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Introduction 

The Kidsgrove Secondary School is committed to ensuring that candidates are fully briefed on 

the exam and assessment processes in place in the centre and are made aware of the required 

JCQ awarding body instructions and information for candidates. 

 

Purpose of the candidate exam handbook 

• To ensure you are provided with all relevant information about your exams and 

assessments in advance of any exams/assessments being taken. 

• To ensure you have all copies of relevant JCQ information for candidate’s documents 

and posters in advance of any exams/assessments being taken. 

• To answer any questions you may have etc. 

• To signpost you (and where relevant your parents/carers) to any exams-related 

policies/procedures that are made available from the centre. 

 

Controlled assessments/non-examination assessments 

• If you are completing a coursework assessment/non-examination assessment you must 

read the relevant JCQ information for candidates documents - controlled assessments, 

non-examination assessments, social media (please see appendices 1, 2 and 6). 

• Internally Assessed components (Coursework Assessment/Non Examination 

Assessments) will take place during normal lesson time in Year 10 or Year 11. 

• You will be informed when the assessments are taking place by your class teacher or 

the subject leader and these will appear on your statement of entry as ‘Not Timetabled’. 

• Deadlines for completion of internally assessed components will be set by the 

department, and you must stick to them. 

• Internally assessed components are marked by the subject department using the mark 

scheme published by the board.  A sample of work is then moderated by the exam 

board to check the centre has assessed the work accurately and consistently.  Based on 

the moderator’s review, the centre’s marks are either accepted or adjusted where 

required.  You will be informed of centre assessed marks by the department. 

• The School is committed to ensuring that whenever the staff mark candidates’ work this 

is done fairly, consistently and in accordance with the regulations and awarding body’s 

specification and subject-specific associated documents.  If you believe that this may 

not have happened in relation to your work, you may make use of an internal appeals 

procedure before the mark is submitted.  An appeal may only be made against the 

assessment process and not against the mark to be submitted to the exam board.  A 

copy of the Internal Appeals Procedure is available from the School’s reception. 
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Written exams 

• You will be issued with a statement of exam entry. It is very important to check that your 

personal details and exam entries are correct.  A summary of exam entry codes for each 

subject is shown in Appendix 9. 

• If any information is incorrect you must see Mr Birchall, Assistant Headteacher 

straightaway. 

• You will also be given a provisional exam timetable which will show the dates of your 

written exams.  

• The School must abide by the regulations set by JCQ to ensure that the integrity and 

security of the examination/assessment system is maintained at all times and is not 

brought into disrepute.  JCQ provide information for candidates which can be found in 

the Appendices in the handbook and on the School website. 

 

On-screen tests 

• If you will be undertaking any externally assessed on-screen tests as part of your 

qualification(s), please read the JCQ Onscreen test notice (Appendix 3). 

 

What to do if you identify you have two or more exam papers timetabled at 
the same time (an exam clash) 

• If you have any exam clashes or an error, please see Mr Birchall or Mr Till. 

 

Where you will take your exams 

• Before the exam season starts, you will receive a final exam timetable which will show 

your room for each exam. 

 

What time your exams will start and finish 

• Your exam start time is shown on your personalised exam timetable; please check this 

for each exam, it may vary. 

• You must remain in the exam room until the published finish time even if you have 

finished the exam.  The exam duration is shown on your timetable. 

 

Supervision during your exams 

• External exams are supervised by a team of external invigilators. 

• The invigilators have to follow strict rules and regulations when conducting exams as 

directed by JCQ awarding bodies etc. 

 



 

 
6 

Exam conditions 

• You must line up quietly outside your exam room 10 minutes before your exam start 

time.  If you are outside the hall, line up by the letter sign for your seat. 

• You will be told when to enter the exam room; before entering you must put your mobile 

phone, MP3 player, Smartwatch or any other device which stores data in the box 

provided (NONE OF THESE DEVICES ARE ALLOWED INTO THE EXAM ROOM, 

EVEN IF THEY ARE SWITCHED OFF AND YOU HAVE NO INTENTIONS OF USING 

THEM.  IF YOU ARE CAUGHT, YOU COULD BE DISQUALIFIED FROM ALL YOUR 

EXAMS).  Wrist watches must be placed on your exam desk. 

• Put your coat and bag at the front of the room as directed by the invigilator. 

• Stand quietly behind your seat until told to sit down. 

• From the moment you enter the room you are under exam conditions until you leave the 

exam room. 

• You must listen to and follow the instructions of the invigilator at all times in the exam 

room. 

• You must not communicate with other candidates. 

• When asked to do so, please complete the information on the front of the answer 

booklet.  You must use your full legal name.  Your exam number and centre number can 

be found on your exam card. 

• The exam centre number, exam duration, start and finish time will be displayed on a 

board at the front of the room. 

• Candidates are responsible for producing legible handwriting in their exams.  Always 

use a black pen. 

• If you require additional answer sheets, please put up your hand.  Don’t forget to write 

your details on any extra sheets. 

• Don’t doodle or write anything else on the front of the answer booklet eg teacher’s 

name. 

 

Where you will sit in the exam room 

• Your allocated seat is shown on your personalised exam timetable.  It is also shown on 

the flipchart outside of the hall prior to the exam. 

 

How your identity is confirmed in the exam room 

• A photographic ID card will be placed on your exam desk.  The invigilator will use this 

card to check your identity.  DO NOT REMOVE THIS CARD FROM THE ROOM, 

WRITE ON THIS CARD, CREASE IT OR DEFACE IT IN ANY WAY. 

 

What equipment you need to bring to your exams 

• 2 black pens, pencil, rubber, ruler. 

• Any specialist equipment eg Maths (Calculator, Protractor, Compass), Technology 

(Coloured Pencil Crayons). 
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• Where a resource is not shown on the question paper but is taken into an examination, 

this may be considered as malpractice in the same way as having any other 

unauthorised items. 

• Pencil cases must be see through. 

 

Using calculators 

• You must be aware of JCQ awarding body instructions regarding the use of calculators 

in your exams which state: 
 

Candidates may use a calculator in an examination unless prohibited by the awarding body’s 

specification. Where the use of a calculator is allowed, candidates are responsible for making sure that 

their calculators meet the awarding bodies’ regulations.  

Calculators must be: 

• of a size suitable for use on 
the desk; 

• either battery or solar 
powered; 

• free of lids, cases and covers 
which have printed instructions 
or formulas. 

Calculators must not: 
• be designed or adapted to offer any of these 
facilities: - 
o language translators; 
o symbolic algebra manipulation; 
o symbolic differentiation or integration; 
o communication with other machines or the 

internet; 
• be borrowed from another candidate during an 
examination for any reason; 
• have retrievable information stored in them - this 
includes: 
o databanks; 
o dictionaries; 
o mathematical formulas; 
o text. 

The candidate is responsible for 
the following: 

• the calculator’s power supply; 

• the calculator’s working 
condition; 

• clearing anything stored in the 
calculator. 

 

Where access is permitted to a calculator for part of an examination, it is acceptable for 

candidates to place their calculators on the floor under their desks in sight of the 

invigilator(s) for the non-calculator portion of the examination. 

 

What you should not bring into the exam room 

• You must not take any of the following into the exam room: 

• Notes 

• Potential technological/web enabled sources of information such as an iPod, a mobile 

phone, a MP3/MP4 players, a smartwatch or a wrist watch which has a data storage 

device. 

• Any pencil cases that cannot be seen through or have writing on. 

Remember: possession of unauthorised material is breaking the rules, even if you do 

not intend to use it, and you will be subject to penalty and possible disqualification. 
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Food and drink in exam rooms 

• You are allowed to take a small drinks bottle into the exam room.  The bottle must be 

clear plastic and the label must be removed.  You cannot use a plastic bottle that 

contains measurements or logos or contains a large coloured lid ie (reusable drinks 

bottle) 

 

What you should wear for your exams 

• Full school uniform at all times. 

 

Where your personal belongings will be stored during your exam 

• Coats and bags must be left at the front of the exam room as directed by the invigilator.  

Please ensure that your bags or coats do not contain any of the items listed in ‘what you 

should not take into the exam room’. 

 

What to do if you arrive late for an exam 

• Please arrive in good time for all exams but if you are unavoidably late, please report to 

reception. 

• If you arrive very late for an exam it will be at the centre’s discretion if you are allowed to 

sit the paper. 

 

What to do if you are unwell on the day of an exam 

• If you are unwell on an exam day, please ask your parent/carer to telephone the school 

office (01782) 948250 as soon as possible. 

• If you are unable to attend an exam because of illness or feel unwell during an exam we 

may be able to apply for special consideration.  Evidence will be needed to support the 

application. 

• If you have any other problems which may affect your performance on the exam day, 

please tell Mr Till or a member of the senior leadership team. 

 

What happens if you have an unauthorised absence from an exam 

• The school receives no refund of exam fees for students who don’t complete 

coursework or attend examinations.  In some circumstances parents may be asked to 

repay the fee to the school if no valid reason has been given for an absence. 
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What happens in the event of an emergency in the exam room 

• Sit quietly and wait for instructions from the invigilator.  The exam will be stopped, you 

will be evacuated to the yard at the rear of the school, you must remain under the 

supervision of the invigilator in your group, be silent at all times and do not 

communicate with any other candidates.  If possible, you will return to the exam room 

and be allowed to finish the exam.  In all cases a report will be sent to the exam board 

explaining the details of the emergency. 

 

Candidates with access arrangements 

• You will have already been made aware if you are entitled to Access Arrangements. 

• If appropriate, you will find in this pack an additional Memory Aid to help you understand 

what you can/cannot ask – this will also be on your desk during the examinations. 

• You may sit your exams in a different exam room. 

 

Alleged, suspected or actual incidents of malpractice 

• It is very serious if a candidate does not follow the rules.  The centre has an obligation to 

report any instances of malpractice to the exam board, eg mobile phone not handed in.  

The exam board could impose a penalty, eg exam paper cancelled. 

 

Results 

Exam results will be available to collect from the School hall on Thursday 25 August 2021, 

from 9.00am until 11.00am (times are subject to change). 

If you are unable to collect them yourself they can be posted home, provided you leave a 

stamped addressed envelope at reception before the end of the summer term.  Exam results 

can only be sent via email in exceptional circumstances. 

 

Post-results services 

• If you have any queries about your results, please see a member of staff on results day.  
You will be given further information about Post Results Services before your exams 
start. 
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Certificates 

• Exam certificates will be available to collect from reception from November 2022. 

• If you are unable to collect them yourself you can send someone else but they must 

bring a note you have signed giving them permission to do so. 

• Please leave your email address with the school so that we can stay in contact in 

relation to your certificates. 

• The centre will retain certificates for at least 12 months but no longer than 5 years. 

 

Policies 

A copy of the following policies are available from the exams officer or via the schools website:- 

 

• Examination contingency plan 

• Escalation Policy 

• Internal appeals procedure 

• Management of GCSE non-examination assessments policy 

• Policy for dealing with an emergency evacuation 

• Word Processor Policy (exams) 

• Complaints and appeals policy (exams) 

• Procedures to verify the identity of all candidates 

• Access to scripts, clerical re-checks, reviews of marking, reviews of moderation and 
appeals to the awarding bodies. 

• Child Protection/Safeguarding Policy (exams) 

• Data Protection Policy (exams) 

• Equalities Policy 

• Candidate Absence Policy 

• Candidate Late Arrival Policy 

• Food and Drink Policy (exams) 

• Leaving the Examination Room Policy 

• Managing Behaviour Policy (exams) 

• Overnight Supervision Arrangements Policy 

• Separate Invigilation Policy 

• Access Arrangements Policy 

• Certificate Issue Procedure and Retention Policy 

• Conflicts of Interest Policy (exams) 

• Exams Archiving Policy 

• Lockdown Policy (exams) 

• Malpractice Policy (exams) 

• Special Consideration Policy 
 

 

 


