St. Winifred's School* administration of SATs for KS2 policy

This policy applies for the administration of the SATs at the end of Year 6. It is intended to provide an overview of some important procedures. More detailed information regarding test administration is available within the QCDA ‘Test administrators’ guide’:

http://orderline.qcda.gov.uk/gempdf/1849629994/Qcda-11-5382-2011_test_administrators_guide.pdf
The guide provides specific information regarding the administration of SATs in English and Mathematics, including specific instructions to deliver to the pupils before, during and after each test.
General procedure for tests

· Tests cannot be taken earlier than the timetabled day under any circumstances.

· It is the responsibility of the Senior Teacher to ensure that there are sufficient test papers before the date of the test. In the event of an insufficient supply permission to photocopy test materials should be obtained by phoning (0300) 3033013. Once the quantity of papers has been verified (without opening any document packs) the sets of papers are resealed and locked within the filing cabinets in Mrs Pearcey’s office.
· The room where the tests are to be held must be free from any display materials that could help pupils in the tests. 

· Seating arrangements should allow all pupils to work quietly and independently, all pupils being spaced out and having their own desks to work on.

· A clock should be clearly visible to all pupils.

· All papers should be clearly named by the pupils and include the school’s name and DfE number (852 / 6005)
· Pupils should enter the test room in silence and should remain in silence until all papers have been collected at the end of the test.
· At the end of each test the test scripts should be collected and placed in the same order as the pupil names on the ‘Attendance register’ (alphabetically by surname). The column on the ‘Attendance register’ should then be completed for the appropriate test.

· The completed ‘Attendance register’ must be sent with the corresponding test scripts to the marker.

· Before sending the completed scripts they should be stored in the packaging provided and kept in a locked place until they are ready to be sent for external marking.
· If a timetable variation is administered for one or more pupils then the test script bag for that test should not be sealed until the rescheduled test has been administered.

· All completed English test scripts (reading, shorter writing task and spelling test, and longer writing task) should be sent to the marker as one consignment.

· All completed Mathematics test scripts (mental Mathematics test, Test A and Test B) should be sent to the marker as one consignment.

· Once all tests have been administered and completed test scripts have been dispatched for external marking, the head teacher must complete and submit the ‘Head teacher’s declaration form’ to confirm that the tests were administered correctly and that all security arrangements were followed.

Dealing with queries and issues during the tests

· Invigilators must ensure that nothing that they say or do during a test could be interpreted as giving pupils an advantage.

· If a pupil asks a question about test content the response provided must not explain subject-specific terms or expressions.

· No part of the English reading paper should be read to pupils, with the exception of general instructions.
In the event of a fire alarm

· Stop the test and note the time.
· Evacuate the room following school procedures and tell the pupils to remain silent. Test papers should be left in the test room.

· Pupils must be supervised at all times to ensure that they do not talk about the test.

· Once the building is deemed safe to re-enter the test should continue, using the correct amount of remaining time.

· In the event of pupils talking to each other about the test, the national curriculum assessments helpline must be contacted (0300 303 3013) for advice before continuation.
In the event of sickness / necessity to visit the toilet
· Stop the test for the individual pupil and note the time. If a pupil is well enough to continue after a rest break they should continue, being allowed the correct remaining time.

· If other pupils are disturbed the test may be stopped, before being restarted after the disturbance is over allowing the correct amount of remaining time.

· If a test paper is spoiled then a new copy should be provided to the pupil. A member of staff should copy answers from the spoiled paper onto the new paper, at a time that causes least disruption to the pupil. If the paper is unreadable the pupil should be asked for their answers at the end of the test and these answers should be recorded in a different colour on the new paper. A note explaining the event should be attached to the paper for the external marker.
· If a pupil is too ill to continue the test, the partially completed test script should be sent for external marking with an accompanying note.

· If a pupil needs to leave the test room to visit the toilet, or for any other valid reason, a test administrator should accompany them.

In the event of catching a pupil cheating

· Details of the incident, including the pupil’s name, the name of the test and any specific questions in which the pupil gained advantage should be recorded. The incident should then be reported to the QCDA through the completion of a ‘Notification of a pupil cheating’ form available from the ‘Access arrangements’ section of the QCDA website. (www.qcda.gov.uk/ncatools)

This will result in a pupil either having marks removed or their test result being annulled. 

In the event of a pupil causing disruption due to their conduct

· If a pupil’s behaviour is disturbing other pupils then the test should be stopped and the pupil removed. Remaining pupils should then be provided adequate time to refocus and then continue the test, within the appropriate remaining time. 

· A decision should be made by the S.M.T. as to whether or not the disruptive pupil should continue to take the test in a separate room or whether to send the partially completed test script for external marking. This decision should be made on a case-to-case basis.

In the event of a pupil having a panic attack or absence seizure

· If the attack is disturbing other pupils then it may be necessary to stop the test and arrange for the pupil to go to a quiet area, in order to settle. The pupil may continue the test if he or she is well enough. Remaining pupils should be given a few moments to refocus before recommencing the test, receiving the correct amount of remaining time to complete the paper.

In the event of a test paper being incorrectly collated or the print being illegible

· Provide the pupil with a replacement paper (the school is provided with additional copies to cover this eventuality).

· Should there be no additional copies available contact the national curriculum assessments helpline on (0300) 303 3013 for approval to photocopy the test paper.

· Attach the replacement paper to the original at the end of the test and inform the headteacher of the action taken.
Pupils who cannot take the test at the scheduled time

· Any pupil arriving late for a test, but before the rest of the pupils have completed the test, may have the full time to complete the test.

· If a pupil arrives after the test has been completed but before the rest of the form have left the test room, the pupil should be kept in isolation from the rest of the form until the pupil’s rescheduled test has been administered.
· If a pupil arrives after the test has been completed and the other pupils taking the test have left the test room then the pupils should be kept in isolation until the rescheduled test has been administered. A notification of a timetable variation must be submitted in these cases before the test can be administered.

· If a pupil has arrived late, or was absent on the day of a test, and has had contact with pupils who have taken the test, the pupil must not be allowed to take the test and should be marked as absent on the ‘Attendance register’.

Pupils working at below level 3

Pupils working at below level 3 in English or Mathematics do not take the specific tests (they are registered with the QCDA as such). A past paper may be administered to these pupils for inclusion purposes, these papers being marked internally rather than being sent away for external moderation.
	Health and safety risk assessment for Gym hall when used to administer KS2 SATs



	Hazard/s
	Persons at Risk
	Severity of Risk
1, 2 or 3
	Probability of Risk
1, 2 or 3
	Overall Risk Factor
	Measures required to control the Risk
	Action to be taken by
	Action in an emergency

	Specific medical need
	Any pupil registered with the school with specific need, e.g.: asthma, severe allergic reaction.
	2 / 3
	1
	2 / 3
	Medical equipment is situated within easy reach of the gym should a pupil require assistance.
	Adults administering the test
	Administer medication. If a child is able to continue the test then the administrator of the test should ensure that adequate time is provided. If a child is unable to continue follow guidelines above.

	Panic attack / claustrophobia

	All
	2
	1
	2
	Discuss prior to the start of the test. Ensure room has adequate ventilation. 
	Adults administering the test
	Follow guidelines above ensuring pupil is safe at all times. 

	Dehydration
	All
	1
	1
	1
	Ensure all pupils have access to water during the tests
	Adults administering the test
	Provide pupils with water. If necessary remove pupil, following guidelines above.

	Fire 
	All
	3
	1
	3
	Ensure pupils are aware of the correct fire evacuation route.
	Adults administering the test
	Evacuate room following guidelines above.

	Slipping in the room / falling from furniture
	All
	1
	1
	1
	Ensure pupils move around test room appropriately
	Adults administering the test
	Provide first aid as appropriate. Remove pupil if necessary, following guidelines above.

	Insect bite
	All
	1
	1
	1
	Make sure that windows close to plants / rubbish bins are shut
	Adults administering the test
	Provide first aid as appropriate. Remove pupil if necessary, following guidelines above.
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