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Introduction 

These instructions are provided to guide you through the examination period. It is your responsibility to 

read them carefully to ensure you understand what is expected of you. A copy can be found on the school 

website, along with various important JCQ notices.  

If you can’t find the information you need in this booklet, please ask your teacher, Tutor, Head of Year, or 

the Examinations Officer. It is very important that you understand examination information, otherwise you 

could be breaking rules without even realising you are doing so.     

 

Before the examinations 

Timetable   

You will be issued with a personal examination timetable which will have your room and seat number on. If 

you have any examination clashes you may have to sit one of your examinations at a different time. If your 

timetable is affected then you will be contacted before the written examinations start with full details about 

what will happen. 

All students need to be available up until and including Wednesday 29th June which is the JCQ 

Contingency Day. 

Location of Examinations 

Most examinations will take place in the Auditorium. Additional satellite rooms, such as Conrad Arena, 

Conrad ICT and Conrad 10 will also be used; these will be shown on the seating plans and on your exams 

timetable.     

Time of Examinations 

You must make sure that you arrive no later than 8.30 am for morning examinations and 1.00 pm 

for afternoon sessions. Examination warmups will also be running prior to each exam. If you are late, we will 

have to notify the examination board and your paper may not be accepted. All students must line up outside 

behind the Conrad building in seating plan order by row.     

Seating Plans 

An A3 seating plan will be outside the Auditorium and in the Examination Board. 

Candidate and Centre Numbers 

Candidate numbers are used for all external examinations. Your candidate number is shown on your 

personal timetable and is also shown on the seating plans. A card giving this information will also be on 

your examination desk for every examination. The school centre number is 14615.        

  

  

 

 

 

 



 
 
 
 

Equipment 

 You are responsible for providing your own equipment for examinations. You should ensure that you 

bring the following equipment to every examination:   

▪ at least two black pens  

▪ an HB pencil   

▪ a ruler   

▪ an eraser and a pencil sharpener are also recommended  

▪ a transparent pencil case or transparent plastic bag 

 

Additionally, please check the list below for subject-specific items:  

 

▪ Biology: Scientific calculator ( the lid must be removed & left in your bag) 

▪ Chemistry: Scientific calculator    

▪ Geography: Scientific calculator    

▪ Maths: Scientific calculator, Protractor, Pair of Compasses    

▪ Physics: Scientific calculator   

▪ Physical Education: Scientific calculator   

 

You may use a highlighter on the question paper to help you but please do not highlight anything in 

your answer booklet as this will not show when it is scanned and sent to the examiner thus no marks will 

be awarded.     

 

Please note spare equipment is very limited. If you do not bring your own, you may have to manage 

without.     

 

All equipment should be in a transparent pencil case or transparent plastic bag. Calculator instructions, 

boxes and lids are not allowed. Calculators that have a memory / data storage facility must be cleared, and 

remain cleared, for all examinations.  

 

 You may take water into all examinations, but it must be in a clear bottle with the label removed. No 

other food or drink will be allowed unless specific permission has been granted in advance (e.g. for 

medical reasons). You must not be chewing gum.   

 

You must not have any items on your desk other than those required for the examination. If you 

require tissues, then these must not be in a packet and placed on your desk for invigilators check.             

 

 

During the Examinations  

Regulations  

 Make sure you have read carefully the JCQ Information for Candidates document, a copy of which can 

be download from the Students/Examination Information section of the school website. Please remember 

that any breach of these regulations could lead to disqualification from one, or all, of your examinations. 

The school must report any breaches of regulations to the relevant Awarding Body.   

You must not be in possession of a mobile phone during an examination. If a mobile phone (or any 

other type of electronic communication or storage device, including smart or wrist watches) if found in your 

possession during an examination (even if it is turned off) it will be taken from you and a report made to the 



 
 
 
 

relevant Awarding Body. The result of this would usually be for you to lose the marks for that paper, and 

possibly other papers too. No exceptions can be made.   

You will be advised where to leave your bag and belongings before you enter the Auditorium. These will 

be securely locked away and you will be able to collect them as you are dismissed from your examination. 

Please ensure that any unauthorised items, especially revision notes, mobile phones, headphones and 

watches are left in your bag.   

Conduct  

▪ Do not speak or communicate in any way with other students in the examination room from the 

time you enter until the time you leave. Communicating with other students (which includes turning 

around to attract another student’s attention) counts as potential malpractice and will be reported to 

the exam boards.   

▪ You should not have any food on you and should not be chewing gum during your exams   

▪ You should not be wearing a cap or have a hood over your head during exams   

▪ Do not write on the examination desks or name cards: this is regarded as vandalism; you will 

be asked to stay behind to remove any writing on the desks and a letter will be sent home.   

▪ If you finish an examination before the allocated time, you will not be allowed to leave the room 

early.  If you think you have finished early, check your paper carefully then sit quietly: there will still 

be others working around you   

▪ After you have been dismissed from the examination room, you should collect your belongings 

and leave quietly as there may be other exams still going on.      

Access Arrangements  

▪ If you have been given arrangements it is important that you make good use of them throughout 

your exams.   

▪ If you have computer/laptop access because your handwriting is difficult to read and you do not use 

it you may lose marks for that paper.   

▪ Rest Breaks these can be no longer than five minutes, either a mental rest break in your seat or 

leaving the room with an invigilator. 

Examination papers   

▪ Listen to the instructions and notices read out by the member of staff or Invigilators. You will hear 

these at the start of every examination. You must listen carefully as there could possibly be 

an amendment to your examination paper that you need to know about   

▪ Read all the Instructions and Advice on the front of every examination paper and make sure 

your answers are numbered clearly and accurately   

▪ All rough work (including calculations) must be written in your answer book. We are not allowed 

to give you separate paper specifically for doing rough work. Draw a line through any material you 

do not wish to be marked. Rough work for multiple choice papers may be done on the question 

paper   

▪ Do not doodle, draw graffiti, or write comments to the examiner on your examination papers: 

your paper could be rejected by the Awarding Body   

▪ Always check that you have been given the correct question paper, subject and tier and that 

the question paper is for the correct day and time. Always put up your hand and ask if you are 

unsure about your paper or any instructions you have been given. A mistake is always much harder 

to rectify once you have completed the paper. Invigilators can contact the Examinations Officer at 

any time if you have a problem that cannot be resolved within the examination room   

▪ If you think there is an error on the paper, raise your hand and inform an invigilator. Do not spend 

a disproportionate amount of time on a question. Continue with the paper and return to the 



 
 
 
 

question once your query has been investigated and further instructions have been given to you. It 

is rare for there to be an error in an examination question, but you should always ask.   

▪ If you finish an examination before the allocated time, you will not be allowed to leave the room 

early.  If you think you have finished early, check your paper carefully then sit quietly: there will still 

be others working around you   

▪ When you are told that the exam has finished you should stop writing and put down your pen. Do 

not continue writing as this counts as malpractice and will be reported.     

Toilet and Illness  

Please make sure you go to the toilet before every examination. If it is necessary to use the toilet during the 

examination, you will be escorted there by an invigilator. Your exam time will not be ‘paused’ for a toilet visit 

unless there are known medical reasons, reported in advance to the Examinations Officer. If you feel unwell 

or need to leave the examination room for any other reason, raise your hand and inform an invigilator – you 

will need to be escorted. You may not leave the examination room while the exam is in progress unless you 

are accompanied by an invigilator.     

Invigilators  

Please behave in a respectful manner towards all invigilators, just as you would behave towards any 

other member of school staff. Invigilators are not allowed to discuss the examination paper with you. They 

are not allowed to explain questions or the meaning of words to you. The Lead Invigilator will start the exam 

and is in charge until the exam is finished and everyone is dismissed.      

Evacuation Alarm 

 In the event of the fire alarm sounding, stop working immediately and await further instructions. You 

must follow the instructions of the Invigilators and/or the Examinations Officer exactly. Evacuation may or 

may not be required, but in any situation,  you must remain silent at all time.  

Special Consideration/ Absence from Examinations 

If you experience any difficulties during the examination period (e.g. serious illness, injury, personal 

problems, bereavement) you must inform at the earliest possible opportunity your Head of Year, the 

Examinations Officer, or any other member of staff, then we can help and advise you. It may be possible to 

apply to the Awarding Bodies for ‘Special Consideration’ which means a small allowance is made then you 

are not disadvantaged by something that is not your fault, or out of your control.   

▪ It is essential that you attend all your examinations at the times stated on your personal 

examination timetable. If you miss an examination, it cannot be taken on a different day   

▪ If you are going to be late for an examination for reasons out of your control (e.g. a cancelled train, 

broken down car, traffic accident) then you must telephone school as soon as you are aware of 

the problem and inform us of the situation. You should state your name, where you are, what 

has happened, and what time you expect to arrive. You should also provide the number you are 

calling from then we can call you back if necessary   

▪ Only in exceptional circumstances are candidates granted special consideration for absence from 

any part of an examination   

▪ If special consideration is to be applied for, it is essential that medical or other 

appropriate professional evidence is obtained on the day and given to the Examinations Officer 

without delay   

▪ School will charge for missed exams without good reason and without having informed school of 

the absence     

 



 
 
 
 

After the Examinations   

Notification of results  

▪ GCSE results day is Thursday 25 August 2022 (9.30am – 11:30 am)  

▪ No results will be given out over the telephone under any circumstances   

▪ Change of address: It is very important that you notify the school and the Examinations Officer 

as soon as possible if you change your home address during the summer holiday, or after you have 

left.  Please also ensure that your contact telephone numbers are up to date in case we need to 

contact you during the holidays   

▪ Further information regarding results days will be published closer to the time   

▪ If you wish to nominate a friend or relative to collect your results on your behalf, then you must 

give them a signed authority which includes your address.     

Enquires About Results   

When you receive your results, you will receive information about the services available to you and the 

school.  These services (such as sending for scripts and applying for review of marking) must be applied for 

before the deadlines stated on the application/consent form, and fees must be paid at the time of 

application. We must receive a signed consent form in order to proceed.    

 Examination Certificates  

▪ GCSE Certificates will be available for collection from reception from Monday 21 November 2022.  

▪ If you wish to nominate a friend or relative to collect your certificates on your behalf, then you 

must give them a signed letter of authority which includes your address.   

▪ It is very important that you collect your certificates as you will need them for college, university 

and job applications. You need to keep certificates safe as they cost approx. £45 to replace each 

one.    

 


