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1 Purpose of policy 

 
The purpose of this policy is to manage conflicts of interest by informing the 

awarding bodies, before the published deadline for entries for each examination 

series, of: 

 
- 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: 

 

- 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; 

- centre staff are taking qualifications at their own centre which do not 

include internally assessed components/units; 

- centre staff are taking qualifications at other centres. 

 
The conflicts of interest process at this centre is designed to protect the integrity of 

the exam system and helps to ensure that staff members are protected if there is an 

allegation of malpractice due to a perceived, or real, conflict. 

 
2 Actions to be taken to manage conflicts of interest effectively 

 
The Examinations Officer will provide a form to academy staff before the published 

deadline for entries for each examination series, seeking disclosure of any potential 

conflicts of interest. The form provided will seek information about any members of 

academy staff who are: 

 
- taking qualifications which include internally assessed components or units at 

this academy; and/or 

- 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. children) for qualifications which include internally 

assessed components or units. 



Entering members of staff for qualifications at this academy should be a last resort, 
when the individual has been unable to find an alternative. In this case the Head of 

Centre must ensure that: 

 
- the usual protocols are in place to prevent the staff member from accessing 

exam materials prior to the exam, and that other staff understand the 

importance of maintaining the integrity and confidentiality of the exam 

materials; 

- the member of staff does not receive any preferential treatment. 

 
In practice, the relevant awarding body would be contacted and updated in full so 

that the situation can be managed effectively. 

 
3 Keeping records 

 
The Head of Centre is responsible for ensuring that the academy maintains clear 

records of all instances where: 

 
- exams office staff have members of their family (as detailed above) or close 

friends and their immediate family being entered for examinations and 

assessments either at the academy or other centre; 

- academy staff are taking qualifications at their centre which do not include 

internally assessed components or units; and/or 

- academy staff are taking qualifications at other centres. 

 
The Head of Centre must ensure that these records include details of the measures 

taken to mitigate any potential risk to the integrity of the qualifications affected. 

 
Every conflict of interest should be considered carefully and strict measures 

imposed. Awarding bodies should be updated and reports made to the awarding 

bodies where required. Records of the measures in place to mitigate any risk should 

be signed by the member of staff and the Head of Centre. If one of the requirements 

is for the conflict to be monitored, then the person instructed to do the monitoring 

should also sign the record. 

 

Maintaining careful records and implementing agreed mitigation measures will 

protect the academy and the member of staff should any allegations be made against 

them. 

 
The records may be inspected by a visiting JCQ Centre Inspector and/or awarding 

body staff. The records 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. 



4 Examples of acceptable methods of managing common conflicts of interest 

 
The following examples have been summarised from current AQA guidance: 

 

Member of staff who is teaching/preparing a member of their own family for 

qualifications which include an internally assessed component or unit 

 
It is important that this conflict is managed effectively to ensure that the member of 

staff and the centre can be protected from allegations of malpractice. Ideally, the 

relative should be allocated to a different teacher in the department, as this will 

effectively negate the conflict. 

 
However, if this is not possible, strategies to manage this conflict include the 

following: access to Centre Services should be restricted if the internally assessed 

component has any pre-release material relating to it to ensure the staff member 

cannot access any confidential materials in advice on the release date (access can 

be supervised by another member of staff); if the member of staff is also a member of 

the examinations team, then any access to secure storage should be restricted for 

the period during which they are taking examinations; the Head of Department must 

consider monitoring the completion and marking of the internally assessed 

component, as an additional check to ensure that the member of staff’s relative has 

been assessed fairly. 

 

The AQA website notes that this conflict does not need reporting to AQA if the 

subject does not have an internally assessed component or unit, but the Head of 

Centre will need to put in place conflict management strategies and have records 

available for inspection. 

 

Exams office staff member has a member of their family being entered for an 

examination or assessment either at the centre itself or another centre 

 
In the event of a conflict of this type, AQA would recommend the following measures 

would be appropriate: the member of staff should not enter the exam store room 

without direct supervision; the member of staff should not handle or have access to 

any papers that their family member is taking (this includes before, during and after 

the exam and completed candidate scripts); the member of staff should have their 

extranet access monitored and removed on the morning of the affected examinations 

to ensure that the paper cannot be accessed electronically; the member of staff 

should not have access to the candidate's results on EDI day or results day, so that 

they do no see the results before the candidate; the member of staff should not have 

any access to live papers before, during or after the exam(s) in question; and the 

member of staff should avoid contact with the candidate before the exams. 


