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Handbook
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There are a number of rules and regulations set by
the Exam Boards that you must be aware of.

If you do not follow these rules - you may be
disqualified.

Read this booklet carefully and if there is anything
you do not understand please ask.

Last day of timetabled exams - Wednesday 24th June

The Joint Council of Qualifications (JCQ) have declared that Wednesday 24th June will be the contingency day for
Summer 2026 examinations. This is the last date that any exam can take place on, should it have to be moved from its
original time [ date. All dents must be available up to and including thi te.

These contingency days are designed to be used in the event of national or significant local disruption to examinations.

This handbook is reviewed and updated annually.

Produced/reviewed by

Mrs J Finnie

Date of next review 09/2026
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Introduction

Oakwood High School is committed to ensuring that you are fully briefed on the exam and access process in place in
the centre and are made aware of the required JCQ and Awarding Body instructions and information for candidates.

All documentation and policies regarding examinations can be found on the school website here:
https://www.oakwood.ac/pupils-parents-links/exams-revision-and-assessment-2/

It is your responsibility to familiarise yourself with all of these.

Purpose of the Candidate Exam Handbook

Inform you of any exam-related policies and procedures that you may need to be made aware of.

Ensure you are provided with all relevant information about your exams.

Ensure copies of relevant JCQ information for candidate’s documents and exam room posters are provided.
Inform you about malpractice in examinations/assessments.

Answer any questions that you may have.

Written timetabled exams

You have received your personalised examinations timetable. You must check all of your personal details at the top of
the timetable, if there is any information that is incorrect (e.g. name, date of birth), you must report it to Mrs Brown/Mrs
Finnie immediately. Please note this should have your legal forename and surname on - this is how your name will
appear on certificates.

Mistakes that you don’t identify at this stage could mean that your certificates are incorrectly printed.
Check each exam date carefully and check to see if the exam is in the morning or the afternoon.

You are responsible for checking your exam timetable.

Timetable clashes

If you notice that you have two exams scheduled at the same time that have not been resolved, you must
contact Mrs Brown/Mrs Finnie immediately.

If you have any timetable clashes, arrangements will be made for you to take the subjects one after the other, or later in
the same day. You will be supervised by an invigilator at all times between exams and will be allowed a supervised
break before the next exam starts.

These arrangements will be confirmed with you in advance.

Where you will take your exams

Exams will take place in the Sports Hall or a separate room. (Separate rooms are an access arrangement, you will
already know if you have this arrangement in place).

What time your exams will start and finish

Morning exam sessions will begin at 9:30am and afternoon exam sessions will begin at 1.15pm. Meet in the main hall
for a pre-exam briefing.

Candidates are required to remain in the exam room for the full length of the exam.

Please note exam times may vary if you have two exams during the same sessions so please check the time
on your individual timetable.

Supervision during your exams

During your exams, you will be supervised by a team of external invigilators. Invigilators are required to follow strict
rules and regulations when conducting exams as directed by the JCQ and Awarding Bodies and are trained to report
anyone who appears to be breaking the regulations and report to the Exams officer.

Where you will sit in the exam room

Your personal timetable has your seat number on for each exam, this is available on Go4Schools under documents.
Know your seat before arriving at your exam. Seating plans will also be displayed outside of the exam room and
the invigilator will have a copy. If you can’t find your name on a seating plan, you must speak to an invigilator
immediately.

You must sit in the seat and room that you have been allocated to.



https://www.oakwood.ac/pupils-parents-links/exams-revision-and-assessment-2/

What you should wear for your exams

You are required to continue to wear your school uniform during your exams- no leavers’ hoodies are allowed.

How your identity is confirmed in the exam room

On your desk, you will have an identification card. This displays your photo, legal name, centre number and candidate
number.

The invigilation staff will use this identification card to verify that you are the correct candidate who should be in that
seat to take the exam — sitting in the wrong seat may result in you sitting the wrong exam paper.

Do not deface or destroy your identification card.

Exam room conditions

Once you have attended your morning and afternoon exam briefing in the main hall, you will be asked to go to the
exam room where you will need to find your exam seat on the seating plan.

As soon as you enter the exam room, you are under formal exam conditions until you have left the exam room - this
includes whilst you are leaving the exam room in case any other candidates are still working.

You must listen to and follow the instructions of the invigilator at all times.
You must not communicate with or disturb any other candidates.
In the exam room, the following information will be displayed:

centre number

subject title and paper number
actual start and finish times
date

You must use the information on your identification card on your desk to accurately complete the front of your exam
script. You must use your legal name for exams, and you must ensure that you complete all information on the front of
your script, including your signature. You must not complete this information until the invigilator has instructed you to do
SO.

If you require any additional paper for the exams, you must raise your hand and alert an invigilator. Please note extra
paper must not be used as scrap paper for working out/planning, the invigilators are required to submit all
exam scripts and additional paper.

Do not doodle on or deface your exam paper in any way - this could mean it is rejected by the exam board.

Toilet breaks are not permitted unless you have a medical pass. Do not just stand up and leave the room, if you do
you will not be permitted to re-enter the exam.

What equipment you need

Ordinary pencil cases or boxes are not allowed in the exam room. Equipment should be in a clear plastic bag or
transparent pencil case. The following equipment will be available to you for each exam in a transparent pencil case:

2 black pens — you must not write in blue ink
1 HB pencil

ruler (marked with millimetres)

eraser

pencil sharpener

compass

protractor

highlighter.

You are permitted and encouraged to bring your own calculators as long as the JCQ awarding body instructions are
followed (shown on the next page of the booklet). Calculator cases must be removed and kept in your bag. Borrowing
equipment from other candidates whilst in the exam room is not allowed under any circumstances.

You are not allowed to use correcting fluids, pens, or mice. This is to protect you and your exam.




Using calculators

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

If there is an issue with the calculator you have, please notify an invigilator who will provide a replacement.

Calculators must be: Calculators must not:
o of a size suitable for use on the + be designed or adapted to offer any of these
desk; facilities: -
o either battery or solar powered; o language translators;
o free of lids, cases and covers which o symbolic algebra manipulation;
have printed instructions or o symbolic differentiation or integration;
formulas. o communication with other machines or
the internet;
The candidate is responsible for the e be borrowed from another candidate during
following: an examination for any reason;
o the calculator’s power supply; ¢ have retrievable information stored in them -
o the calculator’s working condition; this includes:
o clearing anything stored in the
calculator. o databanks;
o dictionaries;
o mathematical formulas;
o text.

What you should not bring into the exam room

Any unauthorised material must be left at home or in your bag at the back of the exam room, these items must not be
kept in your blazer pocket or anywhere on your person. If any of these items are found to be in your possession,
whether you intend to use them or not, you will be reported to the relevant awarding body for suspected malpractice.

any form of notes/paper

mobile phones

iPods/mp3/4 players or similar devices
watches and smartwatches

e air pod/ear buds

Any electronic device must be switched off in your bag, if a mobile phone rings whilst in your bag, you will still be
subject to malpractice and it will be reported to the exam board.

You must only have access to the equipment listed on the front of your exam paper.

Food and drink in the exam rooms

Food is not permitted within the exam room, this includes things such as sweets, mints and chewing gum; you must
ensure you have eaten before the exam. Bottles of water will be available.

You are allowed to take a clear bottle of water into the exam room, flasks that aren’t transparent will not be allowed into
the exam room. All bottles must have the label removed before entering the exam.

You will not be allowed to leave the room to refill a water bottle, and invigilators cannot do this for you, so please
make sure that you have enough for the whole exam.

Where your personal belongings will be stored during your exam

You must leave your bags and coats at the back of the exam room, at the end of the row where you are seated, this will
make it easier for you to collect at the end of the exam.

Any unauthorised materials such as mobile phones and notes that are handed into the invigilators will be kept on the
traffic desk at the front of the exam room and returned at the end.




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.
e JCQ provides information about what constitutes malpractice below.

o The introduction of unauthorised material into the examination room — this means any mobile phones
or similar electronic devices), watches, smart watches, iPods/mp3/mp4 players, ear-buds, revision
notes.

o Breaches of examination conditions — this includes trying to communicate in any way with another
candidate, making noises, turning around, disrupting other candidates in any way, and leaving your
seat without permission.

o Exchanging, receiving, or passing on information which could be examination-related (or the attempt
to) — if you hear or see anything relating to an upcoming exam, you must report this information to
school. You will be subject to Malpractice if you are involved in passing on confidential information or
rumours or exam content, this includes failing to report confidential material being shared online.

o Offences relating to the content of candidates’ work — this means using offensive/inappropriate
language or images in your answers, copying from other candidates or the misuse of technology.

o Undermining the integrity of the examination — this includes graffiting your exam script or destruction of
your own work.

If you are found to have any unauthorised material on your person, you must hand this in immediately to an invigilator
who will be required to write a report to the Awarding Body. Refusal to hand in any unauthorised material will result in
your removal from the exam room, the incident will then be reported to the Awarding Body.

Penalties for the above can include disqualification from taking any exam for up to 5 years.

What to do if you arrive late for an exam

If for any reason you are going to be late and will miss the start of the exam, you must telephone the school. You will
then be told how long you have left before you are considered Very Late.

If you are considered Very Late, the exam board will need to be notified with details of why you are late and whether
you were supervised before your arrival. The exam board will the decide whether:

e to accept any of the work;
e to accept only the work completed in the “normal” exam time;
e to accept all of the work.

What to do if you have an unauthorised absence from an exam

You must attend all exams that are allocated to you on your individual candidate timetable. Misreading the timetable
will not be accepted as a satisfactory reason for absence.

You will be expected to pay the entry fee if you fail to attend an exam that you have been entered for by the school
unless you provide a medical certificate.

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

If you miss an exam due to illness:

e You must telephone the school on 01709 512222 as soon as possible on the morning of the exam.
e You must provide a medical certificate addressed to the Examinations Officer within three days of the exam
you missed.

If you are unwell on the day of an exam, you must make sure that you alert an invigilator on your way into the exam.
This means that the invigilators will be able to keep an eye on you in case you begin to feel worse or need to leave the
exam room.

If you begin to feel unwell during an exam, you will need to raise your hand and alert an invigilator, this is again so that
they can monitor how you are and act if you require any assistance.

In these situations, Oakwood High School may be able to apply for Special Consideration if we feel that you have been
disadvantaged and fall under JCQ’s criteria. To support these applications, if you feel unwell, you must visit the doctors
and obtain a doctor’s note. We will discuss this with you and provide further details if we feel it is appropriate to apply.




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

In the event of an emergency, you must remain calm and listen to all instructions given by the invigilators and/or Exam
Officer. You must remain in exam conditions throughout this process as you may be able to continue with the
exam afterwards and can still be subject to malpractice. Please alert an invigilator if you have any issues.

Candidates with Access Arrangements

You will already be aware if you are eligible for any Access Arrangements. You will have already been notified if your
exams are required to take place in a separate room to support your Access Arrangements. If you have any questions
leading up to the exam season, please see Mrs Brown or Ms Dearden.

Results and certificate collection

GCSE/Vocational Results will be released Thursday 20th August 2026, we will contact you in advance to arrange
results collection with you.

Certificates are released to schools in the Autumn term, we will contact you in advance to arrange the collection of the
certificates. Please note: you must make sure you collect your certificates (in person as they need to be signed
for) — they are only kept for 12 months before being returned/destroyed.

Please follow this link and familiarise yourself with all the JCQ
documentation on the school website - it is your responsibility to make
sure you are aware of all the rules and guidelines.



https://www.oakwood.ac/pupils-parents-links/exams-revision-and-assessment-2/
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This document has been written to help you.
Read it carefully and follow the instructions.

If there is anything you do not understand, especially
which calculator yvou may use, ask yvour teacher.

A. Regulations - Make sure you understand the rules

1 Be an time for all vour exams. If vou are late, your wark might not
be accepted.

2 Do not become invalved in any unfair ar dishanest practice during
the exam.

3 If you try to cheat, or break the rules in any way, you could be
disqualified from all your exams.

4 You must not take into the exarm room:
(a) notes;

(b) AirPods, Earphones/Earbuds, an iPod, a mobile phone, a
MP3/4 player or similar device. a watch, smart glasses or
any ather smart dewvice.

Ary pencil cases taken into the exam room must be see-through.

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.

If you hawve a watch, the invigilator will ask you to hand it to them

& Do not use correcting pens, fluid or tape, erasable pens,
highlighters or gel pens in your answers.

7 Do not talk to or try to communicate with, or disturb aother
candidates once vou have entered the exam room.

You must not write inappropriate, chacene or offensive material.

8 If you leave the exam room unaccompanied by an invigilator before
the exam has finished, vou will not be allowed to return.

10 Do not barrow anything from ancother candidate during the exam.



B. Information - Make sure you attend your exams and

bring what you need

1 Know the dates and times of all yvour exams. Arrive at least ten
rminutes before the start of each exam.

2 If you arrive late for an exam, repart to the invigilator running

the exam.

3 If you arrive more than one hour after the published starting time

for the exam, you may not be allowed to take it

4 Only take into the exam room the pens, pencils, erasers and any
cther eguiprment which you need for the exam.

5 “ou must write clearly and in bBlack ink. Caloured pencils or
inks may only be used for diagrams, maps, charts, etc. unless
the instructions printed on the front of the guestion paper

state othersise.



C. Calculators, dictionaries and computer spell-checkers

1 Yau may use a calculator unless you are told atherwise
2 If you use a calculator:
(a) make sure it works properly; check that the batteries are
working properly,
(o) clear anything stored in
() remove any parts such as cases, lids or covers which have
printed instructions or formulag;
(d) do noet bring into the exam room any operating instructions
or prepared programs.
3 Do not use a dictionary or computar spell checker unless you are

told atherwise



D. Instructions during the exam

Alwavys listen to the invigilator, Always follow their instructions
Tell the invigilator at once if

(a) vou think you have not been given the right guestion paper

or all of the materials listed on the front of the paper;

() the question paper is incomplete or badly printed
Read carefully and follow the instructions printed on the guestion
paper and/or on the answer booklet.
Do not start writing anything until the invigilator tells wou to fill in
all the details required on the front of the guestion paper and
or the answer booklet, Da not cpen the guestion paper until you
are tald that the exam has begun.
Femember to write your answers within the designated sections of
the answer booklet
Do wour rough work on the proper exam stationery. Cross it
through and hand it in with your answers
Make sure you add vour candidate details to any additional answer
sheets that you use, including those used for rough work



E. Advice and assistance

1 If an the day of the exam you feel that your wark may be affected

by ill health or any other reason, tell the invigilator.

2 Put ug vour hand during the exam
(a) vou have a prablemn and are not sure about what you
should do;
(b)) you do not feel well,
(2} wou need maore paper.
3 You must not ask for, and will not be given, any exp

b planation of

the guestions.



F. At the end of the exam

If vou have used more than one answer booklet and/or any

supplementary answer sheets, place them in the correct order.

Place any loose additional answer sheets inside your answer
booklet. Make sure you add your candidate details to any additicnal
answer sheets that you use. For CCEA examinations, any loose
additional answer sheets should be placed behind vour script.

Do not leave the exam room until told to do so by the invigilator.

Do not take any stationery from the exam room. This includes the
guestion paper, answer booklets used or unused, rough work or
arny other materials provided for the exam.
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(@@)] Al and Assessments
a4 A quick guide for students

in assessments?
Al stands far artificia
intalligence and using it is like
hiavirg a computer that thinks
Al toals like ChatGPT or
Snapchat My Al can writa
text, malke art and create
miusic by learning from
data from the intarnet,
but watch out - thay can
alsa make things up and
ba biased

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

THIS IS
CHEATING!

How do | make sure

VS
3,

| don't misuse Al?

L

Know the rules Reference reference reference! Declare it's all your ocwn

If wou're allcwed to use Al tools, wiork — When you hand in your

you must reference them clearly assessment, you have to sign a

declaraticn. Anything without a

o Your teachers will tell you if you're reference must e all your own
allowed to use Al tools when g Add the date you generated work. If you've used an Al tocl,
dioing your coursessork — the rules the content don't sign the declaration until
will depend on your qualification ) ) you're sure you've added all

Explain how you used it the references

o You're not allowed to use A
tools when you're in an exam
g Mame the Al tool you used

o Even if you're allowsed to use Al
tools, wou can't get marks for
content just produced by A
wyour rmarks corme from showing
your own understanding and
CrOdUCing oW S wiork

What happens if | misuse Al?

It wou've misused Al you
could lose your marks

for the assassment — you
could even be disgualified
from 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




