examinations Officer will be able to advise students and parents of these procedures. Appeals may be made to the School regarding the procedures used in internal assessment, but not the actual marks or grades submitted by the School for moderation by the Awarding Body. A student or parent wishing to appeal against the procedures used in internal assessments should contact Mrs Gill, the Examinations Officer, as soon as possible to discuss the appeal; a written appeal must be received by the School at least two weeks before the date of the last external exam in the subject.



On receipt of a written appeal, an enquiry into the internal assessment will be conducted by the Examinations Officer. This enquiry will consider whether the procedures used in the internal assessment conformed to the published requirements of the Awarding Body. The student appealing will be informed in writing of the outcome of the appeal, including details of any relevant communication with the Awarding Body and of any steps taken to further protect the interests of the candidates. They may then opt for a personal hearing if still dissatisfied. The Head Teacher and a Governor will hear the appeal under normal appeal procedures. A written record will be made. Joint Council for Qualifications - www.jcq.org.uk/exams-office/appeals



BTEC Appeals Policy 2014 - 2015 Purpose of the Policy The Cooper School will enable students to enquire, question or appeal against an assessment decision that is based on the assessment procedures: assessment criteria, standardisation and verification. The Cooper School will attempt to reach agreement between students and the assessor at the earliest opportunity. The Cooper School will record any appeal to ensure openness and fairness The Cooper School will facilitate a student’s (or in the case of a student under 18, the student’s parent/guardian) right of appeal to the awarding body where appropriate The Cooper School will protect the interests of the student’s confidentiality and the integrity of the qualification. Roles and Responsibilities Students will be issued a BTEC Examination Booklet at the course induction with full information of the appeals, policy and procedure policies. The Exams Officer will record, track and validate any appeal. Any appeals will be forwarded to the awarding body when a student (or with parent/guardians consent if the student is under 18) considers that a decision continues to disadvantage him/her after the internal appeals process has been exhausted. The Cooper School will keep any appeals records for 3 years for inspection by the awarding body. The Cooper School in line with awarding body guidelines has a 3 stage internal appeals process.



The student will need to consult with the examination officer to arrange the following:Stage 1 – Informal: The student consults with the allocated subject assessor within a defined period of time following the assessment decision. If unresolved, all issues are documented before moving to stage 2. All informal interviews will be recorded. Stage 2 – Review: Review of assessment decision by curriculum team leaders or internal verifier. The student will be notified of the outcome in writing with the findings and will have the opportunity to agree/disagree – if the student/parents (if student is under the age of 18) disagree and the outcome remains unresolved the school will move to stage 3. Stage 3 – Appeal Hearing: The Quality Nominee/Senior Leadership Team member will hear the appeal – in line with the schools Appeal Policy (for students under 18 years of age they must provide a letter from a parent/guardian). If at this stage the appeal remains unresolved the exams officer will contact the awarding body and request an external appeal. External Appeal The Exams Officer will contact the awarding body. All ground for appeal by the student and all supporting documentation must be submitted by The Cooper School to the awarding body within 14 days of the completion of Stage 3. Edexcel will only consider an appeal if the following conditions have been met: The appeal is submitted to Edexcel in writing by the Head of Centre and includes the ground for appeal and any supporting document.  An appeal is submitted to Edexcel once the centre’s own internal appeals procedures have been exhausted.



During the appeal The Cooper School will retain all evidence relating to the appeal case. If the appeal involves the work of all learner(s), the completed work of the cohort will be retained. The Examinations Officer will monitor/log any appeals/outcomes and inform the Quality Nominee of any improvements that may be required or recommended by the awarding body. The Quality Nominee needs to take appropriate action to protect the interests of other students and the integrity of the qualification if at any stage the outcome of an appeal questions the validity of other student’s results. Assessment Malpractice Assessment Malpractice consists of those acts which undermine the integrity and validity of assessment, the certification of qualifications and/or damage of authority of those responsible for conducting the assessment certification. This policy relates to malpractice in any assessment and certification context and sets out the rights and responsibilities with regard to malpractice of learners and staff. A. Policy Document The school does not tolerate actions (or attempted actions) of malpractice by:  Students  Staff  Other stakeholders in connection with any assessments and certification. The school will impose disciplinary proceedings where incidents (or attempted incidents) of malpractice have been proven. Where assessment malpractice is proven awarding bodies may also impose penalties or sanctions. B. Requirements for Implementation 1. Students will be informed of the School’s policy on assessment malpractice and plagiarism during course induction.



2. Students will be shown the appropriate formats to record cited texts and other materials or information including websites. 3. The school will use assessment procedures which reduce the opportunity for malpractice including for example:     



Periods of controlled sessions during which evidence for assessments is produced by the student. Altering assessment assignments/task/tools on a regular basis. Establishing that members of staff are responsible for checking for the validity of the learner’s work. Building in oral sessions to check learner understanding, skills and knowledge of their presented material. Ensuring access controls are installed to prevent learners from accessing and using other people’s work when using networked computers.



4. Students should make a written declaration that their work is their own when submitting assessments. 5. Incidents of student assessment malpractice should be reported to the Examinations Officer. If the malpractice is discovered after the Awarding Body declaration sheet has been signed, the incident should also be reported to that body. 6. Incidents of staff assessment malpractice should be reported to the Head Teacher or his/ her nominated representative. 7. When a case of alleged assessment malpractice has been reported the incident should be investigated using the appropriate disciplinary procedure for staff or student. 8. The alleged incident should be reported to the Awarding Body as appropriate at the earliest opportunity.



C. Assessment Malpractice The following are examples of malpractice by students. This list is not exhaustive and other instances of malpractice may be considered by the school at its discretion. 



Plagiarism by copying and passing off, as the student’s own, the whole or part(s) of another person’s work, including artwork, images, words, computer generated work (including internet sources), thoughts, inventions and/or discoveries whether published or not, with or without the originator’s permission and without appropriately acknowledging the source.







Collusion by working collaboratively with others to produce work that is submitted as individual student work. Students should not be discouraged from teamwork, as this is an essential key skill for many areas. Impersonation by pretending to be someone else in order to produce the work for another. Fabrication of results or evidence. Failing to abide by instructions. Misuse of assessment and/ or examination material. Introduction of unauthorised material. Alteration of any results document. Cheating to gain an unfair advantage.



      



The following are examples of malpractice by staff. This list is not exhaustive and other instances of malpractice may be considered by the school at its discretion.    







Failing to keep confidential assessment mark schemes secure. Alteration of assessment mark scheme Alteration of awarding bodies assessment and grading criteria. Assisting students in the production of work for assessment, where the support has the potential to influence the outcomes of assessment, for example where the assistance involves staff producing work for the student. Producing falsified witness statements, for example for evidence the student has not generated.



   



Allowing evidence, which is known by the staff not to be the student’s own to be included in the student’s assignment/task/portfolio/coursework. Misusing the conditions of special access arrangements. Failing to keep student files secure- electronic or otherwise. Falsifying records/certificates or obtaining unauthorised access to assessment/examination/test material prior to an assessment/examination/test.



Investigating Alleged Malpractice When dealing with alleged malpractice, the Head Teacher or the nominated representative will:   











  



Deal with the alleged malpractice in an open and fair manner. Involve the learner and others in the investigation process. This may occur, for example, when a learner’s account of events is at variance with that of the centre. During the investigation period the release of results/certificate may be withheld, with the permission of the Awarding Body, pending the outcome of the investigation. The Head Teacher or the nominee will carry out an investigation into allegations of malpractice. Investigations into any alleged malpractice against the Head Teacher will normally be conducted by the Chair of the Governing Body or an appointed nominee. If the school discovers or suspects anyone of malpractice, the school will make the accused fully aware (preferably in writing) at the earliest opportunity of the nature of the alleged malpractice and of the possible consequences should malpractice be proven. If a learner is under 19 years of age, the learner’s guardian must also be informed. The accused will be given the opportunity to respond (preferably in writing) to the allegations made. The accused will also be informed of the avenues for appealing should a judgment be made against them. A record of the investigation into and outcome of the alleged practice will be retained, in line with staff and student disciplinary policies. Joint Council for Qualification website - www.jcq.org.uk/examsoffice/malpractice



BTEC Internal Assessment Appeals Procedure In accordance with the Code of Practice for the conduct of internal qualifications produced by the QCA, The Cooper School is committed to ensuring that: • Internal assessments are conducted by members of staff which have the appropriate knowledge, understanding and skills. • Assessment evidence provided by candidates is produced and authenticated according to the requirements of the relevant Specifications for each subject. • The consistency of internal assessment is assured through internal standardisation as set out by the Awarding Bodies. • Staff responsible for internal standardisation and/or assessment can only do so after attending compulsory training sessions. Written Appeals Procedure Each Awarding Body publishes procedures for appeals against its decisions, and the Examinations Officer will be able to advise students and parents of these procedures. Appeals may be made to the School regarding the procedures used in internal assessment, but not the actual marks or grades submitted by the School for moderation by the Awarding Body. A student or parent wishing to appeal against the procedures used in internal assessments should contact the Examinations Officer, as soon as possible to discuss the appeal; a written appeal must be received by the School at least two weeks before the date of the last external exam in the subject. On receipt of a written appeal, an enquiry into the internal assessment will be conducted by the Examinations Officer and the Head of Key Stage 3. This enquiry will consider whether the procedures used in the internal assessment conformed to the published requirements of the Awarding Body. The student appealing will be informed in writing of the outcome of the appeal, including details of any relevant communication with the Awarding Body and of any steps taken to further protect the interests of the candidates. They may then opt for a personal hearing if still dissatisfied. The Head Teacher and a Governor will hear the appeal under normal appeal procedures. A written record will be made. Joint Council for Qualifications - www.jcq.org.uk/exams-office/appeal
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