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	Summary

The Principal Examiner sets the question paper and ensures the standardising of its marking. 



Purpose

To produce appropriate assessment materials, including question papers and mark schemes, and be responsible for the standardisation of its marking.

Responsibility

· produce a working draft paper / respond to any amendments or suggestions and produce a draft paper

· set / approve questions and mark schemes - demonstrate the specification’s content and assessment criteria has been met in the question papers (may take the form of a grid). Its content should be clear and fit for purpose

· attend the Question paper Evaluation Committee meeting (QPEC) and produce a final draft

· ensure final question papers meet the specification content and assessment objectives

· ensure parity of standards across optional questions and question papers

· monitor the marking standards of all examiners (including Assistant Principal Examiners, Team Leaders and Examiners), ensuring accuracy and consistency throughout

· monitor the standards of examiners, advise on their appointment, training and reappointment

· attend the awarding meeting, advise on mark ranges for the grade boundaries

· submit an evaluation report on performance of the question paper.

Preparation of Question Papers and Mark Schemes

Along with the Chief Examiner you may be responsible for:

· where candidates are allowed to choose between questions, ensure any combinations of questions provide an adequate balance of content and assessment criteria

· taking account of feedback from previous assessment sessions, including recommendations from relevant monitoring reports

Production of Question Paper and Mark Scheme

· Sign off the final paper(s) as passed for press.

· Ensure the mark scheme is produced and updated alongside the question paper throughout the production process.

· Adhere to Content Production Manager’s schedules and produce reserve question paper(s) as part of Edexcel’s examination risk management strategy.

Standardisation of marking

· Conduct the Standardisation process.

· Standardise the marking of examiners.

Marking

· Undertake the initial marking of some scripts and to record marks.

· Revise scripts marked by your team of examiners.

Grading of candidates work

· Recommend the grade boundaries for the paper.

· Consider the results of borderline candidates where required.

· Monitor the progress of marking, ensuring marking is completed within deadlines.

Reviewing AA’s Performance

· Participation in the Awarding process.

· Report on the performance of all examiners, after standardisation and scaling of marks.

Delivery Reports

· Submit an evaluation report on the question paper.

Marking Review

· Attend internal meetings concerned with overall grade awards and hearing appeals against results.

· Provide written feedback on the examination.

Review of Candidates work

· Re-mark scripts.

· Prepare special reports on the work of individual candidates / groups of candidates, in connection with enquiries about results (EAR).

Experience/Qualifications needed

· You will have assessment experience up to Team Leader level in the relevant qualification. 

· You will have experience of teaching the relevant subject and level. 

· You will have experience of managing people. 

· You will have the ability to work well under pressure. 

· You will have the ability to meet deadlines.

Competencies required
· You will be a good communicator

· You will have sound organisational skills
· You will have the ability to work well under pressure. 

· You will have the ability to meet deadlines.
