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Exam Policy

Creative Consulting and Training Ltd
Last updated: November 21, 2025

1. Purpose and Scope

This policy outlines Creative Consulting and Training Ltd’s (“Creative”, “we”, “our”, or “us”)
approach to managing and delivering examinations in compliance with awarding-body
standards and UK regulatory requirements.
It applies to all:

e Examinations delivered or invigilated by Creative Consulting and Training Ltd.

e Candidates registered through our accredited training programmes.

e Staff, trainers, invigilators, and administrators involved in exam management.

2. Objectives
e To ensure all examinations are conducted securely, fairly, and consistently.

e To protect the integrity and confidentiality of all examination materials and candidate
data.

e To provide a fair and accessible examination experience for all learners.

e To comply with all awarding-body regulations (PeopleCert, BCS, APMG, EXIN, ISACA,
PMI, APM).

3. Responsibilities

e Examinations Officer / QA Lead: Oversees exam administration, registration, and
results processing.

e Invigilators: Ensure exam integrity and compliance during each sitting.

e Learners: Must follow exam instructions, maintain academic honesty, and report any
concerns.

e Data Protection Officer: Ensures that candidate information is processed in line with
UK GDPR and our Data Protection Policy.

4. Exam Registration and Scheduling
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All exam bookings are made through secure systems approved by each awarding body.

Candidates receive written confirmation of their registration, exam date, and format
(online, paper-based, or remote-proctored).

Reasonable adjustments for candidates with special requirements are arranged
confidentially upon request and in accordance with awarding-body policy.

5. Conduct of Examinations

Examinations are invigilated by trained personnel who have read and agreed to this
policy.

Candidates must present valid identification before the start of the exam.
No unauthorised materials or electronic devices may be used during the exam.

For online or remote exams, invigilation follows each awarding body’s digital exam-
proctoring protocol.

Breaches of exam rules (cheating, impersonation, plagiarism) are treated as malpractice
and investigated immediately.

6. Exam Security and Data Management

All examination materials and candidate data are stored securely with restricted access.
Exam papers or login credentials are issued only on the day of the exam.

Electronic data is encrypted and retained according to the awarding body’s retention
schedule.

Any suspected security breach is reported to the awarding body and investigated under
our Quality Assurance Policy.

7. Results and Certification

Results are issued only after verification by the awarding body.

Certificates are dispatched directly from the awarding body or by Creative, depending on
agreement.

Candidates will be notified promptly once results or certificates are available.

8. Appeals and Complaints
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e Candidates may appeal against an exam outcome or lodge a complaint in line with our
awarding body procedures.

e Appeals are reviewed by the Quality Assurance Lead in line with awarding-body
procedures.

e All appeals will be investigated by and decisions made by the awarding body.

9. Malpractice and Misconduct
Examples include:

e Copying or collusion.

e Impersonating another candidate.

e Tampering with exam results or records.

e Disruptive behaviour or unauthorised use of materials.
Confirmed malpractice may result in:

e Disqualification from the examination.

e Notification to the awarding body.

e \Withdrawal from the programme or future exams.

10. Escalation and Reporting

Any deviation from this policy must be reported to the Director immediately.
Where required, the incident will be escalated to:

e The relevant awarding body, and

e The contracting authority (for grant-funded provision).

11. Review and Approval

This policy is reviewed annually or sooner if awarding-body standards, legislation, or
organisational structure change.

Approved by:  Aslsla [saac
Name: Olushola Isaac

Title: Director
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