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Introduction 
This Examinations Protocol Policy outlines the procedures and guidelines for conducting
examinations at Fast Forward Vocational Training Ltd, in compliance with the Joint Council for
Qualifications (JCQ) instructions. This policy has been established to ensure the fair and secure
administration of all examinations, maintaining the integrity and reputation of our centre.

1. Approved Invigilators
The following individuals are approved as exam invigilators:

Callum Thompson
Jack Thompson
Paul Thompson
Samuel Izatt
Pippa Corcoran
Annabel Corcoran
Will Lockwood
Wynkyla Leing
Ethan Bailey
Gary McFadden

All invigilators are trained and deemed competent in invigilation procedures. They have read,
understood, and agreed to follow the guidelines laid out by the Joint Council for Qualifications
(JCQ).

2. Invigilation Packs
Each invigilator will be provided with an invigilation pack that includes:

A seating plan
Warning notices
Instructions for conducting the exam

3. Invigilator Responsibilities
Ensure that exam conditions comply with JCQ requirements.
Maintain a quiet and focused environment conducive to assessment.
Monitor candidates throughout the entire duration of the exam to prevent malpractice.
Address any disruptions or irregularities following JCQ guidelines​

4. Seating Arrangements
Exams will take place in the briefing rooms, where desks will be set up to accommodate one
student per desk.
There will be a minimum distance of 1.25 meters between each seat (front, behind, and either
side) to comply with JCQ standards.
A seating plan will be created for each exam and sent back with the exam papers after the
session.
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5. Security of Exam Papers
Exam Paper Request and Storage: Exam papers must be requested 7 days prior to the exam
date and are securely stored at Fast Forward Vocational Training Ltd (FFVT Ltd), Rear Office in
the secure storage facility.
The secure storage facility is equipped with two sets of keys:

One set is held by Pippa Corcoran, the Exams Officer.
The other set is held by Callum Thompson, the Head of Centre.

Upon receiving the exam papers, Pippa will sign them in and place them in secure storage until
the day of the exam. The exam papers will only be released to the invigilator on the day of the
assessment.

6. Transfer of Exam Papers
Should the exam papers need to be transferred to a different location, they will be placed in a
locked container with a numerical code lock.

The code is held by Pippa Corcoran and Callum Thompson, and is only supplied to the
invigilator 60 minutes prior to the exam beginning.

After the exam, the exam papers are collected by the invigilator, placed back into the locked
container, and transferred back to FFVT Ltd Head Office.
Pippa will process the exam papers back into secure storage before they are returned to
Pearson BTEC the following day​.

7. Candidate Identification
Candidates' identity will be verified before each exam, following JCQ guidelines​
Only authorised personnel and registered candidates are allowed in the examination room.

8. Appeals Procedure
Any appeal related to the exam process must be directed to:

Callum Thompson - Head of Centre
Email: callumthompson@racewaytraining.co.uk

The appeal must clearly state the nature of the complaint and will be reviewed in accordance with
JCQ regulations​.

9. Special Considerations
Candidates requiring special adjustments or accommodations will be supported in line with JCQ
guidelines. Reasonable adjustments will be made to facilitate all candidates, ensuring fairness and
compliance​.
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10. Malpractice and Disruptions
Any suspected malpractice or disruption during the exam will be reported immediately and handled
as per JCQ instructions. Incidents will be documented and reviewed by the Head of Centre​

11. Review and Revision 
This Examinations Protocol Policy will be reviewed regularly to ensure compliance with JCQ
guidelines. Any necessary revisions will be made to reflect changes in JCQ regulations or our
centre's procedures.

Conclusion 
Fast Forward Vocational Training Ltd is committed to providing a secure, fair, and transparent
examination environment in line with JCQ guidelines. This policy serves as a reference for all
examination-related activities at our centre, ensuring the highest standards of integrity and
professionalism in the administration of examinations. 
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