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Introduction 

Manor High School is committed to ensuring that candidates are fully briefed on the exam 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/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 

• To ensure copies of relevant JCQ information for candidates documents and exam room posters are 

provided in advance of any exams/assessments being taken 

• To answer questions candidates may have etc. 

• 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 

• 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 

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

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

real or fake; or  
o not telling exam boards or your school/college about exam information being shared.  

 

• Refer to Information for candidates – social media (JCQ 2020 – Effective from 1 April 2020) Appendix 
5 

Manor High School’s behaviour policy also applies to exam rooms. Disruption to the exam or to other 
candidates will not be tolerated. If you cause disruption in an exam room, you may be removed. Any 
other sanction the school deems appropriate may also be applied. 

 

 
 

http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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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. This may be found on the JCQ website, under Information for candidates 

– Privacy Notice see appendix 4 

Copyright 

The copyright of any 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. 

 

Coursework assessments/non-examination assessments 

• Relevant JCQ information for candidates documents - coursework, non-examination assessments, 

social media may be found on the JCQ website ‘Information for candidates’. They may also be found as 

appendices at the back of this handbook.   

• Assessments will take place within the assessment window as determined by Heads of Department 
and Awarding Bodies.  

• Teachers will inform candidates about assessments; deadlines, how work is marked/assessed, which 
NEA work is externally marked/assessed etc. This information may be found in the centre’s NEA 
policy, which is on the school website and can be made available on request, from the school’s Exams 
Officer.   

• When candidates are informed of their centre assessed marks (also refer to the internal appeals 
procedure for appealing an internal assessment decision and requesting a review of the centre 
assessed marks) – this information may be found in the centre’s Internal Appeals policy, found on the 
school website or by request from the Exams Officer.  

Further information may be found in ‘non-examination assessments’, and the ‘Information for 
candidates’ documents on the JCQ website see also appendix 1 and 2 

Written timetabled exams 

Candidates are provided with a Candidate statement of entry to check that personal details and exam entries 

are correct. If the information regarding personal details is incorrect, the Exams Officer must be informed as 

soon as possible. If the information regarding exam entries is incorrect, the Head of Department should be 

informed, and they will contact the Exams Officer directly. 

Candidate exam timetables will be issued to all candidates prior to their exams taking place. This is to ensure 

that all candidates know the date and time of all their exams/assessments, as well as any relevant information 

regarding seating arrangements, exam rooms etc.   

The JCQ information for candidates documents – written examination, social media etc – may be found as 

appendices in the back of this handbook.  

Exam room posters: Warning to candidates, Mobile Phone etc, are provided as appendices at the back of this 
handbook. They are also displayed prominently outside each exam room. 

http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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Contingency day - Summer 2022  

The awarding bodies will designate a ‘contingency day’ for examinations, summer 2022. Candidates will be 
expected to make themselves available for these dates. The centre will keep candidates updated when the 
decision has been made for Summer 2022.  

The designation of a ‘contingency day’ within the common examination timetable is in the event of national or 
significant local disruption to examinations. It is part of the awarding bodies’ standard contingency planning for 
examinations 

 

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

JCQ guidance on what constitutes a clash is when two or more exams are scheduled at the same time on the 

same date.  

A timetable clash within the same session will be managed as follows – one paper will be taken, followed 

immediately by the next paper. Candidates may take a short-supervised break of no more than 20 minutes, 

between the exams. The break will be held under the same formal exam conditions which are in place at all 

times in the exam room. 

Formal exam conditions are defined as candidates being kept under centre supervision by exam invigilators, 

without access to mobile phones or any other internet-enabled technology. No communication of any kind will 

be permitted between candidates. Candidates may revise using their own resources whilst under centre 

supervision, but must not undergo coaching, or be allowed contact with centre staff beyond the exams team. 

Use of revision guides is also prohibited.  

Students affected by an exam clash will be informed by the Exams Officer how the clash will be handled. 

 

Where you will take your exams 

For the majority of students, exams will take place in the gym or the hall.  

Those students with Access Arrangements will be informed of these ahead of the exams, and their seating 

arrangements will be reflected on their exam timetables.  

For all candidates, bags, mobile phones and any other prohibited items must be stored outside the exam room. 

You will be asked to place your items in the container near the bike shed. This shed will be kept locked and the 

Exams Officer will unlock it after the exam. 

 

What time your exams will start and finish 

AM exams will begin at 09:00.  

PM exams will begin at 13:30.  

Candidates must remain in the exam room for the entire duration of the exam.  

• Candidates with extra time as part of their Access Arrangements will not be mandated to use it, but 
must sign the exam room incident log to this effect, if they wish to leave without using their extra time. 
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Supervision during your exams 

Exams are supervised by a team of invigilators, Manor High staff who are part of the exams team. Invigilators 

must follow strict rules and regulations when conducting exams, as directed by JCQ and awarding bodies.  

• Photographs and names of invigilators will be shown to candidates in an exam’s assembly 
presentation. 

 

Exam room conditions 

Candidates are invited into the exam room by the lead invigilator or Exams Officer.  

Candidate are under formal exam conditions from the moment they enter the exam room until they are given 

permission to leave by the invigilator. Formal exam conditions are defined as candidates having no 

communication – verbal or non-verbal – with another candidate. Candidates must raise their hand to attract 

the attention of invigilators.  

Candidates must not have access to mobile phones, watches, or any other web-enabled device while they 

are in the exam room.  

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.  

The information displayed in the exam room is as follows: centre number, subject title, paper number, date, 

start and finish times of the exam. Clocks are also visible within the exam room.  

In addition, any relevant information relating to the completion of the front of their answer books (first name 

and surname that matches their entry information, candidate number etc.) and that this must not be completed 

until instructed to do so by the invigilator. 

Unless there is a known medical issue, candidates are not permitted to leave the exam room to use the toilet 
in the first hour of the exam, or the last half an hour of the exam. This is to minimise disruption to other 
candidates. 

 

Where you will sit in the exam room 

Candidates are seated in candidate number order, front to back. Seating plans are displayed outside the exam 

room.  

If you lose your candidate timetable, see the Exams Officer who will be able to provide you with a new one.  

• If you cannot remember where you are sitting, or cannot find your desk, approach an invigilator before 
the exam begins. They will have copies of the seating plan. A seating plan will also be displayed outside 
the exam room. 

 

How your identity is confirmed in the exam room 

Manor High School’s process for this is candidate cards, which you have seen in PPE exams. Candidate cards 

display your photograph, name, candidate number, centre number and centre name.  

JCQ regulations (ICE 16) state that centres must be able to verify candidate identity, so you must not in any 
way destroy or deface your candidate card. 



8 

What equipment you need to bring to your exams 

It is your responsibility to provide all equipment you need for your exams.  

These include but are not limited to:  

• Black pen(s) 

• Pencil 

• Ruler 

• Protractor 

• Scientific calculator 

• Rubber 

• Pencil sharpener 

Design and Technology students may also need a set of coloured pencils. 

This equipment must be contained in a transparent  

• A very limited supply of equipment may be borrowed for the duration of the exam if candidates are in 

dire need, or their own equipment has broken. 

 

Using calculators 

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

 

(Captured from JCQ Instructions for conducting examinations 2021-2022, section 10.3 on 10 September 2021) 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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What you should not bring into the exam room 

JCQ regulations are very strict on unauthorised materials. [ICE 18] 

The following items must not, under any circumstances, be brought into the exam room.  

Potential technological/web enabled sources of information such as: 

• iPods; 

• mobile phones; 

• MP3/4 players or similar devices; 

• Watches 

• Any other internet enabled devices 

If these regulations are breached, the consequences for you could be severe and may lead to complete 

disqualification from every exam with an awarding body. For example, a mobile phone brought into an AQA 

Maths exam may lead to disqualification from AQA Maths, Science, English Literature and Language, French, 

Spanish, Design, Food etc.  

Even mistakenly bringing unauthorised items into an exam room can lead to disqualification. You must ensure 

you leave mobile phones etc in the containers with your bags. You will be reminded of this by centre staff and 

by the lead invigilator before the exam starts.  

If you hand your mobile phone in to an invigilator before the start of the exam, you must switch it off (not on 

silent mode), and you will be given a corresponding raffle ticket which you must present after the exam in 

order to retrieve it.  

 

Food and drink in exam rooms 

It is the policy of the centre that no food (including chewing gum, sweets etc) may be brought into the exam 

room.  

The only drink which may be brought into the exam room is water. Water must be kept in a transparent bottle 
without packing or labels on it. 

 

What you should wear for your exams 

Candidates should wear school uniform as per the school’s uniform policy. 

 

Where your personal belongings will be stored during your exam 

Bags, coats and unauthorised materials will be stored in the shipping container near the bike shed. This will be 
kept locked through the duration of the exam, and unlocked by the Exams Officer. 

 

What to do if you arrive late for your exam 

If you arrive late for an exam, the following procedure will be adhered to:  

• Late arrivals are counted as those candidates who arrive between 09:00 and 10:00 for AM exams, or 
13:30 and 14:30 for PM exams.  

• Candidates who arrive late must be allowed the full time for the examination. 

• If you are late, you must go to reception, who will contact the Exams Officer.  

• You will store your things in the shipping container and the Exams Officer will escort you to the exam 
room.  
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If you arrive very late for an exam, the following procedure will be adhered to:  

• You are counted as very late if you arrive after 10:00 for an AM exam, or after 14:30 for a PM exam.  

• Candidates who arrive very late will be allowed to sit the examination.  

• If you are very late, you must go to reception, who will contact the Exams Officer.  

• You will store your things in the shipping container and the Exams Officer will escort you to the exam 
room.  

• Your script may not be accepted by the awarding body.  

• The Exams Officer will need the following information from you:  

o The reason you are late 

o An account of where you have been and what you have been doing between the start time of 

the exam, and your arrival. 

• The Exams Officer will inform the awarding body of your reasons for lateness, as well as start/finish 

times.  

Your script may not be accepted by the awarding body. 

 

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

If you are ill on the day of an exam, you or your parent/carer must inform the school at the earliest possible 

opportunity. If you are unable to attend an exam at all (for example due to hospitalisation), special 

consideration will be applied for.  

Special consideration will not be applied in all circumstances and may only mean between 1% and 5% of the 

total mark is awarded; it is always in your best interests to attend the exam.  

If you are able to attend, you should. The Exams Officer will make provision for you to move exam room to 

facilitate your attendance if you feel you need it. If you are ill and manage to attend the exam, special 

consideration will be applied for.  

If you feel unwell during an exam, you should inform an invigilator. If you need a temporary absence from the 

exam hall then an invigilator will escort you and stay with you until you feel well enough to go back into the 

exam.  

If you feel too unwell to return to the exam, an invigilator will call the Exams Officer who will escort you to a 

first aider. Special consideration will be applied for.  

• You may be asked to provide evidence to support a request for special consideration, e.g. medical 
evidence. 

 

What happens if you have an unauthorised absence from your exam 

If you have an unauthorised absence from an exam, you will not have another opportunity to sit it.  

If you fail to contact the centre to explain the reasons for your absence, no special consideration will be applied 

for.  

You will lose all marks for the exam(s) missed. 



11 

 

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.  

If the exam room is evacuated (in case of fire, for example), the invigilators will take you to the fire evacuation 
point until the all-clear is given. In such a circumstance you must stay under exam conditions. 

 

Candidates with access arrangements/reasonable adjustments 

Candidates with Access Arrangements will have been informed of these ahead of time by the SENCo (Mrs V 
Mehta) or the Exams Officer (Miss S Bailey).  

Those candidates with extra time only will sit in one of the main exam rooms.  

Candidates with other access arrangements will be told where they are sitting on their exam timetable. 

Some candidates may also have access to a reader and/or a scribe. You must ask the invigilator to read and/ 
or scribe to you in this case.  

 

Results 

GCSE Results will be released on 25th August 2022.  

Information on the procedure for results day will be confirmed to students closer to the time.  

You will receive a provisional statement of results, i.e. they do not take into account any appeal outcomes 

which you may wish to apply for. 

The Exams Officer, members of the school’s senior leadership team and heads of department will be present 

on results day.  

Uncollected results will be stored securely by the Exams Officer.  

If you are unable to collect your results in person:  

• You should give the Exams Officer a stamped and self-addressed envelope so that these can be posted 

to you.  

If someone else is collecting your results, they must bring in the results collection form, filled in by you (found 
in Appendix 9 of this candidate handbook), along with photographic ID to prove their identity. 

More information on this will be released when the procedure for results day is sent out.  

 

Post-results services 

Post-results services are offered by awarding bodies. In a normal exam year, fees for post-result services vary 

according to awarding body and the service chosen. More information on fees will be made available to 

candidates and parents/carers on Results Day.  

There are 3 types of post-results services.  

1. Clerical re-check.  

2. Review of marking 

3. Re-moderation (available only to a whole cohort where a centre’s moderation has been challenged).  

Copies of scripts may also be requested by the school to aid future teaching and learning; candidates will be 

asked for their consent for this ahead of the GCSE exams. 
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The centre’s Access to scripts, reviews of results and appeals procedures may be found on the school website, 

or a copy obtained from the Exams Officer.  

The school will advise as to whether any post-results service would be appropriate. 

 

Certificates 

Certificates arrive in school from the awarding bodies by the end of November.  

You must ensure that the school has up to date contact information for you so that we can contact you to 

arrange collection of the certificates.  

Similarly, to collection of results, if a third party is collecting your certificates, they will need to fill out the 

relevant form. This may be obtained from the exams officer.  

Unclaimed certificates are retained by the centre for a period of 1 year, after which they are confidentially 
destroyed. 

 

Internal appeals procedures 

Details of the centre’s Internal Appeals procedures may be found on the school website, from Heads of 
Departments, or from the Exams Officer. 

 

Complaints and appeals procedure 

Details of the centre’s Internal Appeals procedures may be found on the school website, from the Senior 
Leadership Team, or from the Exams Officer. 
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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”                                                                
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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, 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. 
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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 Officer by 30th November 2021. 

If there is anything you do not understand, you should ask Miss Bailey, Exams Officer for clarification. 

 

 

 

 

 

 

 

 

 

 

 

 

 

------------------------------------------------------------------------------------------------------------------------------------ 

Candidate Exam Handbook 

NAME:   ________________________  

Date I received the handbook:   DD / MM / YYYY 

I have read the contents 

I understand (Tick all of the boxes that apply) 

 What constitutes malpractice in examinations/assessments 

 What my personal data is used for by awarding bodies 

 Copyright 

I have read and understand the 2021-2022 JCQ information for candidates documents as they relate 

to  the qualifications I am taking (Tick all of the boxes that apply) 

 Coursework 

 Non-examination assessments 

 On-screen tests 

 Privacy Notice 

 Social media 

 Written exams 

 

By signing here, I am confirming all of the above 

 

Candidate Signature:  __________________________ 

Date of signature:    DD / MM / YYYY 


