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School Development Plan 2026-28
Examination Administration Action Plan
	Operational leader
	Lexie McComasky 
Office Manager
	SLT accountable lead
	Keri Myers
School Business Manager

	SDP strand
	Our Students
	GB committee
	Our Students

	SDP Year 1 priority
	Supports excellence in educational provision and accredited outcomes.
	SDP strategy
	Supporting operational plan: it is not separately named in the approved SDP list; its contribution is secure, compliant administration of accredited pathways.

	Governance purpose
	Deliver the Year 1 milestones below and evidence impact, not activity alone.
	Reporting
	Termly SLT/committee scrutiny; FGB RAG three times yearly.


Year 1 intended impact and success measures
	Intended impact
• A robust, compliant and efficient examinations process that ensures all registrations, entries, assessments and results are completed accurately and on time, with no breaches of regulations or missed opportunities for student accreditation.
	Key success measures
• 100% of student registrations and entries completed by awarding body deadlines.
• 100% implementation of approved access arrangements.
• Examination outcomes and certificates processed accurately and within required timescales.


Year 1 termly delivery and RAG scrutiny
	Term
	Priority deliverables
	Evidence / success test
	RAG
	SLT / GB action

	1
	• Publish annual examinations and assessment calendar.
• Review previous examination series and identify improvements.
• Audit all examination policies, procedures and contingency arrangements.
	• Examination calendar issued to staff.
• Annual exam review completed.
• Policies updated and approved.
	☐ R
☐ A
☐ G
	Progress / barrier:

Corrective action / decision:


	2
	• Coordinate and administer November mock examinations.
• Review mock outcomes with AHT-S.
• Confirm registration requirements for the academic year
	• Mock examinations completed as scheduled.
• Feedback and actions agreed following mock review.
• Registration and candidate information maintained accurately.
	☐ R
☐ A
☐ G
	Progress / barrier:

Corrective action / decision:


	3
	• Prepare examination entries and assessment schedules.
• Complete compliance checks and examination readiness review.
• Confirm staffing, rooming and access arrangement requirements.
	• Entry tracking records maintained.
• Compliance checks completed.
• Examination arrangements communicated to relevant staff.
	☐ R
☐ A
☐ G
	Progress / barrier:

Corrective action / decision:


	4
	• Coordinate and administer March mock examinations.
• Identify students requiring additional support.
• Finalise arrangements for the May examination series.
	• Mock examinations completed.
• Actions identified from mock review.
• May examination planning completed.
	☐ R
☐ A
☐ G
	Progress / barrier:

Corrective action / decision:


	5
	• Oversee the delivery of examinations, including access arrangements and invigilation. Coordinate examination materials and communication to awarding body, students and families.
• Monitor examination processes and respond promptly to operational issues.
• Complete post-examination administration in line with awarding body requirements.
	• Examinations delivered in accordance with regulations.
• Exam logs and records maintained.
• Assessment materials returned within required timescales.
	☐ R
☐ A
☐ G
	Progress / barrier:

Corrective action / decision:


	6
	• Coordinate July resit opportunities where appropriate.
• Process results, certification and student records.
• Complete annual evaluation and identify priorities for improvement.
	• Resit entries and assessments administered as required.
• Results and certificates processed accurately.
• End-of-year evaluation shared with Head of Centre.
	☐ R
☐ A
☐ G
	Progress / barrier:

Corrective action / decision:
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