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1 Policy introduction



This SAPG exam policy covers the management functions that will affect learners’ progress in Diploma achievements and is common to all institutions across the Welwyn Hatfield and East Hertsmere SAPG.
An up-to-date copy of the policy is available from the Welwyn Hatfield and East Hertsmere SAPG website: www.whehsapg.org.uk/Exams.
It is the responsibility of everyone involved in the SAPG exam processes to read, understand and implement this policy.



2 Policy scope



2.1 Details of centres

This policy covers the following centres:

	Centre
	Type
	Centre number

	Bishop's Hatfield Girls' School
	11–18
	17315

	Dame Alice Owen’s School
	11–18
	17329

	Hertswood School
	11–18
	17304

	Knightsfield School
	11–18
	17331

	Monk’s Walk School
	11–18
	17343

	Mount Grace School
	11–18
	17327

	Oaklands College, Borehamwood
	FE college
	17301

	Oaklands College, Smallford
	FE college
	17521

	Oaklands College, St Albans
	FE college
	17515

	Oaklands College, Welwyn Garden City
	FE college
	17333

	Onslow St Audrey's School
	11–18
	17319

	Sir Frederic Osborn School
	11–18
	17347

	Stanborough School
	11–18
	17349

	The Park Education Support Centre
	11–16
	17318

	Chancellor's School
	11–18
	17307

	Yavneh College
	11–18
	17310


2.2 Lines of learning covered by this policy

This policy covers the following Diploma lines of learning at the levels indicated at the following lead centres:

	Diploma line of learning
	Level
	Lead centre

	Construction and the built environment 
	Higher
	Oaklands College

	Creative and media
	Higher
	Hertswood School

	Creative and media
	Advanced
	Hertswood School

	Engineering
	Foundation
	Oaklands College

	Engineering
	Higher
	Oaklands College

	Society, health and development
	Higher
	Oaklands College

	Society, health and development
	Advanced
	Oaklands College


2.3 Duration of this policy

This exam policy is effective from January 2010.

This exam policy will be reviewed in July 2010.



3 Policy maintenance



3.1 Policy implementation

The overall authority for implementing this policy rests with:

	Centre
	Name
	Position
	Telephone
	Email

	Chancellor's School
	Stuart Phillips
	SAPG Chair
	01707 650702
	head@chancellors.herts.sch.uk


3.2 Policy maintenance

The overall authority for maintaining and amending this policy rests with:

	Centre
	Name
	Position
	Telephone
	Email

	SAPG-wide
	Robert Paisley
	SAPG Co-ordinator
	01707 286039
	whehsapg@lea.herts.sch.uk


3.3 Policy responsibilities within centres

Except where outlined in a specific policy section, the individuals listed below are responsible for implementation of the policy within their centre:

	Centre
	Name
	Position
	Telephone
	Email

	Bishop's Hatfield Girls' School
	Theo Nickson
	Headteacher
	01707 275331
	head@bishophatfield.herts.sch.uk

	Dame Alice Owen’s School
	Alan Davison
	Headteacher
	01707 643441
	head@damealiceowens.herts.sch.uk

	Hertswood School
	Jan Palmer-Sayer
	Headteacher
	020 8238 7200
	head@hertswood.herts.sch.uk

	Knightsfield School
	Lucy Leith
	Headteacher
	01707 376874
	head@knightsfield.herts.sch.uk

	Monk’s Walk School
	Phillip Bunn
	Headteacher
	01707 322846
	head@monkswalk.herts.sch.uk

	Mount Grace School
	Peter Baker
	Headteacher
	01707 655512
	head@mountgrace.herts.sch.uk

	Onslow St Audrey's School
	Paul Meredith
	Headteacher
	01707 264228
	head@onslow.herts.sch.uk

	Sir Frederic Osborn School
	Sue Lewis
	Headteacher
	0844 4772515
	lewiss@sfosborn.herts.sch.uk

	Stanborough School
	Peter Brown
	Headteacher
	01707 321755
	head@stanborough.herts.sch.uk

	The Park Education Support Centre
	Rena Harris-Cooksley
	Headteacher
	01707 281460
	head@theparkesc.herts.sch.uk

	Chancellor's School
	Stuart Phillips
	Headteacher
	01707 650702
	head@chancellors.herts.sch.uk

	Oaklands College
	Mark Dawe
	Principal
	01727 737000
	mark.dawe@oaklands.ac.uk

	Yavneh College
	Dena Coleman
	Headteacher
	020 8736 5580
	pa@yavnehcollege.herts.sch.uk


3.4 Responsibilities for lines of learning

Except where outlined in a specific policy section, the individuals listed below are responsible for implementation of the policy within their line of learning.

	Line of learning
	Lead

Centre
	Name
	Position
	Telephone
	Email

	Construction and the built environment 
	Oaklands College
	Steve Atherton
	Diploma Leader
	01727 737000
	steve.atherton@oaklands.ac.uk

	Creative and media
	Hertswood School
	Simon Wallace
	Diploma Leader
	020 8238 7200
	swallace@hertswood.herts.sch.uk

	Engineering
	Oaklands College
	Richard Thomas
	Diploma Leader
	01727 737000
	richard.thomas@oaklands.ac.uk

	Society, health and development
	Oaklands College
	Nia Hughes
	Diploma Leader
	01727 737000
	nia.hughes@oaklands.ac.uk


All queries about policies or their implementation should be referred to centre or line of learning representatives as listed in sections 3.3 and 3.4. They will determine whether exceptions are appropriate and should be allowed or whether the policy should be recommended for review at a higher level (normally the SAPG Co-ordinator).
3.5 Communication and data sharing

The individuals responsible for communication and data sharing, by centre, are:

	Centre
	Name
	Position
	Telephone
	Email

	Chancellor's School
	David Smith
	Exams Officer
	01707 650702
	smithd@chancellors.herts.sch.uk

	Bishop's Hatfield Girls' School
	Nick Hersey
	Exams Officer
	01707 275331
	exams@bishophatfield.herts.sch.uk

	Dame Alice Owen’s School
	Julia Beckingham
	Exams Officer
	01707 643441
	beckinghamj@damealiceowens.herts.sch.uk

	Hertswood School
	Rob Prior
	Exams Officer
	020 8238 7200
	rprior@hertswood.herts.sch.uk

	Knightsfield School
	Judy Crux
	Exams Officer
	01707 376874
	admin@knightsfield.herts.sch.uk

	Monk’s Walk School
	Jane Moulder
	Exams Officer
	01707 322846
	jmoulder@monkswalk.herts.sch.uk

	Mount Grace School
	Pam Smith
	Exams Officer
	01707 655512
	smithp@mountgrace.herts.sch.uk

	Oaklands College
	Carol Jennings
	Exams Officer
	01727 737000
	exams@oaklands.ac.uk

	Onslow St Audrey's School
	Julie Chandler
	Exams Officer
	01707 264228
	jchandler@onslow.herts.sch.uk

	Sir Frederic Osborn School
	Cathryn Wallace
	Exams Officer
	0844 4772515 ext 310
	cathryn.wallace@sfosborn.herts.sch.uk

	Stanborough School
	Malcolm Stanbrough
	Exams Officer
	01707 387733
	mstanbrough@stanborough.herts.sch.uk

	The Park Education Support Centre
	Martine Shelford
	Exams Officer
	01707 281460
	martine.shelford@theparkesc.herts.sch.uk

	Yavneh College
	Alison Gold
	Exams Officer
	020 8736 5580
	alison.gold909@yavnehcollege.herts.sch.uk


The SAPG will uphold the terms of the current Data Protection Act in order to ensure that data processing and sharing can take place in a way that helps deliver objectives as regards education and training, furthers the interests of the individuals involved and the public more generally, while still respecting legitimate expectations and rights in relation to the privacy and confidentiality of personal information.



4 SAPG timescales and deadlines



4.1 Line of Learning delivery plans

Delivery plans are developed for each line of learning as part of a SAPG’s Gateway application. Once line of learning approvals have been received, the SAPG line of learning leaders (known as Diploma Leaders) will communicate their plans, via the SAPG Co-ordinator, to the SAPG members. These will include the specifications to be followed for principal learning, the centres that will lead teaching and assessments and the likely volumes of learners at each level that can be accommodated. They will also lead any awarding body approvals that must take place.

The timetable for the SAPG delivery centres for all lines of learning is as follows:

	Task
	Date task must be completed

	Identification of SAPG delivery centres for all lines of learning
	June 2010

	SAPG agreements on specifications and delivery
	June 2010


4.2 Learner participation decisions

The Strategic Senior Leader at each Home centre will provide details of learners by line and level, as well as prior attainment information, to the SAPG administration team.
The absolute final deadlines for learner participation decisions are shown below (although Strategic Senior Leaders will have plans in place well in advance of these dates):

	Task
	Date task must be completed

	Learner forecasts
	May 2010

	Preliminary Diploma learner groups
	June 2010

	Complete Diploma learner groups
	July 2010




5 SAPG exam and assessment policies



5.1 Learner contracts

An SAPG-wide learner contract exists, which all learners are expected to sign. This includes an agreement to:

·  information sharing across the SAPG
·  study outside normal school hours

· a commitment to pay any fees for assessments for which they are entered but which they subsequently decide not to take.

The learner contract can be found at www.whehsapg.org.uk/Diplomas.

5.2 Specification and awarding body selections, Diploma awarding bodies and component awarding bodies

The following conditions will apply across the SAPG:
· Principal learning specifications are determined by the Diploma Leader
· Functional skills specifications are determined by the Home centre
· Project and/or extended project specifications are determined by the Diploma Leader
· Additional and specialist learning choices are determined by the Home centre, in consultation with the Diploma Leader
· Diploma awarding bodies will be the same as those used for the Principal Learning
· Learners will be advised of the Diploma component choice by the Home centre. 
Learners should review the choice of courses available with the Strategic Senior Leader at their Home centre (or their representative) and with their Consortium Coordinator, in advance of starting the course. 
	Centre
	Name
	Position
	Telephone
	Email

	Bishop's Hatfield Girls' School
	Hilary Footitt
	Strategic Senior Leader
	01707 275331
	hfootitt@bishophatfield.herts.sch.uk

	Dame Alice Owen’s School
	Bob Pepper
	Strategic Senior Leader
	01707 643441
	pepperr@damealiceowens.herts.sch.uk

	Hertswood School
	Cindy Atkinson
	Strategic Senior Leader
	020 8238 7200
	catkinson@hertswood.herts.sch.uk

	Knightsfield School
	Steve Barker
	Strategic Senior Leader
	01707 376874
	sbarker@knightsfield.herts.sch.uk

	Monk’s Walk School
	Nick Haynes
	Strategic Senior Leader
	01707 322846
	nhaynes@monkswalk.herts.sch.uk

	Mount Grace School
	Phil Freeman
	Strategic Senior Leader
	01707 655512
	freemanp148@mountgrace.herts.sch.uk

	Onslow St Audrey's School
	Charles Bober
	Strategic Senior Leader
	01707 264228
	cbober@onslow.herts.sch.uk

	Oaklands College
	Jane Blackett
	Strategic Senior Leader
	01727 737000
	jane.blackett@oaklands.ac.uk

	Sir Frederic Osborn School
	Suzann Wells
	Strategic Senior Leader
	0844 4772515
	suzann.wells@sfosborn.herts.sch.uk

	Stanborough School
	Barbara King
	Strategic Vocational Leader
	01707 321755
	bking@stanborough.herts.sch.uk

	The Park ESC
	Stephen Hoult-Allen
	Strategic Senior Leader
	01707 281460
	stephen.hoult_allen@theparkesc.herts.sch.uk

	Chancellor's School
	Steve Parker
	Strategic Senior Leader
	01707 650702
	parkers@chancellors.herts.sch.uk

	Yavneh College
	Galia Segal
	Strategic Senior Leader
	020 8736 5580
	admin@yavnehcollege.herts.sch.uk


	East Hertsmere Consortium
	Mike Kenward
	Consortium Coordinator
	01707 655512
	kenwardm835@mountgrace.herts.sch.uk

	Welwyn Hatfield Consortium
	Brian Ferry
	Consortium Coordinator
	0844 4772515
	ferryb@sfosborn.herts.sch.uk


All Home centres are expected to maintain an up-to-date record of choices available to learners (e.g option booklets etc) and to communicate this information to their exams office.

Once a learner has chosen a course, they should inform the Strategic Senior Leader at their Home centre of their choice, and subsequently of any changes to their Diploma learning plans. Again, this information must be made available to the exams office in a timely manner.
The Strategic Senior Leader will pass the list of learners and their choices to the SAPG administration team who will ensure that this information is communicated to Diploma Leaders and all other interested parties.

The Diploma Leader will be responsible for advising learners, teachers, administrators and the exams office on the characteristics of the specification and in particular the nature of assessments. This will be done using the Diploma Learner Study Plan.
5.3 Prior achievement

The centres should adhere to awarding body prior achievement rules.

The learner should be advised by the Strategic Senior Leader at the Home centre of the information they must supply (for example learner name and identifier, qualification, level, reference code, awarding body, date of achievement, centre where achieved). 
The Home exams office should process claims for valid prior achievement and monitor whether these achievements are credited to the correct learner account in the Diploma aggregation service. The deadline for checking validity and accreditation of prior achievement is 30 April (in the first year of study).
The Strategic Senior Leader at the Home centre, or their representative, has responsibility for advising learners whether they have valid prior achievement when they select a Diploma line and level for study.
5.4 Information sharing and use of the unique learner number

All Diploma learners will be allocated a unique learner number.

The centres should adhere to awarding body information sharing and use of the unique learner number guidelines.

Home centres are responsible for informing other relevant centres of any access arrangement granted to individual learners. Learners’ permission to share this information will be part of the learner contract (5.1). 
Additionally, the SAPG will uphold the terms of the current Data Protection Act in order to ensure that data processing and sharing can take place in a way that helps deliver objectives as regards education and training, furthers the interests of the individuals involved and the public more generally, while still respecting legitimate expectations and rights in relation to the privacy and confidentiality of personal information.

5.5 Registrations and entries

All entries for all Diploma learners must be made using the unique learner number.

The centres should adhere to awarding body registration and entry guidelines.

Each Diploma learner will have an individualised Diploma Learner Study Plan (DLSP). The SAPG administration team will liaise with Diploma Leaders to create a template for each line of learning. This will be pre-filled with Principal Learning and Project exam-related information. It is the responsibility of the Strategic Senior Leader at the Home centre, or their representative, to use this template to create a DLSP for each student. This must be done during the autumn term and must include a checking process to ensure that the proposed programme of learning is valid and will result in a successful Diploma award. This can be checked using the QCDA Diploma Validator: http://diplomavalidator.qcda.gov.uk/.  The DLSP will be held at the Home centre and will be updated by the Strategic Senior Leader, or their representative, with information provided by the Diploma Leader, including results of component assessments, completion of work experience and PLTS. 
It is the responsibility of the Diploma Leader to ensure that all information regarding entry requirements for Principal Learning and the Project, in particular for externally assessed timetabled exams is communicated to the exams offices in a timely fashion. (NB. Internally agreed deadlines will be published by the SAPG; any party not meeting those deadlines will be asked to meet the cost of any subsequent late fees charged by the awarding bodies). 
It is the responsibility of the Diploma Leader to ensure that information regarding entries made at the Assessment centre (i.e. for internally assessed components taking place at the teaching site) is confirmed to the Home centre exams office in a timely fashion.
Responsibility for entries is as follows:

	Assessment
	Information Provided by:
	Entry made by:

	External exam
	Diploma Leader
	Home Centre

	Internal assessment
	Diploma Leader
	Teaching Centre

	Project
	Diploma Leader
	Teaching Centre

	Functional Skills
	Strategic Senior Leader
	Home Centre

	Intention to Claim
	Strategic Senior Leader
	Home Centre

	Aggregation Code
	Diploma Leader
	Home Centre


5.6 Access arrangements

Centres should adhere to awarding body access arrangement rules.

Where the arrangement is substantial, unless otherwise agreed, it is the Home centre’s responsibility to provide the arrangement.

Where modified papers may be required, unless otherwise agreed, it is the Home centre’s responsibility to inform the centre where the assessment will be carried out, ahead of any deadlines.

All evidence needed to support the provision of access arrangements is the responsibility of the Home centre.

Home centres are responsible for informing other relevant centres of any access arrangement granted. Learners’ permission to share this information will be part of the learner contract (5.1).
5.7 Internal assessment and record keeping

Centres should adhere to awarding body internal assessment and record keeping requirements.

Centres where local assessments are made are responsible for all marking, standardisation and moderation processes.

Centres are advised that after enquiries about results are complete work must be kept for 1 year.

The Diploma Leader at the Assessment centre (i.e. the teaching site) will notify the Exams Officer at the Home centre of all relevant marks achieved in internally assessed components.
5.8 Personal, learning and thinking skills and work experience confirmations

Centres should adhere to awarding body personal, learning and thinking skills and work experience confirmations guidelines.

The Diploma Leader at the Assessment centre is responsible for the following areas with respect to personal learning and thinking skills and work experience:

·  the confirmation of learner achievement
· appropriate record keeping of learner achievement

· communication of this information to the exams office at the learners’ Home centre. 

5.9 Timetabled exams in principal learning

Centres should adhere to awarding body rules.

Timetabled written exams will take place at the Home centre.

Internally assessed components will take place at the Assessment centre (i.e. the teaching site).

Agreements to the contrary will be taken by the Diploma Leader and Strategic Senior Leader, in conjunction with the SAPG Co-ordinator, who will communicate these decisions to the exams office at the learners’ Home centres.

5.10 Finance: awarding body fees

Centres should adhere to awarding body rules.

Awarding body charges, where applicable, will follow where the entry has been made. 

Internally agreed deadlines for assessment entries will be published by the SAPG administration team; any party not meeting those deadlines will be asked to meet the cost of any subsequent late fees charged by the awarding bodies. The individuals responsible for managing transactions between centres are:

	Centre
	Name
	Position
	Telephone
	Email

	Bishop's Hatfield Girls' School
	Sue Bailey
	Finance
	01707 275331
	sbailey@bishophatfield.herts.sch.uk

	Dame Alice Owen’s School
	Caroline Pollard
	Finance
	01707 643441
	accounts@damealiceowens.herts.sch.uk

	Hertswood School
	Jane Briffett
	Finance
	020 8238 7200
	jbriffett@hertswood.herts.sch.uk

	Knightsfield School
	Sheila Langridge
	Finance
	01707 376874
	langridges@knightsfield.herts.sch.uk

	Monk’s Walk School
	Tracie Smith
	Finance
	01707 322846
	admin@monkswalk.herts.sch.uk

	Mount Grace School
	Anne Lavelli
	Finance
	01707 655512
	lavellia120@mountgrace.herts.sch.uk

	Oaklands College
	Ian Lennox
	Finance
	01727 737000
	ian.lennox@oaklands.ac.uk

	Onslow St Audrey's School
	Bill Tindale
	Finance
	01707 264228
	btindale@onslow.herts.sch.uk

	Sir Frederic Osborn School
	Carol Lindsay
	Finance
	0844 4772515
	lindsayc@sfosborn.herts.sch.uk

	Stanborough School
	Mary Blossom
	Finance
	01707 321755
	mblossom@stanborough.herts.sch.uk

	The Park Education Support Centre
	Helen Morris
	Finance
	01707 281460
	helen.morris@theparkesc.herts.sch.uk

	Chancellor's School
	Ros Craig
	Finance
	01707 650702
	craigr@chancellors.herts.sch.uk

	Yavneh College
	Hayley Fraser
	Finance
	020 8736 5580
	bursar@yavnehcollege.herts.sch.uk


5.11 Special consideration

Centres should adhere to awarding body special consideration guidelines.

Where special consideration claims are required for a single assessment on behalf of a number of learners, the centre where the assessment takes place will need to inform the centres where the entry was made.

5.12 Results

Centres should adhere to awarding body results guidelines.

Results for all qualifications achieved by all learners studying for the Diploma will be credited to their Home centre.

Where results for qualifications and units are of interest to centres other than those that receive them, they will be communicated to the other centre by the exams officer.
5.13 Enquiries about results

Centres should adhere to awarding body guidelines.

All enquiries with awarding bodies concerning learners’ results for assessments are to be made via the Home centre.

Where fees are required for enquires about results these fees are to be paid by the Home centre (on behalf of or in place of the student themselves). 
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