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Introduction 

John Spence Community High School is committed to ensuring that candidates are fully briefed on the 
examination and assessment process in place in the centre and are made aware of the required 
JCQ/awarding body instructions and information for candidates. 
 

Purpose of this handbook 

 To support and complement candidate assemblies 

 To inform candidates about malpractice in examinations or assessments 
 To inform candidates about the use of their personal data and copyright 
 To ensure candidates are provided with all relevant information about their exams and 

assessments in advance of any exams or assessments being taken 
 To ensure copies of relevant JCQ information for candidates documents and exam room 

posters are provided in advance of any exams or assessments being taken 
 To inform candidates (and where relevant parents/carers) of any exams-related 

policies/procedures that they need to be made aware of 

Malpractice 

 To maintain the integrity of qualifications, strict Regulations are in place 
 Malpractice means any act or practice which is in breach of the Regulations  
 Any alleged, suspected or actual incidents of malpractice will be investigated and reported to 

the relevant awarding body/bodies 

 JCQ provides information regarding what constitutes malpractice: 
o Introduction of unauthorised material into the examination room 
o Breaches of examination conditions 
o Exchanging, obtaining, receiving, or passing on information which could be examination 

related (or the attempt to) 
o Offences relating to the content of candidates’ work 
o Undermining the integrity of examinations/assessments 

 
You need to know that the following would be malpractice:  

 • copying or allowing work to be copied – e.g. posting written work on social networking sites 
prior to an examination/assessment;  

 • collusion: allowing others to help produce your work or helping others with theirs;  
 • asking others about what questions your exam will include (even if no one tells you);  
 • having or sharing details about exam questions before the exam - whether you think these 

are real or fake; or  

 • not telling exam boards or your school/college about exam information being shared.  

Personal data 

 The awarding bodies collect information about exam candidates 
 To understand what information is collected and how it is used, you must read the JCQ 

Information for candidates – Privacy Notice (located of the school website exams page) 

Copyright 

 The copyright of any form of work created by a candidate that is submitted to an awarding 
body for assessment (referred to as Assessment Materials) belongs to the candidate 

 By submitting this work, a candidate is granting the awarding body a non-exclusive, royalty-
free licence to use their assessment materials (referred to as Assessment Licence) 

 If a candidate wishes to terminate the awarding body’s rights for anything other than 
assessing his/her work, the awarding body must be notified by the centre and it is at the 
discretion of the awarding body whether or not to terminate such rights 
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Coursework assessments/non-examination assessments 

 JCQ information for candidates documents - coursework, non-examination assessments, 
social media can be found of the school website exam pages. 

 Dotes for all formal assessments with be communicated by subject teachers 
 Any relevant deadlines that must be met will be given by subject teachers 
 Work will be initially marked by subject teachers and a sample of marked work will be sent to 

an external moderator to ensure mark schemes have been accurately applied 

Written timetabled exams 

 Candidates will receive a statement of entry (to check that personal details and exam entries 
are correct) 

 If any information on this is correct please see Mr Thompson. 
 Candidate will also receive an exam timetable (to ensure candidates know the date and time 

of all their exams/assessments),  

 Information for candidates documents – written examinations, social media can be found on 
the school website exam section 

 Exam room posters – Warning to candidates, Unauthorised items are included with this 
handbook 

Contingency days - Summer 2023 

There are 3 designated contingency days during the Summer 2023 exam season 

 Thursday 8th June – PM 
 Thursday 15th June – PM 

Wednesday 28th June – All Day 
 

All students must be available on these dates 

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

 JCQ provide guidance on what constitutes a timetable clash 
 A timetable clash within the same session will be managed by one paper will be taken, 

followed immediately/after a short supervised break by the next paper in the same session 
and the formal examination conditions that will be in place at all times in the exam room 

Where you will take your exams 

 Most exams with be taken in the main school hall or dance studio 
 Seating plans will be displayed outside the main hall and the in dinner hall on the morning of 

all exams. 

 Please check your individual exam location and seat number prior to the designated exam 
start time 

What time your exams will start and finish 

 AM Exams start at 9am 
 PM Exams start at 1pm 
 Candidates must be in school 15 minutes before the designated exam start time 
 Candidates must remain in exam rooms for the full duration of their exams 

Supervision during your exams 

 Exams are supervised by a team of invigilators 
 Invigilators must follow strict rules and regulations when conducting exams as directed by 

JCQ or awarding bodies 

 Students must follow the direction of invigilators at all times. 
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Exam room conditions 

 Candidates will be invited into the main hall prior to the designated start time   
 Candidates are under formal exam conditions from the moment they enter the exam room 

until they leave 

 Coats and bags must be left in the designated areas (storage room in main hall / far wall in 
dance studio 

 Candidates must listen to and follow the instructions of the invigilator at all times in the exam 
room 

 Candidates must not communicate with or disturb other candidates  
 Exam information is displayed in the exam room of the large board at the front of the room 

(centre number, subject title, paper number; and the actual starting and finishing times, and 
date, of each exam) 

 Any relevant information relating to the completion of the front of answer books (first name 
and surname that matches their entry information, candidate number etc.) must not be 
completed until instructed to do so by the invigilator 

 Candidates must not open the question paper until the examination begins 
 Students will not be allowed to leave the room once the exam starts (this includes toilet 

breaks) until released by the lead invigilator at the end of the exam 

Where you will sit in the exam room 

 Candidate seats are displayed on the notice board outside the hall. 
 If you cannot find your desk ask an invigilator for assistance 

How your identity is confirmed in the exam room 

 It is vital candidates seat in the correct seat as designated on the exam seating plan. 
 If your seat is taken by another student ask an invigilator for assistance 

What equipment you need to bring to your exams 

 You should ensure you have any equipment required for your exam (as a minimum: Black 
pens, pencil, ruler, rubber and calculator) 

 Your subject teacher will be able to advise any specialist equipment that will be required (e.g. 
compass or protractor) 

 Limited replacement equipment will be available in the exam halls. Raise your hand if you 
require something from an invigilator 

 You must not borrow any equipment from another candidate 
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Using calculators 

 

(Captured from JCQ Instructions for conducting examinations 2022-2023, section 10.3 on 8 September 2022) 

What you should not bring into the exam room 

 JCQ information regarding unauthorised items 

 
 

 If candidates have access to unauthorised items in the examination room this may be 
considered as malpractice (a switched off phone for example). They could be subject to 
penalties in accordance with the JCQ publication Suspected Malpractice: Policies and 
Procedures, 1 September 2022 to 31 August 2023 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Food and drink in exam rooms 

 Only transparent bottles with no labels are allowed in the exam room 

 If in doubt please ask an invigilator before the exam starts 

What you should wear for your exams 

 Students must be in full school uniform for all examinations 

Where your personal belongings will be stored during your exam 

 Coats and bags must be left in the rooms designated areas (storage room in main hall / far 
wall in dance studio (unauthorised items including switched off mobile phones, watches etc. 
but be left outside the exam hall or placed in bags/coats) 

What to do if you arrive late for your exam 

 Candidates must make every effort to arrive before the official start times of their exams  
 Exam boards may not mark the exam papers of candidates that arrive after the official start 

time of the exam, so you really must be on time of all your exams 

If you are unwell on the day of your exam 

 Please contact the school as soon as possible if you are unwell on the day of your exam 
 Absence will need to be supported by a Doctor’s note 
 If you feel ill once the examination has started please raise your hand and speak to an 

invigilator 

 It is not possible to take the exam at a later date 

What happens if you have an unauthorised absence from your exam 

 Unauthorised absence will result in the student been issued the exam entry free (currently 
£50-75 per examination missed) 

What happens in the event of an emergency in the exam room 

 In the event of an emergency in the exam room you must follow the instructions of the 
invigilators 

 You must not talk to other students when out of the exam room during the emergency e.g. 
Fire bell 

Candidates with access arrangements/reasonable adjustments 

 Please see the SENDco 

Results 

 Exam results will be available from 9am Thursday 24th August 

 Students unable to collect may provide a stamped self-addressed envelope and their results 
will be posted on results day 

 If students require a parent to collect certificates on their behalf, they must provide written 
consent (the parent will also need to provide valid I.D.) 

 Senior member of school staff will be available on results day to discuss results or potential 
post results services. 

Post-results services (Reviews of marking/access to scripts) 

 Requests for post-results services must be made through the centre 
 Subject teacher or school senior staff will identify students they feel may wish to enter of a 

post-results service 

 Any other post results services may result in a fee (Please see Mr Thompson) 
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Certificates 

 Certificates are not sent to schools until November 2023 
 Students will be expected to collect their certificates in person (details will be provided closer 

to the time) 

 Certificates may be collected on a candidate’s behalf if unable to attend the centre but the 
candidate must provide written consent and a copy of their identification 

 Unclaimed certificates will be stored for 24 months and they disposed of as specified by JCQ 

Appeals procedure 

 Students wishing to make an appeal should speak to Mr Thompson or Mrs Clay in the first 
instance 

 Guidance on the appeals process may be found on the exam page of the school website 
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APPENDIX 1 

JCQ Information for candidates - coursework 

You must read this information if you are undertaking qualifications that contain elements of 

coursework assessment. 
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APPENDIX 2 

JCQ Information for candidates – non-examination assessments 

You must read this information if you are undertaking qualifications that contain components of non-

examination assessment.  
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APPENDIX 3 

JCQ Information for candidates – written exams 

You must read this information before you take any externally assessed timetabled written exams.  
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APPENDIX 4 

JCQ Information for candidates – Privacy Notice 

You must read this notice as it contains “Information About You and How We Use It”                                                                

 

 

 

 

 



20 

 

 

  



21 

APPENDIX 5 

JCQ Information for candidates – social media 

You must read this information to help you stay within examination/assessment regulations when 

using social media.  
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APPENDIX 6 

JCQ Unauthorised items poster 

This poster will be displayed outside each exam room. You must note that “Possession of 
unauthorised items, such as a mobile phone or any watch, is a serious offence and could result in 
DISQUALIFICATION from your examination and your overall qualification.” 
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APPENDIX 7 

JCQ Warning to candidates poster 

This poster will be displayed outside each exam room. You must note all the warnings. 

  


