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Introduction

Whistleblowing at the Thomas Hardye School is encouraged, not penalised, and staff are made aware
that they have a duty to report any concerns they have about the conduct of examinations.

The head of centre and governing board at the Thomas Hardye School aim to create and maintain an
approach to examinations that reflects an ethical culture, and encourages staff and students to be
aware of and report practices that could compromise the integrity and security of examinations.

In compliance with section 5.11 of the JCQ's General Regulations for Approved Centres', the
Thomas Hardye School will:

= take all reasonable steps to prevent the occurrence of any malpractice (which includes
maladministration) before, during and after assessments have taken place

= inform the awarding body immediately of any alleged, suspected or actual incidents of
malpractice or maladministration, involving a candidate or a member of staff, by completing the
appropriate documentation

= asrequired by an awarding body, gather evidence of any instances of alleged or suspected
malpractice (which includes maladministration) in accordance with the JCQ publication
Suspected Malpractice: Policies and Procedures’ and provide such information and
advice as the awarding body may reasonably require

This policy requirement was added within General Regulations for Approved Centres in response
to the recommendations within the report of the Independent Commission on Examination
Malpractice®,

This policy sets out the whistieblowing procedures at the Thomas Hardye School. It has been reviewad
by Iain Cormnell who is also @ member of the senior leadership team and responsible for handiing any
cases of whistleblowing. He is fully aware of the contents of this policy and will escalate any instances
of malpractice to the relevant awarding body/bodies.

This palicy also sets out the principles which allow members of centre staff and students to feel
confident in reporting instances of actual, alleged or suspected malpractice to relevant members of
senior leadership.

Purpose of the policy
This policy:
» encourages individuals to raise concerns, which will be fully investigated by appropriately
trained and experienced individuals
« [dentifies how o report concemns
+ explains how such concerns will be investigated and sets expectations regarding the reporting
of outcomes

« provides details of relevant bodies to whom concerns about wrongdoing can be reported,
including awarding organisations and regulators

= includes a commitment to do everything reasonable to protect the reporter’s identity, if
requested

= sets out how those raising concerns will be supported,

This policy also details the steps that could be taken by an individual invalved in the management,
administration and/or conducting of examinations if the Thomas Hardye School fails to comply with its
obligation to report any alleged, suspected or actual incidents of malpractice or maladministration.

The Whistleblower

A whistleblower is defined as a person who reports an actual or potential wrongdoing and is protected
by the Public Interest Disclosure Act 1998, providing they are acting in the public interest,
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If the personraising the issue is a worker, this will be considered as whistleblowing. This includes
agency staff and contractors.

Reporting

If a member of centre staff involved in the management, administration and/or conducting of
examinations (such as exams officer, exams assistant or invigilator), a student or a member of the
public (suchas a parent/carer) has a concern or reason to believe that malpractice has or will occur in
an examination or assessment, concerns should normally be raised initially with the SLT link for
examinations.

However, there will be times when it may be more appropriate to refer the issue directly to the
governing beard, most often when the allegation is against the head of centre.

Examples of malpractice

In addition ty the centre wide Whistieblowing Policy, this exams-specific policy, includes reference to
exams-related breaches including, but not limited to, the following:

« Failue to comply with exam regulations as set out by the Joint Council for Qualifications (JCQ)
and #s awarding bodies

= A sewrity breach of the examination paper

« Conduct of centre staff which undermines the integrity of the examination

« Unfar treatment of candidates by either giving an advantage to a candidate/group of
canddates (e.g. by permitting a candidate an access arrangement which is not supparted by
apprpriate evidence), or disadvantaging candidates by not providing access to the appropriate
condtions (providing a ‘level playing field”)

« Posghle fraud and corruption (e.g. accessing the exam paper prior to the exam to aid teaching
and leamning)

 Abuse of authority (e.0. the head of centre/members of the senior leadership team overriding
1CQ and awarding body regulations)

+ Other conduct which may be interpreted as malpractice/maladministration

Whistlebkwing procedure

If the individual does not feel safe raising the issue/reporting malpractice within the centre, or they
have done s and are concerned that no action has been taken, that individual could consider making
their disclosire® to a malpractice expert at the awarding body for the qualification where malpractice is
suspected.

For membess of centre staff, it is likely that the Public Interest Disclosure Act (PIDA)* offers you legal
protection from being dismissed or penalised for raising certain seripus concerns (‘blowing the
whistle’). Whistleblowing rights under PIDA are day one rights®. This means that the worker does not
need the szme two years’ service that is needed for other employment rights.

In order toinvestigate concemns effectively, the awarding body should be provided with as much
information as possible/is relevant, which may include:

The qualifications and subjects involved

The centre involved

The names of stafffcandidates involved

The regulations breached/specific nature of suspected malpractice
When and where the suspected malpractice occurred

Whether multiple examination series are affected

If the issue has been reported to the centre and what the outcome was
How the issue became apparent
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Members of the public are not protected by PIDA, but the awarding body will make every effort to
protect their identity if that is what they wish, unless the awarding body is legally obliged to release it’,

Alternatively, a worker could consider making a disclosure to Ofqual® as a prescribed body for
whistleblowing to raise a concern about wrongdoing, risk or malpractice.

Anonymity

In some circumstances, the whistleblower might find it difficult to raise concerns with the nominated
member of the senior leadership team. If a concem is raised anonymously, the issue may not be able
to be taken further if insufficient information has been provided. In such instances, and if appropriate,
the allegation may be disclosed to a union representative, who could then be required to report the
concern without disdosing its source. Alternatively, whistieblowers or others with concerns about
potential malpractice can report the matter direct to Ofgual, who is identified as a "prescribed body®,
Awarding organisations are not prescribed bodies under whistleblowing legisiation; however, awarding
organisation investigation teams do give those reporting concerns the opportunity for anonymity.

A whistleblower can give his/her name, but may also request confidentiality; the person receiving the
information should make every effort to protect the identity of the whistleblower,

Students

Students at the Thomas Hardye School are made to feel comfortable discussing/reporting malpractice
issues of which they are aware. The regulations surrounding their assessments, and wider academic
integrity, will be reiterated to students who are undertaking, or who are about to undertake, their
courses of study.
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This policy isreviewed and updated annually on the publication of updated JCQ regulations and guidance
on access amingements and instructions for conducting exams.

References in this policy to AA and ICE relate to/are directly taken from the Access Arrangements and
Reasonable Adijustments 2023-2024 and Instructions for conducting examinations 2023-2024
publications.

Introduction

The use of aword processor in exams and assessments is an available access arrangement/reasonable
adjustment.

(AA 4.2.1)

The purposeof an access arrangement/reasonable adjustment is to ensure, where possible, that
harriers to msessment are removed for a disabled candidate preventing him/her from being placed at
a substantid disadvantage as a consequence of persistent and significant difficulties. The Integrity of
the aseessment is maintained, whilst at the same time providing access to assessments for a disabled
candidate,

(AL 4.2.2)
Although actass arrangements/adjustments are intended to allow access to assessments, they cannot
be granted shere they will compromise the assessment objectives of the specification in question.

(AA 4.2.3)

Candidates may not require the same access arrangements/reasonable adjustments in each
specification. Subjects and their methods of assessments may vary, leading to different demands of
the candidate. ALS leads/SENCos must consider the need for access arrangements/reasonable
adjustmentson a subject-by-subject basis.

(AA 4.2.1)

The Additional Learning Support lead/SENCo must ensure that the proposed access
arrangement/reasonable adjustment does not unfairly disadvantage or advantage a candidate.

(AA 4.2.7)
The candidate must have had appropriate opportunities to practice using the access
arrangemert{s)/reasonable adjustment(s) before his/her first examination.

Purpose of the policy

This palicy details how The Thomas Hardye School complies with AA chapter 4 (Managing the needs of
candidates :nd principles for centres), section 5.8 (Word processor) and ICE (sections 14.20-27) when
awarding and allocating a candidate the use of word processor in examinations.

The term “word processor’ is used to describe for example, the use of a computer, laptop or tablet.

The criteria The Thomas Hardye School uses to award and allocate word
processors for examinations and assessments

The ‘normal way of working’ for exam candidates, as directed by the head of centre, s that candidates
handwrite their exams unless there are exceptions.

Exceptions
A candidate may be awarded the use of a word processor in examinations where:

» the tandidate may have an approved access arrangement in place, for example the use of a
scribe/speech recognition technology

« the andidate has a firmly established need, it reflects the candidate’s normal way of working
and by not being awarded a word processor would be at a substantial disadvantage to other

canddates
The centre will



» allocate the use of a word processor to a candidate with the spelling and grammar check
facility/predictive text disabled (switched off) where it is their normal way of working within the
centre (AA 5.8.1)

= award the use of a word processor to a candidate where appropriate to their needs
For example, a candidate with:

2 learning difficulty which has a substantial and long-term adverse effect on their abilty
to write legibly

a medical condition

a physical disability

a sensory impairment

planning and organisational problems when writing by hand

poor handwriting (AA 5.8.4)

= only permit the use of a word processor where the integrity of the assessment can be
maintained (AA 4.2.1)

= not grant the use of a word processor where it will compromise the assessment objectives of
the specification in question (AA 4.2.2)

= consider on a subject-by-subject basis if the candidate will need to use a word processor in
each spedification (AA 4.2.3)

= process access arrangements/reasonable adjustments at the start of the course, or as soon &
practicable having firmly established a picture of need and normal way of working, ensuring
arrangements are always approved before an examination or assessment (A4 4.2.4)

* provide the use of word processors to candidates in non-examination assessment components
as standard practice unless prohibited by the specification (AA 5.8.2)

The centre will not:
* simply grant the use of a word processor to a candidate because hefshe now wants to type
rather than write in exams or can work faster on a keyboard, or because he/she uses a laptop
at home. (AA 5.8.4)

Additionally the use of a word processor would be considered for a candidate:
* in the event of a temporary injury or impairment, or a diagnosis of a disability or manifestation
of an impairment relating to an existing disability arising after the start of the course (AA 4.2.4)
+ where the curriculum is delivered electronically and the centre provides word processors to all
candidates (AA 5.8.4)

Arrangements at the time of the assessment for the use of a word processor

A candidate using a word processor is accommodated in one of the school’s ICT rooms, or in the
library, in a room where there Is a smaller group of candidates with similar needs.

In compliance with the regulations the centre:

= provides a word processor with the spelling and grammar check/predictive text disabled
(switched off) to a candidate where it is their normal way of working within the centre, unless
an awarding body’s specification says otherwise (ICE 14.20)

» (where a candidate is to be seated with the main cohort without the use of a power point)
checks the battery capacdity of the word processor before the candidate’s exam to ensure that
the battery is sufficiently charged for the entire duration of the exam (ICE 14.21)

= ensures the candidate is reminded to ensure that their centre number, candidate number and
the unit/component code appear on each page as a header or footer e.g. 12345/8001 -
6391/01 (ICE 14.22)

= If a candidate is using the software application Notepad or Wordpad these do not allow for the
insertion of a header or footer. In these instances once the candidate has completed the
examination and printed off his/her typed script, he/she is instructed to handwrite their details
a5 a header or footer. The candidate is supervised throughout this process to ensure that
he/she is solely performing this task and not re-reading their answers or amending their work
in any way:

« ensures the candidate understands that each page of the typed script must be numbered, e.g
page 1 of 6 (ICE 14.23)



« ensuss the candidate is reminded to save their work at regular intervals, to ensure that if there
is a csmplication or technical issue, the candidate’s work is not lost (ICE 14.24)
« instncts the candidate to use a minimum of 12pt font and double spacing to make marking
easier for examiners (ICE 14.24)

(ICE 14.25)

The centre wil ensure the word processor;

is orfy used In a way that ensures a candidate's script is produced under secure conditions

is notused to perform skills which are being assessed

is ingood working order at the time of the exam

is acmmaodated in such a way that other candidates are not disturbed and cannot read the

scresn

is usad as a typewriter, not as a database, although standard formatting software is acceptable

is clazred of any previously stored data

« doesnot give the candidate access to other applications such as a calculator (where prohibited
in the examination), e-mail, the Intemnet, social media sites, spreadsheets

« doesnot include graphic packages or computer aided design software unless permission has
beengiven to use these

« doesnot have any predictive text software or an automatic spelling and grammar check
enabied unless the candidate has been permitted a scribe or is using speech recognition
technology (a scribe cover sheet must be completed), or the awarding body’s specification
parmis the use of automatic spell checking

« doesnot include computer reading (text to speech) software unless the candidate has
permssion to use a computer reader

« doesnot include speech recognition technology unless the candidate has permission to use a
scribe or relevant software

« [ notused on the candidate’s behalf by a third party unless the candidate has permission to
use 3 scribe

Portable storage medium
(ICE 14.25)
The centre will ensure that any portable storage medium (e.g. a memory stick) used:

« |5 prvided by the centre
« |5 clared of any previoushy stored data

Printing the script after the exam has ended

(ICE 14.25)

The centre will ensure:

« the word processor is either connected to a printer so that a script can be printed off, or have

the facility to print from a portable storage medium
the andidate is present to verify that the work printed s his or their own
a word processed script is attached to any answer booklet which contains some of the answers
if a candidate omits to insert the required header or footer, he/she Is instructed to handwrite
the datalls as a header or footer; the candidate Is supervised throughout this process to ensure
that he/she is solely performing this task and not re-reading their answers or amending their
workin any way (ICE 14.22)

The centre will also ensure that where an awarding body may require a word processor cover sheet,
this is included with the candidate’s typed script (and according to the relevant awarding body’s
instructions). (ICE 14.26)

The centre may retain electronic copies of word processad scripts as the electronic copy of a word
processed sript may be accepted by an awarding body where the printed copy has been lost,
However, the centre would need to demonstrate to the awarding body that the file has been kept
securely, The head of centre would be required to confirm this in writing to the awarding body. (ICE
14.27)

Allocating word processors at the time of the assessment

Appropriate exam-compliant word processors will be provided by the IT department in liaison with the
ALS lead/SENCo and the exams officer.



In exceptional circumstances where the number of appropriate word processors may be insufficient for
the cohort of candidates approved to use them in an exam session, the cohort will be split into two
groups. One group will sit the exam earlier than or later than the awarding body’s published start time.

The security of the exam will be maintained at all times and candidates will be supervisad in line with
section 7 of ICE.]
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