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At Woodhey High School our vision is:

To be a centre of excellence, where students, staff and the community are proud to
work together to broaden our horizons, exceed our aspirations and where everyone
achieves their full potential.

#TeamWoodhey

At Woodhey High School, we have two key values that drive our actions, our
choices, and our decisions.

These are:

Respect

We treat everyone as we wish to be treated ourselves; we are all part of the same team
Excellence

We strive to be the best we can be at all times; nothing but the best is good enough for us

Underpinning our values are two clear expectations.

These are:

Respect every member of staff and student in our community, following all instructions without
answering back

Being excellent by being prepared for, and completing all work to the best of our ability without
distracting others

We are a team made up of our staff, our students, our parents and carers, and our wider
community. Our vision, values and expectations apply to all of our community.

Teamwork is the secret that makes common people achieve uncommon results (Ifeanyi Enoch
Onuoha)

#TeamWoodhey
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Conflicts of Interest Policy (Exams) 2025-26
Key staff involved in the policy

Role Name(s)
Head of Centre Dean Watson
Data and Exams Officer Alison Abbott
Exams Officer Alison Abbott
Senior Leader(s) Gary Holden

Introduction

Woodhey High School manages conflicts of interest in accordance with the JCQ General Regulations
for Approved Centres (section 5.3). Roles and responsibilities for normal delivery arrangements are
detailed in the Exams Policy, to ensure that awarding bodies are informed (where required) of any
relevant conflict declared by members of centre staff and records are maintained that confirm the
measures taken/protocols in place to mitigate any potential risk to the integrity of the qualifications
affected before the published deadline for entries.

Purpose of the Policy

The purpose of this policy is to provide guidance to staff and any other relevant individuals on handling
possible conflicts of interest that may arise as a result of their roles as teachers, invigilators and
assessment/exam-related administrators.

General principles

A process is in place to collect any declaration of personal interest from staff or individuals whose role
involves assessment/examinations within Woodhey High School. This includes individuals involved
with all aspects of devising, setting, marking, administering, invigilating, internally verifying or any
other activity connected with the assessment of candidates and associated supporting resources and
services.

Where reference is made to candidates, this includes any private candidates accepted by the centre.

Declaration process
- Following the completion of the annual Declaration of Interest Form by all staff in the autumn
term of 2025 (see Appendix 1). A Declaration of Interest form 2025/2026 will be sent to all
members of centre staff involved in the process who have declared a conflict of interest which
could relate to the awarding of grades for November 2025, January 2026 and/or Summer
2026.
- Staff will be required to:
o Confirm if they are sitting an exam at this centre or another centre
o Confirm if they have access to confidential assessment materials and are entered for
an exam at this centre or another centre
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o Have access to the centre’s secure storage facility and have one or more ‘related
people’ sitting exams either at this centre or another centre

o Confirm if they are preparing one or more ‘related people’ sitting exams at this centre
or another centre

o Confirm if they are involved in making assessment decisions for centred marked
components for ‘related people’

o Confirm if they have a friend or a relative sitting exams at this centre or another centre

Return the completed declaration to the Exams Officer by end of September 2025

o An email will be sent to all staff during the Summer term asking them to declare any
new conflicts of interest

O

Managing conflicts of interest

- A Conflicts of Interest log for 2025-26 will be maintained to record any potential conflicts of
interest declared by centre staff.

- The log will record the nature of the potential conflict and a decision by Dean Watson (Head
of Centre), if this is deemed a potential risk to the integrity of the centre’s assessments.

- The log will record appropriate additional controls put in place to mitigate any potential risk
to the integrity of the centre’s assessments and to ensure fairness in later process reviews and
appeals.
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Appendix 1: Declaration of Interest Form

Declaration of Interest Form 2025/26

The awarding bodies are required by the qualification regulators to ensure that any Conflict of Interest
in relation to the design, delivery and awarding of examinations/assessments is identified, recorded
and managed effectively.

To comply with the regulations, our centre is required to manage conflicts of interest and inform the

relevant awarding body/bodies (by 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 centre which do not include internally assessed
components/units

- Centre staff are taking qualifications at other centres

Your name: Your job title(s)
/ role(s):

Subject(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):

(O am taking a qualification(s) at this centre, which includes an internally assessed component/unit
Qualification(s) | am Awarding Body Qualification Type Specification (Subject)

. --

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

Page | 6




(Ol 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 (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)
Type

Qualification(s)
being taught and
prepared for

(Ol 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):

Where the candidate is being entered (circle as This centre
applies):
Another entering centre

Candidate number (if Relationship to me:
this centre):

Entering centre name Entering centre
(if not this centre): number (if known):

(O | am taking a qualification at this centre which does not include internally assessed
components/units

(O I'am taking a qualification at another centre
Qualification(s) | Awarding Body Qualification Specification Exam Series
(subject)

am taking Type

Entering centre Entering centre
name: number (if
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(O | have a member of my family (which includes stepfamily, foster family and similar close
relationships) or close friends and their immediate family (e.g. son/daughter) who are being entered
for examinations either at this centre or another centre

(Where more than one related person, please complete a separate form)
Name of related person (the candidate):

Where the candidate is being entered (circle as This centre

applies):
Another entering centre

Candidate number (if Relationship to me:
this centre):

Entering centre name Entering centre
(if not this centre): number (if known):

(O I'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 the Exams Officer by 30t
September.

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 if/where any measures or protocols put
in place directly affect you.

All records are subject to inspection by the JCQ/awarding body on request and will 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 (for the relevant exam series).
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Appendix 2: Conflicts of Interest Log 2025/26

Date recorded: Staff name and role(s):

Nature of potential conflict:

Deemed a potential
risk? (Circle as applies)

Additional controls put in place to mitigate any potential risk to the integrity of the centre’s
assessments and/or to ensure fairness in later process reviews and appeals
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