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Introduction 

Bluecoat Beechdale Academy 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/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 

What is Malpractice: 

 Introduction of unauthorised material into the examination room 
 Breaches of examination conditions 
 Exchanging, obtaining, receiving, or passing on information which could be examination 

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

Refer to ICE 25 and the Indicative sanctions against candidates (Appendix 6, Suspected Malpractice - 
Policies and Procedures) 

Information for candidates – social media  
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.  

 

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. 

 

 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/malpractice
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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 (insert where this is located…) 

Refer to GR 6 and Information for candidates – Privacy Notice 

 

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 

Refer to GR 6 

 

Coursework assessments/non-examination assessments 

Refer to Appendix 1 & 2.  

  

 

Written timetabled exams 

 Candidates will be provided a statement of entry, to check that personal details and exam entries are 
correct.  

 It is important to check these details and report directly to the Exams Officer if there is a change 
required.  

 You will receive a personal Candidate exam timetable ahead of examinations. Keep this safe. These 
are provided to ensure candidates know the date and time of all their exams/assessments, seating 
arrangements and exam room location. If you lose your timetable, you must speak with your Head of 
year, or exam office who will email a copy to your school email account only or print.  

 The JCQ information for candidates documents – written examinations, social media will be display 
on the Exams Board and appendices 4 & 6 

 Exam room posters – Warning to candidates, Unauthorised items – location Appendices 7 & 8   

Refer to GR 5.8 

 

Contingency sessions - Summer 2025 

There are contingency days scheduled during Summer 2025, in the event there is significant or local 
disruption to examinations in the United Kingdom. It is important that you are available up until the final date 
25th June 2025 in the event an exam date is moved to accommodate any disruption. 

 Wednesday 11th June – PM  

 Wednesday 25th June 2024 – ALL DAY  

Refer to ICE 15 

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

 Exams login will be provide be an Invigilator for each student: do not use school logins. 
 Be on time for your on-screen test(s). If you are late, your work might not be accepted.  
 Do not become involved in any unfair or dishonest practice during the on-screen test.  
 If you try to cheat, or break the rules in any way, you could be disqualified from all your subjects. 4 

Only take into the exam room the materials and equipment which are allowed.  
 You must not take into the exam room: notes, an iPod, a mobile phone, a MP3/4 player or similar 

device, a watch, Air Pods or earphones/earbuds. Unless you are told otherwise, you must not have 
access to: the internet, email, data stored on the hard drive, or portable storage media such as floppy 
disks, CDs and memory sticks, pre-prepared templates. 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 have a watch, the invigilator will ask you to hand it to them.  
 Do not talk to or try to communicate with or disturb other candidates once the on-screen test has 

started.  
 If you leave the exam room unaccompanied by an invigilator before the on-screen test has finished, 

you will not be allowed to return.  
 Do not borrow anything from another candidate during the on-screen test 

Refer to Information for candidates – on-screen tests  

 

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

If candidates are taking two or more examinations in a session and the total time is three hours or less, the 
centre may decide the order within the timetabled session in which to conduct the examinations. 

Candidates may also be given a supervised break of no more than 20 minutes between papers within a single 
session. This is conducted within the examination room, under formal examination conditions at all times.  

If candidates are taking two or more examinations timetabled for the same session and the total time is more 
than three hours including approved extra time allowances and/or supervised rest breaks, the centre may 
conduct one examination in a later or earlier session within the same day.  

The centre may determine the examination which is to be conducted in a later or earlier session within the 
same day. The candidate will be required to attend their first exam. Once finished they will be escorted to a 
supervision room where they will wait until their next exam starts. During this time they are permitted to 
revise using notes only and will not have access to a computer or mobile phone. They will not be permitted to 
speak to anyone that may have sat the exam. Once the afternoon session is to start, they will be escorted 
back to the exam room where they will sit their outstanding exam. Once the exam has finished they will no 
longer be under centre supervision and are free to leave as normal. 

Refer to ICE 7 

 

Where you will take your exams 

The main exams rooms are the Main Hall, Stage or Sports Hall. If you are seated elsewhere this will be clear 
on your timetable and on the exam register lists. Example: Stage, ILR or Meeting Room 3.  

 

What time your exams will start and finish 

Morning exams start at 9:00am  

Afternoon exams start at 1:00pm  

Candidates must arrive in plenty of time for their exams. All exams must start promptly. 

http://www.jcq.org.uk/exams-office/information-for-candidates-documents
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Supervision during your exams 

Exams are supervised by a team of school invigilation staff.  

Invigilators must follow strict rules and regulations when conducting exams as directed by JCQ awarding 
bodies etc. If students have any queries or issues in the exam room, it is expected they tell the invigilator for 
this to be resolved. Any queries cannot be resolved after the exam has finished. 

 

Exam room conditions 

 Candidates are invited into the exam room by members of staff.  
 Candidates are under formal exam conditions from the moment they enter the exam room until they 

are given instruction to leave by the invigilator  
 Candidates must listen to and follow the instructions of the invigilator at all times in the exam room. 

Candidates must not open the question paper until the examination begins.  
 Candidates must not communicate with or disturb other candidates whilst in the exam room.  
 There will be important Information displayed in the exam room for every exam:  

Centre number, Subject title, paper number; and the actual starting and finishing times, and date, of each 
exam. 

 When completing the front of the answer books all candidates must write their first name and 
surname (legal name only) that matches their entry information, and candidate number. This 
information is available on the exam desk card. It is important this is not completed until instructed to 
do so by the invigilator.  

 All additional answer sheets/answer books must be fully completed also. 

Refer to ICE 19 

Refer to ICE 23 

 

Where you will sit in the exam room 

Candidates are provided specific seating locations within an exam room, this is shown on their individual 
desks as indicated by their name cards which also contains details such as candidate number and any 
Exam Access Arrangements.   

Exam seating lists are provided on the Exams Notice Board for students to check this as well. 

 

What equipment you need to bring to your exams 

JCQ authorised equipment list that should be brought by the candidate:  
 Black Pen 
 Pencil  
 Rubber 
 Ruler 
 Protractor 
 Compass  
 Calculator  

 
All equipment should be brought in a Clear Pencil case only. Bluecoat Beechdale Academy will provide a 

pencil case with all the equipment for each student.    

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Using calculators 

Candidates may use a calculator in an examination unless this is prohibited by the awarding body’s 
specification. 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. Where the use of a calculator is allowed, candidates are 
responsible for making sure that their calculators meet the awarding bodies’ regulations. Calculator 
covers must not be brought into the exam room.  

Refer to ICE 10 

 

What you should not bring into the exam room 

 Mobile Phones  
 Wrist Watches - Apple/Fit Watches/Smartwatches   
 Air Pods 
 IPod/EarPhones/earbuds  
 MP3/MP4 or similar devices  
 Electronic devices 

 

Food and drink in exam rooms 

No food is permitted in the exam room unless with a medical certification. This will be kept on the invigilator 
desk at the top of the row.  

 Food brought into the examination room by the candidate must be free of packaging and in a 
transparent container. 

 Candidates can bring in a water in a clear bottle with the label removed. Drink bottles must be 
transparent with all labels removed which would include transparent, reusable plastic bottles. 

Refer to ICE 18 

 

What you should wear for your exams 

Full Uniform to all exams.  

Academy Uniform 
 A BBA blazer 
 A BBA clip-on tie 
 A black V neck jumper is optional underneath blazer – no cardigans 
 A white school shirt with top button fastened 
 Black tailored trousers (non-stretchy, not skinny) or black knee-length skirt (non-stretchy)  
 Black or white ankle socks or tights (no knee length socks) 
 Flat leather-look black shoes – no boots or sandals. 
 No jewellery must be worn 

 

Where your personal belongings will be stored during your exam 

Personal belongings are stored at the back of the exam room. No bags are permitted to be kept at your exam 
desk.  
 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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What to do if you arrive late for your exam 

If you believe you are going to be late for your exam you must contact school as soon as is possible.  
 
You must tell reception your full name and what exam you are expecting to sit, this will mean there is a staff 
member available to assist you when you arrive. We will ensure you are ready then escort you to your exam.  
 
If you arrive more than 1 hour after the official exam start time, this will be reported to the Awarding body 
and there is a high risk your exam will not be counted.  

Refer to ICE 21 

 

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

  If you are unwell on the day of your exam please contact school and let us know through the 
standard reporting processes.  

 You must state your full name and the exam you are expected to sit.  
 We encourage students to attend all their exams and we will support any student that is unwell if 

they decide to attend. We ask that you contact school to let us know prior to exam, and as early as 
possible so we can put into place necessary support ahead of time.  

 If you feel unwell during an exam, you must tell an invigilator immediately and you will be briefly 
removed from the exam to get support. If you decide to return, all remaining time will be provided.  

 
What is Special Consideration?  

 If a student is fully prepared for the exam but is disadvantaged due to illness or unavoidable 
circumstances beyond their control at the time of the exam or when they complete their 
coursework/controlled assessment.  

 If a student is absent from an exam for a valid reason.  
 
After a case of illness, we will ask student to attend the doctors to request a doctor’s note on that day. This is 
a signed letter stating the nature of the illness which will need to be presented to school within 3 days of the 
exam taking place. An appointment card will not be accepted.  

The exams office will process the Special Consideration Application with the relevant awarding body 
directly once suitable evidence has been provided. Students must also have completed a minimum of 35% 
of the qualification (including coursework) to be eligible for this in any event. 

 

What happens if you have an unauthorised absence from your exam 

An unauthorised absence is where a candidate has not made school aware of the reason for their absence/ 
not provided suitable medical evidence to make a Special Consideration Application.  
 
The Academy may require a payment of the full Awarding body entry fee for that exam should a candidate 
fail to attend an examination without good reason and without informing the Academy.  

Please note that misreading the timetable will not be accepted as a satisfactory explanation of absence. 

Refer to ICE 22 

 

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

Actions to be taken (as detailed in the current JCQ Instructions for conducting examinations section25, 
Emergencies) 

 1. Stop the candidates from writing 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
https://www.jcq.org.uk/wp-content/uploads/2024/08/JCQ-Instructions-for-conducting-examinations-2024_FINAL.pdf
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 2. Collect the attendance register (in order to ensure all candidates are present) 
 3. Evacuate the examination room in line with the instructions given by the appropriate authority 
 4. Advise candidates to leave all question papers and scripts in the examination room. Candidates 

must be advised to close their answer booklet 
 5. If there are only a few candidates, consider the possibility of taking the candidates (with question 

papers and scripts) to another place to finish the examination 
 5. Ensure Candidates leave the room in silence 
 6. Ensure that the candidates are supervised as closely as possible while they are out of the 

examination room so that there is no discussion about the examination 
 7. Make a note of the time of the interruption and how long it lasted.   
 8. Allow candidates the  remainder of the working time set for the examination once it resumes 
 9. Make a full report of the incident and of the action taken, and send to the relevant awarding body 

 

Candidates with access arrangements/reasonable adjustments 


 Students with Access Arrangements will have their Arrangements printed on their student desk card. 
 Those that have approved adjustments must attend the exam rooms allocated on Exams Display 

Board. All candidates will be notified prior to any exams what they are entitled to and must be 
prepared in what to expect.  

 

Results 

GCSE Results day – Thursday 21st August 2025.  
 

 Student results will be available for collection from school in the morning.  
 Further instructions will be distributed to students directly and put on the website regarding arrival 

closer to results day.   
 Results can be collected on a candidate’s behalf if unable to attend the centre on results day. 

Students must complete the required information collection form on this.  
 To follow current GDPR guidance, we cannot release exam results to anyone else unless given written 

approval by the student. To avoid any unnecessary delays in receiving your results please make sure 
all approval has been given prior to results day 

 The Certificate will be available to collect around January 2026. Check the website for the update. 

Refer to GR 5.12 and Post-Results Services information 

 

Post-results services 

 All post results provisions do incur a fee for each service.  
 All requests for post-results services are made through the centre exams office, candidates are 

unable to request these directly from the awarding body themselves.  
 All services are requested on results day to those students that are meet the awarding body criteria. 

Deadline to process these through school is 30th August 2024.  

 
Review of marking This is a post-results review of the original marking to ensure that the mark scheme has 
been applied correctly ( this is not a remark of the paper) 
 
Access To scripts – An electronic copy of the paper is provided from the Awarding body.  

Refer to GR 5.13 and Post-Results Services information 

http://www.jcq.org.uk/exams-office/general-regulations
https://www.jcq.org.uk/exams-office/post-results-services
http://www.jcq.org.uk/exams-office/general-regulations
https://www.jcq.org.uk/exams-office/post-results-services
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Certificates 

Candidates will need to check our website when certificates will be available for collection from school – this 
is usually in either December 2025 or January 2026.  
 
Certificates can be collected on a candidate’s behalf if unable to attend the centre. Permission outlining must 
be received by school to release the certificates.  
 
All unclaimed certificates are kept secure for a period of 12 months only. They are then returned to Awarding 
bodies in line with JCQ processes. We do not keep copies. 
 
If you lose your certificates after collection and need a replacement, this can be requested from the awarding 
bodies directly. The school cannot action this on your behalf.  
 
AQA  
https://www.aqa.org.uk/contact-us/certificate-services/past-results-and-lost-certificates  
 
OCR  
https://www.ocr.org.uk/students/replacement-certificates/  
 
Pearson  
https://qualifications.pearson.com/en/support/Services/certificate-services/replacement-documents.html   
 
WJEC  

https://www.wjec.co.uk/home/student-support/replacement-exam-certificates/  

 

VTCT 

https://www.vtct.org.uk/students/replacement-certificates/  

Refer to GR 5.14 

 

  

https://www.aqa.org.uk/contact-us/certificate-services/past-results-and-lost-certificates
https://www.ocr.org.uk/students/replacement-certificates/
https://qualifications.pearson.com/en/support/Services/certificate-services/replacement-documents.html
https://www.wjec.co.uk/home/student-support/replacement-exam-certificates/
https://www.vtct.org.uk/students/replacement-certificates/
http://www.jcq.org.uk/exams-office/general-regulations
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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. Link: https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-

Coursework_Assessments_2024_FINAL.pdf  

 

 

 

https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-Coursework_Assessments_2024_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-Coursework_Assessments_2024_FINAL.pdf
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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.  Link: https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-NE_Assessments_2024_FINAL.pdf  

 

 

https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-NE_Assessments_2024_FINAL.pdf
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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). Link: https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-On-

Screen_Examinations_2024_FINAL.pdf  

 

 

https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-On-Screen_Examinations_2024_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-On-Screen_Examinations_2024_FINAL.pdf
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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.  Link: 

https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-On-Screen_Examinations_2024_FINAL.pdf  

 

 

 

  

https://www.jcq.org.uk/wp-content/uploads/2024/08/IFC-On-Screen_Examinations_2024_FINAL.pdf


20 

 

 

 

 

 



21 

APPENDIX 5 

JCQ Information for candidates – Privacy Notice 

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

https://www.jcq.org.uk/wp-content/uploads/2020/01/Information-for-candidates-Privacy-Notice-10.doc.pdf                                                                 

 

https://www.jcq.org.uk/wp-content/uploads/2020/01/Information-for-candidates-Privacy-Notice-10.doc.pdf
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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.  

Link: https://www.jcq.org.uk/wp-content/uploads/2024/05/JCQ-Social-Media-Infographic-v6.pdf  

 

 

  

https://www.jcq.org.uk/wp-content/uploads/2024/05/JCQ-Social-Media-Infographic-v6.pdf
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APPENDIX 7 

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.” 

Link: https://www.jcq.org.uk/wp-content/uploads/2022/08/2022-Unauthorised-Items-poster-live-
text_September22.pdf  

 

  

https://www.jcq.org.uk/wp-content/uploads/2022/08/2022-Unauthorised-Items-poster-live-text_September22.pdf
https://www.jcq.org.uk/wp-content/uploads/2022/08/2022-Unauthorised-Items-poster-live-text_September22.pdf
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APPENDIX 8 

JCQ Warning to candidate’s poster 

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

Link: https://www.jcq.org.uk/wp-content/uploads/2024/08/Warning-to-candidates-poster_2024_5.pdf  

  

https://www.jcq.org.uk/wp-content/uploads/2024/08/Warning-to-candidates-poster_2024_5.pdf
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APPENDIX 9 

JCQ AI poster for students 

This poster is a quick guide to help you to better understand the rules for use of AI in assessments.   
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APPENDIX 10 

JCQ Preparing to sit your exams 

Link: https://www.jcq.org.uk/wp-content/uploads/2024/08/Preparing-to-sit-your-exams-2024_25.pdf  

 

https://www.jcq.org.uk/wp-content/uploads/2024/08/Preparing-to-sit-your-exams-2024_25.pdf
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APPENDIX 11 

Calculators Poster 

Recommended calculators in exam.  
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