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1. Introduction
This policy sets out how The Westminster School manages and operates as a split-site provision, ensuring that all activity across its sites — including the Hub (satellite site) — complies fully with JCQ regulations, DfE guidance, and the requirements of awarding organisations such as NCFE and AIM Qualifications and Assessment Group.

The Westminster School supports learners with Special Educational Needs and Disabilities (SEND) to achieve accredited qualifications and work-related outcomes. This policy ensures that standards of quality assurance, safeguarding, assessment integrity, and learner experience are consistent across all delivery locations.

Purpose of the Split Site Policy
This policy aims to:
- Ensure that all sites delivering education or assessment under The Westminster School operate to the same standards and are fully compliant with DfE, JCQ, NCFE, and AIM requirements.
- Maintain secure and fair assessment conditions across all venues.
- Safeguard learners and staff, ensuring a consistent application of the school’s policies.
- Demonstrate to awarding organisations that effective systems of governance, communication, and quality control are in place across multiple sites.
- Support inclusion by providing accessible, appropriate learning environments that meet the needs of learners with SEND.

Sites Covered by this Policy
This policy applies to:

1. Main School Site: The Westminster School, Hawes Lane, Rowley Regis, B65 9AL – registered DfE location.
2. Hub Site: 43 Rowley Village, Rowley Regis, B65 9AS – used for vocational, employability, and qualification-based learning (e.g., NCFE and AIM courses).

The Hub operates as an additional educational delivery location under the governance and management of The Westminster School. It does not operate as a separate school or independent examination centre and does not use a separate centre number unless an awarding organisation expressly requires this.
The school will confirm the Hub’s status with each relevant awarding organisation before qualifications are delivered, assessed or internally quality assured there. Delivery or assessment will not begin at the Hub until any required approval, notification or amendment to centre records has been completed.
The use of the Hub for teaching or internally assessed activity does not automatically authorise it as a venue for timetabled written examinations. Where examinations are conducted away from the centre’s registered address, the school will follow the current JCQ alternative-site requirements.

Use of the Hub for Examinations and Assessments
Before using the Hub for a timetabled written examination, the Examinations Officer will check the current JCQ Alternative Site guidance and Instructions for Conducting Examinations.
Where required, the Examinations Officer will submit the JCQ Alternative Site form through the Centre Admin Portal, identifying the alternative address, examinations, dates and candidates concerned. The required notification will be completed within the current JCQ timescale.
For practical assessments, speaking assessments, coursework, controlled assessments, non-examination assessments or vocational assessments not covered by the JCQ alternative-site form, the Examinations Officer or Quality Nominee will obtain and follow guidance from the relevant awarding organisation.
A record of all notifications, correspondence and decisions will be retained for inspection.

Governance and Management
- The Headteacher holds overall responsibility for ensuring compliance with all JCQ and awarding body regulations across all sites.
- The Deputy Headteacher (Outcomes) acts as Centre Quality Nominee (NCFE/AIM) and coordinates internal verification, assessment, and moderation.
- The Examinations Officer ensures JCQ compliance for all examinations and assessments, including the management of secure materials and invigilation.
- Site Leads (e.g., Hub Coordinator or Job Coaches) are responsible for day-to-day operations, site security, and communication with the main site.
- Qualifications delivered at the Hub will normally operate under The Westminster School’s established centre approval and centre number only where this has been confirmed as permissible by the relevant awarding organisation. The school will not assume that approval of the main site automatically extends to every additional delivery or assessment location.
- The Head of Centre and Quality Nominee will ensure that each awarding organisation holds accurate information about the school’s approved delivery and assessment locations.

Regulatory and Policy Framework
This policy should be read alongside the current versions of:
· JCQ General Regulations for Approved Centres;
· JCQ Instructions for Conducting Examinations;
· JCQ Alternative Site guidance;
· JCQ Access Arrangements and Reasonable Adjustments;
· JCQ Suspected Malpractice Policies and Procedures;
· Ofqual General Conditions of Recognition, where applicable;
· relevant awarding organisation centre agreements, approval criteria, qualification specifications and quality assurance policies;
· Keeping Children Safe in Education;
· relevant DfE guidance concerning maintained schools, special schools and additional sites;
· Equality Act 2010;
· Data Protection Act 2018 and UK GDPR;
· Health and Safety at Work etc. Act 1974;
· Regulatory Reform (Fire Safety) Order 2005;
· the school’s approved policies and procedures.
Where requirements differ, the applicable legislation and the current requirements of JCQ or the relevant awarding organisation will take precedence over this policy.

Quality Assurance and Internal Verification
- All qualifications delivered at the Hub follow the same internal quality assurance (IQA) systems as the main site.
- Schemes of work, assessment plans, and moderation schedules are centrally approved and monitored by the Quality Nominee.
- Sampling of learner work is undertaken across both sites to ensure parity of standards.
- Staff at both sites are included in standardisation meetings and internal audits.
- External Quality Assurers (EQAs) are informed of the split-site delivery and have access to both locations.
- The Quality Nominee will maintain a register showing which qualifications, units, assessment methods and staff are authorised at each delivery location.
- Before delivery begins, the school will confirm that each assessor and Internal Quality Assurer is occupationally competent and appropriately qualified where the specification requires this.
- Assessment and IQA records will clearly identify the delivery and assessment location.
- Cross-site sampling will be risk-based and will test whether assessment decisions, reasonable adjustments, feedback, record keeping and learner support are consistent.
- Any awarding organisation EQA action involving the Hub will be recorded, assigned to a responsible person, completed within the required timeframe and reported to the Head of Centre.


Exams and Assessment Integrity (JCQ and Awarding Body Requirements)
- All assessments, both internal and external, are conducted in line with JCQ General Regulations and awarding body-specific instructions.
- The Hub site must maintain:
- Secure storage for confidential materials (e.g., locked cabinet, restricted access).
- Confidential examination materials will normally remain within the approved secure storage facility at the registered centre until they may be released under current JCQ requirements.
- Where materials must be transported to the Hub or another authorised venue, they will be securely packaged, transported by an authorised member of centre staff and kept under secure conditions throughout. A record of collection, transport, receipt and return will be maintained.
- The Hub will not be treated as having approved JCQ secure storage solely because a locked cabinet is available. Any permanent storage of confidential examination materials at the Hub must meet current JCQ and awarding organisation requirements.
- Secure electronic assessment material must only be accessed, downloaded, printed and stored in accordance with the relevant awarding organisation’s instructions.
- Trained invigilators and assessors who understand SEND access arrangements and reasonable adjustments.
- The Examinations Officer maintains a single Exams Policy and Access Arrangements Register across both sites.
- Any suspected malpractice must be reported immediately to the Exams Officer and Headteacher, following the JCQ Malpractice Policy.

Safeguarding and Learner Welfare
The school’s Safeguarding and Child Protection Policy applies in full at the Hub. Safeguarding remains the responsibility of The Westminster School and is not delegated to the venue, external trainers or other organisations.
During Hub operations, staff must know the identity and contact arrangements for the DSL or Deputy DSL available to respond to concerns. All concerns must be reported and recorded without delay using the school’s established safeguarding procedure.
If normal electronic or telephone communication is unavailable, staff will use the site’s agreed emergency escalation arrangements. Where a child is in immediate danger, emergency services will be contacted without delay.
All visitors, contractors, external trainers and volunteers will be managed in accordance with the school’s safeguarding, safer recruitment and visitor procedures. Their supervision will reflect the nature of their role and the outcome of the school’s checks and risk assessment.
Safeguarding records will be created, transferred, accessed and retained through the school’s authorised systems. Sensitive safeguarding information will only be shared where necessary, proportionate and lawful.

Accessibility and SEND Provision
- Learning provision will take account of EHCP outcomes and identified learner needs. Examination access arrangements and reasonable adjustments will be implemented separately in accordance with the relevant JCQ or awarding organisation requirements.
- The school will assess the accessibility of the Hub and implement reasonable adjustments to reduce identified barriers. Accessibility arrangements will be reviewed in response to changes in learners’ needs, the use of the premises or the findings of accessibility and health and safety assessments.
- Individual planning will consider physical access, accessible toilets, signage, sensory needs, evacuation arrangements, communication needs, medical requirements and access to learning and assessment.
- Where the Hub cannot safely or reasonably meet a learner’s needs for a particular activity, an appropriate alternative location or delivery arrangement will be identified.
- Reasonable adjustments are recorded and applied consistently in both learning and assessment settings.
- Support staff, therapists, and job coaches work collaboratively across both sites to maintain continuity.

Data Management and Communication
- All data (attendance, assessment, safeguarding, progress) is recorded on Arbor and managed centrally by the main site.
- Communication between sites occurs via secure channels in line with the Data Protection Policy (UK GDPR, the Data Protection Act 2018 and the school’s Data Protection and Information Security policies).
- Learner Records will be accessible only to authorised school staff and authorised awarding organisation or regulatory representatives where access is necessary and lawful.

Health, Safety, and Premises
- The Hub operates under The Westminster School’s Health and Safety Policy.
- Fire, first aid, and evacuation procedures are site-specific and reviewed annually.
- Staff receive induction and annual refresher training on emergency procedures and safe working practices.
- Regular site checks are completed by the Health and Safety Lead.

Attendance and movement between sites
The school will maintain accurate information showing which learners and staff are present at each site. Arrival, departure and movement between sites will be recorded through agreed procedures.
Transport and movement arrangements will be risk assessed, with responsibility for supervision, handover, medical needs and emergency communication clearly allocated.

Emergency and lockdown arrangements
The Hub will maintain site-specific procedures covering fire, evacuation, lockdown, first aid, medical emergencies, utilities failure, loss of communications and temporary closure.
Personal Emergency Evacuation Plans will be available where required, and staff will know how to access essential learner information during an emergency.
Any closure affecting examination or assessment delivery will be managed through the school’s Exams Contingency Plan and relevant awarding organisation procedures.

Complaints and Concerns
Learners and families will receive accessible information explaining how to raise a concern about provision at the Hub. Complaints, appeals, safeguarding concerns and whistleblowing matters will follow the same school procedures as at the main site.

Monitoring and Review
- The Senior Leadership Team (SLT) reviews this policy annually to ensure continued compliance with JCQ and DfE regulations.
- The Governing Body receives an annual report on split-site operations, safeguarding, and qualification delivery.
- Updates are made immediately following any JCQ, Ofqual, DfE, or awarding body regulatory change.

Related Policies and Documents
• Examinations Policy
• Safeguarding and Child Protection Policy
• Internal Verification Policy
• Health and Safety Policy
• Equality and Accessibility Policy
• Data Protection and Information Security Policy
• Complaints and Appeals Policy

Review Cycle
Next Review Date: October 2026
Policy Owner: Deputy Headteacher (Outcomes)
Approved by: Governing Body
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