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Conflict of Interest Policy for Exams

Rationale

Our centre has a duty, as a registered Examination Centre for one or more of the UK
awarding organisations (exam boards), to uphold the integrity of public examinations.

As with other instances of examination maladministration, the sharing of confidential
material relating to any current or future (“live”) public examination series by a
member of staff is likely to constitute gross misconduct that is likely to result in
dismissal. We also recognise that we could potentially have a number of current
staff who are engaged by exam boards in various capacities for the setting, marking,
moderating and reviewing of public examinations and, thereby, contribute to the
public good. However, those staff may be involved in delivering the same
examination specifications to pupils at the school.

Such staff owe duties to the centre to prepare pupils properly for their public
examinations but also to the relevant examination board to preserve the integrity of
public examinations.

In fulfilling these potentially conflicting duties, staff must act with utmost integrity and
take care to manage the potential conflict of interest by ensuring that examination
security is not breached in any way, whether deliberately or otherwise. Such staff
must remain neutral at all times both with their colleagues and pupils.

Policy Procedures

The school currently only permits staff to be engaged by the exam boards on the
following basis:

1. A member of staff must seek permission from the Head/principal (in his/her
capacity as Head of Examination Centre) prior to undertaking any role for an
examination board and must seek renewed permission from the Head/Principal each
year.

2. A member of staff given permission must complete a declaration form for staff
involved in public examinations and return it to the Head of Centre who will retain a
Register of Staff involved.

3. A member of staff given permission must act with utmost integrity and take care to
ensure that examination security is not compromised (deliberately or otherwise) and,
if teaching pupils who will sit any examination of whose contents the staff member
has, or will have, prior knowledge, the staff member must also sign and adhere to
the school/college’s internal protocol, as set out below.

4. A member of staff given permission must declare any training he or she has
received from the examination board concerned and must provide details of the
examination board’s applicable Conflict of Interests (or other relevant) policy. Staff
must treat as confidential the identity of fellow staff involved in examining and must
not discuss or speculate on such topics with pupils. Members of staff who are
concerned that examination maladministration may have occurred must notify the
Head of Examination Centre immediately. This policy will be reviewed annually.



Appendix 1: Statement of Conflict of interest monitoring

The Mendip School trains and surveys the whole staff to act as invigilators or access
arrangements as it is vital our pupils have familiar people with them who are aware
of their Special Educational needs and behaviours. This enables us to draw on a
large pool of potential invigilators and avoid any issues with conflicts of interest.

At the start of the school year, all staff are asked to fill in a form confirming their
status with regard to conflicts of interest.

This covers whether they are taking qualifications at the centre or elsewhere,
whether they have close family/children/friends taking exams here or elsewhere,
whether they are a Keyholder with any of those criteria and all requirements under
the General Regulations published by the JCQ.

At the invigilator and access arrangement training, they are further required to sign
off if they have conflicts of interest to declare at that stage.

On receipt of this information, the centre is able to choose staff to administer the
exams.

The default position of the centre is to choose members of staff who have no
conflicts of interest.

If there is a need for a specific person to attend (e.g in the case of a 1:1 TA with
specialist knowledge of that young person) a risk assessment will take place to
identify means of mitigating factors. This would include measures such as identifying
the exact nature of the qualification — for example if it was not one that the pupil was
doing then there would be no conflict of interest, not allowing sole invigilation or
scribe/reader support. In this way the security of the exams will be preserved.



THE MENDIP SCHOOL- DECLARATION OF INTEREST FORM 2025/26

To comply with the regulations, the centre is required to manage conflicts of interest
and inform the relevant awarding body/bodies (before the published deadline for

entries for each examination series) of:

To ensure compliance, you must declare (by ticking) any of the statements that apply

any members of centre staff who are taking qualifications at their own centre

which include internally assessed components/units
any members of centre staff who are teaching and preparing members of their

family (which includes step-family, foster family and similar close

relationships) or close friends and their immediate family (e.g. son/daughter)

for qualifications which include internally assessed components/units,

and maintains clear records of all instances where:

o exams office staff have members of their family (which includes step-
family, foster family and similar close relationships) or close friends and
their immediate family (e.g. son/daughter) being entered for examinations
and assessments either at the centre itself or other centres

o centre staff are taking qualifications at their own centre which do not
include internally assessed components/units

o centre staff are taking qualifications at other centres

to you and complete the required information in the white boxes.

Your
name

Your job title(s)/role(s)

Subiject(s) you teach (if applicable to your role)

Please tick any statement/statements that applies/apply to you and complete the
required information (or will apply to you during the 2025/26 academic year)

(]

| am taking a qualification(s) at this centre which includes an internally

assessed component/unit

Qualification(s) | am

taking

Awarding body

Qualification type

Specification (Subject)

Steps | have taken to seek an alternative centre at which to take the qualification(s)

[]
(]
(]

O

| am teaching and preparing a member of my family (which includes step-
family, foster family and similar close relationships) or close friends and their
immediate family (e.g. son/daughter) for a qualification(s) which includes an

internally assessed component/unit
(Where more than one related person, please complete a separate form)




Name of related person (the candidate)

Candidate number Relationship to
me
Awarding body |Qualification Specification (Subject)
Qualification(s) being type
taught and prepared for

1 1 am a member of exams office staff and have a member of my family (which
includes step-family, foster family and similar close relationships) or close
friends and their immediate family (e.g. son/daughter) being entered for

examinations and assessments at this centre or another centre
(Where more than one related person, please complete a separate form)

Name of related person (the candidate)

00 This centre [ Another entering centre

Where the candidate is being entered . .
(tick box as applies

Candidate number (if this centre) Relationship to me
Entering centre name (if not this centre) Entering centre
number (if known)

1 1 am taking a qualification at this centre which does not include internally
assessed components/units
1 I 'am taking a qualification at another centre

Awarding body [Qualification type [Specification (Subject) [Exam series

Qualification(s) | am taking

Entering centre name Enter centre number (if
known)

1 | have none of the above statements to declare

Date declaration(s) made:
Signature to confirm declaration(s):

This completed form (including date and signature) must be returned to Sophie
Handover by 30/10/2025

The declaration(s) you have provided will be used to inform the relevant awarding
body/bodies (where required) and to record details of the measures taken to mitigate
any potential risk to the integrity of the qualifications affected. You will be informed
iffwhere any measures or protocols put in place directly affect you.

FOR HEAD OF CENTRE/EXAMS OFFICER USE ONLY

Date Action

Completed Declaration form received
Declaration(s) recorded on Conflicts of Interest (COIl) log
Awarding body/bodies informed of specific COI (where applicable)

Staff member informed of measures/protocols in place to manage the risk represented
by the COI




THE MENDIP SCHOOL - CONFLICTS OF INTEREST LOG 2023/24

Date
recorded

Staff name & job
title(s)/role(s)

Conflict of interest (COI)

Measures taken/protocols in place to mitigate any potential risk to the integrity
of the gqualifications affected

The records may be inspected by a JCQ Centre Inspector and/or awarding body staff. They might be requested in the event of concerns being reported to an awarding body.
The records must be retained until the deadline for reviews of marking has passed or until any appeal, malpractice or other results enquiry has been completed, whichever is

later.




EXAMPLE ONLY

Conflict of interest (COI)

Measures taken/protocols in place to mitigate any potential risk to the integrity of the qualifications affected

(As a last resort where unable to find another
centre) Taking a qualification(s) at this centre
which includes an internally assessed
component/unit

COl declared to relevant awarding body
before the published deadline for entries (for
each affected examination series)

[Insert as example, To:
e prevent the member of centre staff having access to confidential examination/assessment materials prior to
exam(s)/assessment(s)
e Dbrief other relevant centre staff on maintaining the integrity and confidentiality of exam/assessment materials
ensure the member of centre staff is treated in the same way as any other candidate entered for that qualification,
does not have access to examination materials and does not receive any preferential treatment
the arrangements below are in place:]
[Insert as bullet points the specific measures taken/protocols in place in the centre to achieve the above]

Teaching and preparing a member of family
(which includes step-family, foster family and
similar close relationships) or close friends and
their immediate family (e.g. son/daughter) for a
qualification(s) which includes an internally
assessed component/unit

COl declared to relevant awarding body
before the published deadline for entries (for
each affected examination series)

[Insert as example, To:
e make every effort to avoid situations where a candidate is assessed by a person who has a close personal
relationship with the candidate
e ensure the member of centre staff is not solely involved in making assessment decisions for the affected candidate
for any internally assessed component/unit
e ensure the marked work will be submitted for moderation whether or not it is part of the moderation sample
the arrangements below are in place:]

[Insert as bullet points the specific measures taken/protocols in place in the centre to achieve the above]

A member of exams office staff and has a
member of family (which includes step-family,
foster family and similar close relationships) or
close friends and their immediate family (e.qg.
son/daughter) being entered for examinations
and assessments at this centre or another
centre

[Insert as example, To:
ensure that the member of exams office staff does not have unaccompanied access to confidential examination
materials (for example, question papers, pre-release materials, answer scripts etc.
ensure that another person is present for particular administrative arrangements relating to the candidate’s
exams/assessments
the arrangements below are in place:]
[Insert as bullet points the specific measures taken/protocols in place in the centre to achieve the above]

Taking a qualification at this centre which does
not include internally assessed
components/units

[Insert as example, To:
e prevent the member of centre staff having access to confidential examination materials prior to exam(s)
brief other relevant centre staff on maintaining the integrity and confidentiality of examination materials

ensure the member of centre staff is treated in the same way as any other candidate entered for that qualification,
does not have access to examination materials and does not receive any preferential treatment
the arrangements below are in place:]

[Insert as bullet points the specific measures taken/protocols in place in the centre to achieve the above]

Taking a qualification at another centre

[Insert as example, To ensure the member of centre staff does not have access to confidential examination materials for the
same awarding body qualification if this is delivered in the centre, the arrangements below are in place:]

[Insert as bullet points the specific measures taken/protocols in place in the centre to achieve the above]




