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Infroduction

The Exams Officer is committed to ensuring that candidates are fully briefed on the
examination and assessment process in place in the cenfre and are made aware of the
required JCQ/awarding body instructions and information for candidates.

Purpose of this handbook

To support/complement candidate briefings/assemblies

To inform candidates about malpractice in examinations/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/assessments being taken

e To ensure copies of relevant JCQ ‘information for candidates’ documents and exam
room posters are provided in advance of any exams/assessments being taken

e To answer questions candidates may have

e To inform candidates of/signpost candidates (and where relevant parents/carers) to

any exams-related policies/procedures that they need to be made aware of

Malpractice

Candidates must ensure that they are aware of what malpractice is and the possible
consequences.

e To maintain the integrity of qualifications, strict regulations are in place
e Malpractice means any act or practice which is in breach of the regulations
e Any alleged, suspected or actual incidents of malpractice will be investigated and
reported to the relevant awarding body/bodies
e JCQ provides information regarding what constitutes malpractice:
¢ Introduction of unauthorised material intfo the examination room
e Breaches of examination conditions
e Exchanging, obtaining, receiving, or passing on information which could be
examination related (or the attempt to)
e Offences relating to the content of candidates’ work
¢ Undermining the integrity of examinations/assessments such as poor behaviour
in the exam room

You need to know that the following would be malpractice:

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

e collusion: allowing others to help produce your work or helping others with theirs

e asking others about what questions your exam will include (even if no one tells you)

e having or sharing details about exam questions before the exam - whether you think
these are real or fake

¢ not telling exam boards or your school/college about exam information being shared

Things not to do on social media:
* Buy/ask for/share exam content
* Pass on rumours of what is in exams
e Share your work
* Work with others so that your coursework is not your own independent work and/or
non-examination assessments and coursework, as example:
Research and using references

Where computer-generated content has been used (such as an Al Chatbot), your
reference must show the name of the Al bot used and should show the date the content
was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026




You should retain a copy of the computer-generated content for reference and
authentication purposes.

Plagiarism

Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to
pass them off as your own. It is a form of cheating which is taken very seriously.

Please refer to the school’s Managing Behaviour Policy (Exams) and/or Malpractice and
Maladministration Policy (Exams) which can be found on our website.

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

Information-for-candidates-Privacy-Notice-19-20-v2.pdf (jcg.org.uk)

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

Please Refer to GR 6

Coursework assessments/non-examination assessments

Relevant JCQ ‘information for candidates’ documents - coursework, non-
examination assessments, social media, are provided as appendices within this
document

The use of Al (e.g. what it is, the risks of using it, what Al misuse is, how this will be
treated as malpractice, when it may be used and how it should be acknowledged)

Refer to Instructions for conducting non-examination assessments, (Foreword) and
Information for candidates documents

The cenftre will notify candidates of their examination entries and the dates and times
of their examinations/assessments

The centre will ensure that the JCQ Information for candidates documents
(coursework, non-examination assessments, on-screen tests, privacy notice, social
media and written examinations) are distributed to all candidates whether
electronically or in hard copy format prior to assessments and/or examinations taking
place

(Candidates must adhere to JCQ Unauthorised items and Warning to candidates
posters. (GR 5.8)

Refer to JCQ Al Use in Assessments: Protecting the Integrity of Qualifications (Centre
engagement with and discussion of Al)



https://www.jcq.org.uk/wp-content/uploads/2020/08/Information-for-candidates-Privacy-Notice-19-20-v2.pdf
http://www.jcq.org.uk/exams-office/general-regulations
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Written timetabled exams

e You willreceive a Candidate statement of entry — please check that all personal
details and exam entries are correct. Inform the Exam Officer of any discrepancies

e You willreceive a Candidate exam timetable to ensure that you know the date and
time of all your exams/assessments, and any relevant information regarding seating
arrangements, exam rooms, etc

e You willreceive the JCQ ‘Information for Candidates’ document

e Exam room posters — Warning to candidates, Unauthorised items, are shown as
Appendix in this document and will be on show in exam rooms

Please Refer to GR 5.8

Contingency sessions - Summer 2025

Please refer to the Exam Contingency Plan on the website
Please Refer to ICE 15

On-screen tests

Please refer to the JCQ information for candidates document- on-screen tests

Please Refer to Information for candidates — on-screen tests

Where you will take your exams

Main Sports Hall Area 1
Main Sports Hall Area 2
Lecture Theatre
Conference Room

Individual Rooms dependant on circumstances or access arrangements

What time your exams will start and finish

The start times for GCSE examinations at Oldershaw School are 2:00am for morning exams
and 1.00pm for afternoon exams lasting more than 1.5 hours. Exams less than 1.5 hours will
begin at 1.15pm. Candidates will meet in Dr Johns prior to the scheduled start times at
8.30am for morning exams and 12.50pm for afternoon exam:s.

The finish times of exams will vary depending on subjects. If you have an access
arrangement for extra time this will also be added.

Supervision during your exams

e Exams are supervised by a feam of trained external invigilators
e Invigilators must follow strict rules and regulations when conducting exams as
directed by JCQ and the exam awarding bodies

Exam room conditions

e Candidates will assemble prior fo each exam in Dr Johns and be called over to the
exam area row by row

e Candidates are under formal exam conditions from the moment they enter the exam
room until they are given permission to leave by the invigilator. Candidates must
remain silent and not do anything to undermine the integrity of the exam



http://www.jcq.org.uk/exams-office/general-regulations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

e Candidates must listen to and always follow the instructions of the invigilator in the
exam room

e Candidates must not communicate with or disturb other candidates

e The exam centre number, subject title, paper number and the actual starting and
finishing times, and date of each exam will be displayed on white boards at the front
of the room

e Candidates should complete the information on the front of their answer booklets
when instructed to do so by an invigilator. This should include their legal first name
and legal surname, centre number and candidate number. Please note: all exam
certificates will be printed in the student’s legal surname and forename.

e Any additional answer sheets/answer books, etc will be provided and placed on
desks

e Candidates must not open the question paper until the examination begins

Where you will sit in the exam room

All candidates will be sat in candidate number order in rows. You will be called into your
relevant room in this order, row by row. Your desk will have a candidate label on it with your
name, centre number, exam name and date.

How your identity is confirmed in the exam room

The Exams Officer ensures that this process is carried out in conjunction with staff who can
positively identify students. Pastoral Leaders will meet candidates in Dr John's before
entering the exam hall and positively identify all candidates.

External candidates are required to produce proof of identity.

What equipment you need to bring to your exams

e The school will provide you with exam stationery and equipment such as black pen,
pencil, compass, protractor, ruler, eraser. If you are found to have damaged any
equipment or removed any equipment from the exam room, you will then forfeit the
right to have equipment provided by the school and you must bring in your own
equipment

e Calculators (without lids) are provided but you can bring in your own if preferred, as
long as it does not have a lid

Using calculators

e You must be aware of JCQ awarding body instructions regarding the use of
calculators in your exams. www.jcq.org.uk/exams-office/ice---instructions-for-
conducting-examinations

e The instructions on the question paper will say whether calculators are allowed or not.
If the instructions do not include such a statement, calculators should be treated as
standard equipment and may be used by candidates

e Where the use of a calculator is allowed, candidates are responsible for making sure
that their calculators meet the awarding bodies’ regulations

e During an examination a calculator must not be able to offer any of these facilities:
a. language translators; b. symbolic algebra manipulation; c. symbolic differentiation
or infegration; d. communication with other machines or the internet.

e During an examination a calculator must not give access to pre-stored information.
This includes a. databanks, such as the periodic table (with the exception of scientific
constants); b. dictionaries; c. mathematical formulae; d. text

e A calculator must not be borrowed from another candidate during an examination



http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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e Some calculators have an ‘exam mode’. This is acceptable in examinations where
the exam mode is activated, and the exam mode results in the calculator becoming
compliant with the above requirements

e Aninvigilator may give a candidate a replacement calculator

e 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

e In the examination room candidates must not have access to items other than those
stated in the instructions on the question paper, the stationery list or the specification
for that subject

e Potential technological/web enabled sources of information are not permitted.
Ideally, all unauthorised items are left outside of the examination room

e Any pencil cases taken into the examination room must be see-through

e Any unauthorised items that have been taken into the examination room must be
placed out of reach of the candidates (and not under their desks) before the
examination starts. This would normally be at the front of the examination room or a
similar arrangement that enables the invigilator to control access to the items

e |f candidates have access to unauthorised items in the examination room this may be
considered as malpractice. They could be subject to penalties in accordance with the
JCQ publication Suspected Malpractice in Examinations and Assessments: Policies and
Procedures

e Prior to the examination starting, the invigilator must ensure that candidates have
removed any wrist watches, earphones etc placing them on their desks

e A head of centre may, if he/she so wishes, prohibit candidates bringing a smart
watch into the examination room. In this case candidates would be required to
leave their watches outside of the examination room (ICE 18)

Food and drink in exam rooms

e Candidates are allowed to bring bottled water into the exam room as long as it is
free from any labels

e Any food items will only be allowed in the exam room with prior consent in cases
where a candidate may have a medical condition that requires this

What you should wear for your exams

Full school uniform should be worn for all exams.

Where your personal belongings will be stored during your exam

When you enter the exam room, quietly place your bags, coats etc at the back of the
room, placing any unauthorised items such as switched off mobile phones, watches, notes
etc inside your bag. If you have any unauthorised items on your person when you sit at your
desk, please alert an invigilator by putting your hand in the air. The invigilator will then keep
anything you have safe until the end of the exam. If you are found with any unauthorised
items on your person after the start of the exam, the exam board would have to be notified,
and you may be disqualified from the exam.

What to do if you arrive late for your exam

A candidate who arrives after the start of the examination may be allowed to enter the
examination room and sit the examination. This is entirely at the discretion of the school.
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A candidate who arrives late and is permitted by the centre to sit the examination, must be
allowed the full time for the examination. The late candidate will be expected to stay for the
full duration of the exam and not leave at the normal finish time.

A candidate will be considered very late if they arrive more than one hour after the
awarding body’s published starting time for an examination which lasts one hour or more.

When the candidate arrives late for an exam they must stay at student reception until
collected by a member of pastoral or exam staff who will accompany them to the exam
hall. The member of staff will brief the candidate and check for any prohibited items such
as mobile phones etc. The exam rules will be read out to the candidate and they will have
the chance to ask any questions or voice any concerns.

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

e Candidates/parents must inform the school as soon as possible if they are to be
absent from an exam. If due to sickness, a doctor’s note will be required.
Candidates may be charged for non-attendance.

e If a candidate feels unwell during an exam, they should make themselves known to
an invigilator by raising their hand. The invigilator will then alert the Exams Officer who
will remove the candidate temporarily from the exam room and assess. If well
enough to re-enter the exam room, the candidate will be given the full time
allocated for their exam.

¢ Insome circumstances, the EO may apply for special consideration to the exam
board if a candidate is absent or ill during their exam.

What happens if you have an unauthorised absence from your exam

Candidate Absence Policy is available on the school website and upon request from the
school. The Policy is to quickly identify albbsences and the attendance staff establish contact
to get candidate to school as fast as possible to ensure they can sit the paper within the
time frame allowed. Outside this time frame the candidate will not be able to sit the exam
and will be charged for the examination.

Refer to ICE 22:3

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

e Invigilators will instruct students to stop writing

¢ Invigilators will make a note of the fime students stop writing

¢ One invigilator will go to the school field with the seating plan to receive students

o Students will be reminded about examination conditions and the importance of
maintaining the integrity of the exam

e Students will be dismissed row-by-row by the yard exit, accompanied by invigilators
and congregate on the school field in silence, standing in rows

e Once students return to exam venue, a formal start will be made, reminding students
of examination conditions and informing students of the time added on to the exam

Candidates with access arrangements/reasonable adjustments

e Candidates are identified by their class feachers and put forward for assessment for
any access arrangements they may need

e Candidates and parents should be informed in writing of the approved
arrangements that are in place for them and any instances when these
arrangements may not apply
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Students with access arrangements will normally be housed in either the Sports Hall
(Area 2), Conference Room or Lecture Theatre

Results

Provisional Statements of Results will be ready for collection by students GCSE Results
Day - Thursday 20st August 2026.

Students are invited to attend together from 2am-11am

Some of your teachers, Senior members of centre staff, Exams staff and Careers
Officer will be available on Results Days to help with any queries you may have

If you cannot attend Results Day in person, you may nominate a parent/carer to
collect on your behalf. A request for this must be made in writing and suitable ID
must be shown

Uncollected results can be collected when the school re-opens for Autumn Term from
main reception. You must bring photo ID and sign for any results

All results are provisional, and school may apply for a review of marking if you are
between 1-3 marks away from the next grade boundary. There will be a form for you
to sign on Results Day to give your consent for this

Refer to Post-Results Services for further information

Post-results services

Candidates can apply for a review of marking or can request access to their written
scripts via the Exams Officer at school. There will be a charge for any review of
marking if the candidates were more than 3 marks away from the next grade
boundary

Requests for post-results services must be made through the centre

The centre’s Access to Scripts, Reviews of Results and Appeals Procedures is
available upon request from school

The Exams officer will inform you about the deadlines, fees and charges for these
services

Consent for post results services is obtained via students on Result’s Days

GR 5.13 and Post-Results Services information

Certificates

Certificates will be sent to school by the exam board during the Autumn Term

We will post on our website and social media platforms when the exams will be ready
for collection

You must collect certificates in person from main reception, bringing suitable ID and
you must sign for the certificates

If you cannot collect in person, you may nominate a family member to collect on
your behalf. You must request this in writing. The family member must provide ID and
must sign upon collection of certificates.

Any unclaimed certificates will be stored for one year and then in accordance with
our retention policy, they will be destroyed so it is vital that you collect any
certificates during this time.

Refer o GR 5.14

Complaints and appeals procedure policy

The schools Complaints and appeals procedure Policy (Exams) is available on the school
website and upon request from school.

10
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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.

http://www.jcg.org.uk/exams-office/information-for-candidates-documents

11
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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.

http://www.jcg.org.uk/exams-office/information-for-candidates-documents

12
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APPENDIX 3
JCQ Information for candidates — on-screen tests

You must read this information if you will be taking any externally assessed on-screen tests as
part of your qualification(s).

http://www.jcg.org.uk/exams-office/information-for-candidates-documents

13
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APPENDIX 4
JCQ Information for candidates — written exams

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

http://www.jcg.org.uk/exams-office/information-for-candidates-documents

14
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APPENDIX 5
JCQ Information for candidates - Privacy Notice

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

Information-for-candidates-Privacy-Notice-19-20-v2.pdf (jcg.org.uk)

15
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APPENDIX 6
JCQ Information for candidates - social media

You must read this information to help you stay within examination/assessment regulations
when using social media.

http://www.jcg.org.uk/exams-office/information-for-candidates-documents

16
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APPENDIX 7
JCQ Unavuthorised 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.”

http://www.jcg.org.uk/exams-office/exam-room-posters

JCQ

cIc

AQA City & Guilds CCEA OCR Pearson WJIEC

NO MOBILE PHONES
NO WATCHES

NO POTENTIAL TECHNOLOGICAL/WEB
ENABLED SOURCES OF INFORMATION

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.

This poster must be displayed in a prominent place outside each examination room.

17
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APPENDIX 8
JCQ Warning to candidates poster

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

JCQ

ClCc

[ AQA | City & Guilds | CCEA | OCR | Pearson [WIEC |

Warning to Candidates

1. You must be on time for all your examinations.

2. Possession of a mobile phone or other unauthorised material is
not allowed even if you do not intend to use it. You will be
subject to penalty and possible disqualification from the
exam/qualification.

3. You must not talk to, attempt to communicate with or disturb
other candidates once you have entered the examination room.

4. You must follow the instructions of the invigilator.

5. You must not sit an examination in the name of another
candidate.

6. You must not become involved in any unfair or dishonest practice
in any part of the examination.

7. If you are confused about anything, only speak to an invigilator.

The Warning to Candidates must be displayed in a prominent place outside each examination room.
This may be a hard copy A3 paper version or an image of the poster projected onto a wall or screen
for all candidates to see.

B0 2021 - Effective from 1 September 2021

18



APPENDIX 9
JCQ Al poster for students

This poster is a quick guide to help you to better understand the rules for use of Al in
assessments.

@®®)] Al and Assessments
3 A quick guide for students

in assessments?
Al stands for artificial
imtelligence and using it is like
having a computer that thinks
Al tools like ChatGPT or
Sniapchat My Al can write
text, make art and create
rnusic by learning from
data from the internet,
but watch out - they can
also rmake things up and
be biased

Al misuse is when you take
something rmade using Al
and say it's your own work.

THIS IS
CHEATING!

How do | make sure

| don't misuse Al?

Know the rules Reference reference reference! Declare it's all your own
. If you're allowed to use Al tools, wark - When you hand in your
o Yolu're nat allmd touse A you must reference them clearly assessment, you have to sign a
tools when you're in an exam declaration. Anything without a

Mame the Al tool you used ~ : S
@ Your teachers will tell you if you're ) efarance rmust be 3 | your ow
allowed to use Al tools when © Add the date you generated work. If you've used an Al tool,
doing your coursewaork - the rules the content dor't sign the declaration unti

will depend an your qualification you're sure you've added al
o Explain how you used it the references

@ Even if you're allowed to use Al
tools, you can't get marks for
content just produced by Al -
yvour marks come from showing
your own understanding and
producing your own work

What happens if | misuse Al?

If wou've misused Al you
could lose your marks

for the assessrment — you
could even be disqualified
frem the subject.

DON'T RISK IT!

© Save a screenshot of the
guestions you asked and
the answers you got

REMEMBER
Misusing Al is cheating!
Know the rules
Talk to your teachers
Reference clearly
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CANDIDATE CONFIRMATION

To confirm you have received, read and understood the contents of this handbook, please
sign and date the tear-off slip below and return to the Exams Office by

If there is anything you do not understand, you should ask the Exams Officer for clarification.
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CANDIDATE EXAM HANDBOOK
NAME: Date | received the handbook:

| have read the contents
I understand (Tick all the boxes that apply)

] What constitutes malpractice (and what Al misuse is) in examinations/assessments and the
consequences of committing malpractice

O What my personal data is used for analysis by awarding bodies

] Copyright

| have read and understand the current JCQ information for candidates’ documents as they relate to
the qualifications | am taking (Tick all of the boxes that apply)

Coursework

Non-examination assessments
On-screen tests

Privacy Notice

Social media

Written exams

oooooo

Please note that all exam materials/certificates will be in a students legal surname and
forename not known/preferred name

By signing here, | am confirming all the above

Candidate Signature: Date of signature:
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