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Introduction 

Chertsey High School (CHS) is committed to ensuring that candidates are fully briefed on the exam and 

assessment process in place at CHS and are made aware of the required JCQ/awarding body instructions 

and information for candidates. For clarification, students are referred to in this document as candidates.  

 

Purpose of the student exam 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 

• To inform candidates of/signpost candidates to any exams-related policies/procedures that 

they need to be made aware of 

 

Malpractice 

“‘Malpractice’ means any act, default or practice which is a breach of the Regulations.” 

This does not just mean cheating during an exam, there are also rules that apply before candidates 

take an exam or assessment, and afterwards. If candidates break those rules, this is known as 

‘malpractice’ and as an exam centre, we must investigate any alleged, suspected, or actual incidents 

of malpractice and report to the relevant awarding body/bodies. 

Examples of malpractice include but are not limited to: 

• The alteration or falsification of any results document, including certificates.  

• A breach of the instructions or advice of an invigilator, supervisor, or the awarding body in 

relation to the examination or assessment rules and regulations.  

• Failing to abide by the conditions of supervision designed to maintain the security of the 

examinations or assessments.  

• Collusion: working collaboratively with other candidates, beyond what is permitted.  

• Copying from another candidate (including the use of technology to aid the copying).  

• Allowing work to be copied e.g., posting work on social networking sites prior to an 

examination/assessment.  

• The deliberate destruction of another candidate’s work.  

• Disruptive behaviour in the examination room or during an assessment session (including the 

use of offensive language).  

• Exchanging, obtaining, receiving, passing on information (or the attempt to) which could be 

assessment related by means of talking, electronic, written, or non-verbal communication. 

• Making a false declaration of authenticity in relation to the authorship of controlled assessment, 

coursework, non-examination assessment or the contents of a portfolio.  

• Allowing others to assist in the production of controlled assessment, coursework, non-

examination assessment or assisting others in the production of controlled assessment, 

coursework, or non-examination assessment.  

• The misuse, or the attempted misuse, of examination and assessment materials and resources 

(e.g., exemplar materials).  
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• Being in possession of unauthorised confidential information about an examination or 

assessment.  

• Bringing into the examination room notes in the wrong format (where notes are permitted in 

examinations) or inappropriately annotated texts (in open book examinations).  

• The inclusion of inappropriate, offensive, obscene, homophobic, transphobic, racist, or sexist 

material in scripts, controlled assessments, coursework, non-examination assessments or 

portfolios.  

• Impersonation, pretending to be someone else, arranging for another person to take one’s 

place in an examination or an assessment.  

• Plagiarism, unacknowledged copying from or reproduction of published sources or incomplete 

referencing.  

• Theft of another candidate’s work.  

• Bringing into the examination room or assessment situation unauthorised material, for 

example: notes, study guides and personal organisers, own blank paper, calculators (when 

prohibited), dictionaries (when prohibited), instruments which can capture a digital image, 

electronic dictionaries (when prohibited), translators, wordlists, glossaries, iPods, mobile 

phones, MP3/4 players, pagers, Smartwatches, or other similar electronic devices.  

• The unauthorised use of a memory stick or similar device where a candidate uses a word 

processor.  

• Facilitating malpractice on the part of other candidates. 

• Behaving in a manner so as to undermine the integrity of the examination. 

Some incidents of malpractice can have a significant impact upon candidates and their qualifications. 

Each incident is assessed on a case-by-case basis. Penalties that awarding bodies could impose for 

malpractice include:  

• A written warning.  

• The loss of marks for a section, component, or unit. 

• Disqualification from a unit, all units, or qualifications.  

• A ban from taking assessments or exams for a set period of time. 

Managing disruptive behaviour policy  

Where a candidate is being disruptive, the invigilator will warn the candidate that he/she may be 

removed from the examination room. The candidate will also be warned that the awarding body will 

be informed and may decide to penalise them, which could include disqualification. The head of 

centre/Headteacher has the authority to remove a candidate from the examination room but will only 

do so if the candidate would disrupt others by remaining in the room. Parents will be informed of poor 

behaviour by the Head of Year or the exams officer. 

 
Personal data 

When candidates are entered for an examination the awarding bodies collect information about exam 

candidates. To understand what information is collected and how it is used, please read the JCQ 

Information for candidates – Privacy Notice – see Appendix 5. 

 
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 the Assessment Licence). If a candidate wishes to 

terminate the awarding body’s rights for anything other than assessing his/her work, they must inform 
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the exams officer, in writing, as soon as possible. The awarding body will 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 

If there are any coursework elements to a course, candidates will be informed by their subject teacher, 

they will also provide all the information. Please direct any questions regarding coursework to the 

subject teacher. If you have a coursework element to your course, please familiarise yourself with the 

following documents: 

• JCQ Information for candidates – non examination assessments 2020-2021 – see Appendix 2  

• JCQ Information for candidates – coursework assessments – 2020-2021 – see Appendix 1 

• JCQ Information for candidates – Social Media – see Appendix 6  

 

Written timetabled exams 

For the summer series (examinations taking place in May & June), candidates were given a personal 

timetable. It is your responsibility check that the personal details and examination entries are correct. 

If any of the information is incorrect, please inform Mrs Leverton, the exams officer as soon as possible. 

If needed, a new statement of entry will be printed for the candidate to check. 

 

The timetable will inform candidates about the date and time of all their examinations/assessments.  

 

Candidates should familiarise themselves with the following examination room posters “unauthorised 

items” and “warning to candidates” – see Appendix 7 & 8. 

 

On-screen tests 

BTEC Sport is the only course where there is an on-screen test. These examinations will take place in 

a computer room and candidates will be given a unique login for the purpose of this examination. The 

subject teacher will provide more information on this examination.  

Candidates should familiarise themselves with the JCQ regulation “information for candidates – on-

screen tests” – see Appendix 3.  

 

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

Although awarding bodies try their utmost to avoid timetable clashes, there may be instances when a 

candidate has two or more exam papers that are scheduled during the same session. If this happens, 

a variation from the timetable needs to happen to allow candidates to sit both exam papers, candidates 

will sit an examination earlier than or later than the awarding body’s published starting time.  

In such instances appropriate supervision will be in place and the security of the examination(s) will 

always be maintained meaning candidates will always be supervised in line with the following guidance 

from JCQ.  

• “Candidates who take an examination earlier than the awarding body’s published starting time 

must be kept under centre supervision until one hour after the published starting time for that 

examination.  

• Candidates who take an examination later than the awarding body’s published starting time 

must be kept under centre supervision from 30 minutes after the published starting time for 

that examination until they begin it.  
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• For examinations that last less than one hour, candidates must be supervised, and question 

papers must be kept in the centre’s secure storage facility until the published finishing time of 

the examination. 

• ‘Centre supervision’ means that a member of centre staff, or an invigilator, will always be in 

the same room as the candidate(s). Candidates may revise using their own resources whilst 

under centre supervision between examinations but must not be in possession of an electronic 

communication/storage device or have access to the internet; have contact with any candidate 

who has sat the examination; be coached by a member of centre staff.” 

If the total duration of three or more examinations, to be taken in one day, is more than 5 hours 30 

minutes, overnight supervision will be arranged. If such a situation occurs further information will be 

provided.  

 

Where you will take your exams 

All examinations will take place at Chertsey High School. Most candidates will be in the sports hall for 

their examinations but for some candidates, they may take their examinations in smaller classrooms, 

to facilitate Access Arrangements for example.   

 

What time your exams will start and finish 

The awarding bodies published starting time for all morning examinations is 9.00am and 1.30pm for 

all afternoon examinations. These are known as the morning and afternoon sessions. However, 

candidates are required to be in school by 8.30am for morning examinations and 1.00pm for 

afternoon examinations.  
 

Candidates are to remain in the examination room until the published finish time of the examination, 

no-one will be permitted to leave the examination room early. Candidates will be dismissed once all 

examination papers have been collected. Candidates are reminded that exam conditions apply until 

they have left the examination room.  

 

Supervision during your exams 

Examinations are supervised by a team of external invigilators. Invigilators must follow strict rules and 

regulations when conducting exams as directed by JCQ. Rudeness towards them will not be tolerated. 

 

Exam room conditions 

Candidates will line up outside, either on the MUGA or on the grassy area behind the sports hall, in 

the order in which they will be seated in the examination room. A seating plan will be displayed for 

candidates to see where they are sitting, however a member of SLT will also be on hand to direct 

candidates into the correct order.  

When everyone is lined up, candidates will be taken into the examination room. Candidates are under 

formal exam conditions from the moment they enter the examination room until they leave the 

examination room. This means candidates must listen to and always follow the instructions of the 

invigilator, candidates must not talk to, attempt to communicate with or disturb other candidates and 

they must follow the regulations set by JCQ.     

Candidates are requested to check they are sat in the right seat by using the identity card.  
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On entering the examination room, candidates are to sit in silence and await further instructions, they 

must not touch any of the examination papers until they are instructed to do so. The invigilator will 

instruct candidates when to fill out the front of the answer booklet.  

The following information will be displayed on the whiteboard, the centre number, subject title, paper 

number; the actual starting and finishing times, and then date, of each exam. The first name and 

surname that candidates write on their answer booklets must match that of the identity card.  

During an examination, candidates can request additional answer sheets or answer books by raising 

their hand. Please ensure these additional answer sheets or answer books are clearly labelled with 

candidate name and number and the page numbers are clearly marked. These should be fixed to the 

main answer booklet at the end of the examination, using a treasury tag.  

 

Where you will sit in the exam room 

In the sports hall the room will be set out in rows. The first person to enter the examination room will 

be seated in the top left -hand corner (if you were entering from the back of the room, facing the 

whiteboard). The next person would sit behind them, filling up the row in order until they reach the 

need to move to the next row, this person will start filling up from the back of the room to the front 

of the room (snake pattern). As mentioned above candidates are requested to check they are sat in 

the right seat by using the identity card which is placed on the desk.  

 

How your identity is confirmed in the exam room 

As candidates are lining up and waiting to go into an examination, to ensure the right candidates are 

entering, a member of the senior leadership team will identify candidates using the seating plan 

provided.  

In the examination room, each candidate has an identity card with their name, candidate number and 
photo on. The invigilator will use this to confirm the candidate’s identity.  

In the event of a candidate wearing religious clothing, such as a veil, the candidate will be approached 
by a member of staff of the same gender and taken to a private room where they will be politely asked 
to remove the religious clothing for identification purposes. Once identification has been established, 
the candidate can replace, for example, their veil and proceed as normal to sit the examination. 

 

What equipment you need to bring to your exams 

Candidates are required to bring their own equipment into examinations. If a candidate forgets their 

equipment, a small supply will be available for loan but there will be a limited supply, and therefore, 

we cannot guarantee there will be enough for all candidates who request it.  

Any pencil cases taken into the examination room must be see-through. Work should be written in 

black ink, so we strongly encourage candidates to bring a few black pens just in case one doesn’t 

work. Please be reminded that correcting pens, fluid or tape, erasable pens, highlighters or gel pens 

are not to be used. 

 

Using calculators 

 Students can use calculators in examinations providing it does not say on the examination paper that 

they are prohibited.  

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 
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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 as detailed below: 

 

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. 

If available, an invigilator may give a candidate a replacement calculator but please ensure it is 

returned at the end of the examination. Do not take a calculator from another candidate and under 

no circumstances must candidates share calculators. Calculator lids are not allowed in the exam rooms. 

 

What you should not bring into the exam room 

Please refer to the “unauthorised items poster” – see Appendix 7 for further guidance on what 

candidates should not bring into the examination room. In additional to this, candidates should not 

bring into the examination room any material, for example: notes, study guides and personal 

organisers, own blank paper, calculators (when prohibited), dictionaries (when prohibited), 

instruments which can capture a digital image, electronic dictionaries (when prohibited), translators, 

wordlists, glossaries, iPods, mobile phones, MP3/4 players, pagers, Smartwatches, or other similar 

electronic devices. Please note that should candidates be found to be in possession of any prohibited 

items it could lead to disqualification.   

We do NOT permit any wrist watches/smartwatches in the examination room. Prior to the examination 

starting, the invigilator will ensure that candidates have removed their watches and handed in mobile 

phones. They will be placed on the invigilators table. 

 

Food and drink in exam rooms 

Water in a clear plastic bottle is permitted, the bottle must be free from packaging and all labels 

removed. No other food or drink items will be allowed in examination rooms.  

Please note that there could be some instances when a candidate is granted permission to bring 

equipment/food items into the examination room, for medical purposes. This is a preauthorised 

arrangement and candidates will know if this applies to them or not.  

 

What you should wear for your exams 

School uniform must be worn for all examinations.  



10 Candidate Handbook  

 

Where your personal belongings will be stored during your exam 

We strongly suggest candidates only bring with them the equipment they need for the examination. 
However, should candidates bring personal belongings with them they will be kept under the 
canopy. We encourage students to leave all prohibited items at home, including mobile phones and 
smart watches. Regrettably, the school accepts no responsibility for the loss of or damage to any 
personal belongings brought into an examination.  

 

What to do if you arrive late for an exam 

If a candidate arrives up to 15 minutes after the start of the examination, they will be allowed to enter 
the examination room, sit the examination, and will be allowed the full time for the examination, but 
they must be briefed by the exams officer before entering the examination room.  

If a candidate arrives more than 30 minutes after the start of an examination, they will be considered 
very late. In exceptional cases, candidates will be admitted up to 30 minutes after the start of the 
examination but will be warned that their paper may not be accepted by the awarding body. If there 
is time to accommodate a candidate who arrives over 30 minutes late, the relevant forms will be 
completed and sent to the awarding body. Please note that in these incidences a candidate will need 
to speak to the exams officer before leaving the premises as more information will need to be sought 
on the reason for the lateness.  

 

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

If on the day of an examination a candidate is too unwell to attend, a doctor’s note, confirming the 
illness, will need to be obtained. For any on the day absences, please follow the standard school 
absence procedure. Candidates must call or email the attendance officer by 7:45am. A message will 
then be passed onto the exams officer, head of year and SLT, who may do a follow up phone call.  

If a candidate is unwell but still manages to attend the examination, please inform the exam officer. 
The exams officer will inform the invigilators who, if needed, will keep a closer eye on the candidate.   

If a candidate becomes unwell during an examination, please alert the invigilator who will deal with 
the illness accordingly.  

Special consideration, providing the right criteria has been met and the right evidence has been 
obtained, can be applied for in some circumstances. 

 

What happens if you have an unauthorised absence from an exam 

If a candidate is absent, the exams officer will first check if the candidate is registered in school. If the 
candidate is not registered in school, the exams officer or a member of the office team will phone the 
parents. The reason for the absence will be established and if the absence is classed as unauthorised, 
we will ask parents to reimburse us for the cost of the examination entry.  

 

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

Candidates will be instructed by the invigilators on what to do in the event of an emergency. If the 
fire alarm rings candidates will evacuate the building as per the usual procedure. Everything must be 
left in examination room. Candidates must remain in silence, at all times, even when outside. If a 
candidate speaks to another candidate, the awarding body will be notified, and this could be considered 
malpractice which could lead to disqualification.    

 

Candidates with access arrangements 

“Access arrangements are agreed before an assessment. They allow candidates with specific needs, 
such as special educational needs, disabilities or temporary injuries to access the assessment and 
show what they know and can do without changing the demands of the assessment. The intention 
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behind an access arrangement is to meet the particular needs of an individual candidate without 
affecting the integrity of the assessment. Access arrangements are the principal way in which awarding 
bodies comply with the duty under the Equality Act 2010 to make ‘reasonable adjustments’. (JCQ 
Access Arrangements and Reasonable Adjustments pg. 3)  
 
If you have any questions regarding access arrangements, please speak to the SENCO.  
 
Most Access Arrangements are facilitated in a different exam room, however, candidates are still 
requested to meet in the courtyard outside the sports hall, where they will be registered and then 
taken to the relevant examination room.  

 

Results 

For examinations that take place outside of the summer series (May & June), results will be given on 
the results date published by the relevant awarding body. For the Creative iMedia examination, which 
takes place in January 2022, the exams results release date was the  16th of March 2022. For BTEC 
Sport, results for the onscreen test can take up to 51 days to be published but will be given to students 
as soon as they become available.  
 
For the summer series (those exams taken in May & June) GCSE results will be available for collection 
on Thursday 25th of August 2022 from 9am – 12pm. During this results day, members of staff will 
be on hand to provide support and guidance to students who require it.  
 
If you wish for any other person (including family members) to collect your results on your behalf, you 
must give written authorisation to the school before results day. Please use the “Candidate permission 
form – Results Collection” – see appendix 10. The person collecting the results will need to bring a 
form of ID with them.  
 
If you cannot come to school on results day, you can supply the exams officer with a stamped 
addressed envelope (to be in school by the 24th of June 2022) or request that your results be emailed 
to you.  If you would like your results e-mailed, please use the “Candidate permission form – Results 
Collection” – see appendix 10, return the completed form to Mrs Leverton by the 24th of June 2022. 
Requests for results to be e-mailed MUST be received by the 24th of June 2022. They will not be 
processed if received on results day. 
 
The exams officer will endeavour to despatch all emailed results by 1.00 pm on results day.  They will 
not be given priority. 
 
If you do not collect your results or make other arrangements your results will be available for collection 
when the school reopens in September. Under no circumstances will results will be given out over the  
telephone. 

 

Post-results services 

All Enquiries about Results (EARs) should first be discussed with the relevant Head of Department 
and/or Subject Teacher who will advise on the viability of such a request. An “clerical re-checks, 
reviews of marking and appeals candidate consent form” – see Appendix 9 should then be completed, 
signed and returned. 

From experience it is rare for marks to change upwards by more than a marginal amount. However, 
the school reviews the marks of candidates and will advise candidates if they feel there is an anomaly 
and that the paper should be remarked. If we feel candidates have been marked wrongly, with the 
candidate’s agreement, the school itself will request a remark of those papers. In this instance the 
school will pay for this service. If a request for a post results service has come from the 
parent/candidate, which is not supported by the school then the parent/candidate will be responsible 
for the cost of the service. The cost of each service will be available on results day.  

In general, we recommend that a remark would be unwise unless we advise to the contrary.  
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It is important to mention that we obtain written candidate consent for clerical re-checks and reviews 
of marking, as with these services candidates’ marks and subject grades may be lowered. 

To enable awarding bodies to provide an efficient service, we have essential deadlines for when we 
must submit post results service requests by. We will inform candidates/parents of this deadline on 
results day, regrettably we cannot accept requests after this date.   

Types of post-results services available  

Service 1 – Clerical Re-Check  

This service will include the following checks, that all parts of the script have been marked; the 
totalling of marks and the recording of marks. 

Service 2 - Post Results Review of Marking  

This service will include the clerical re-checks detailed in Service 1 and a review of the original 
marking to ensure that the mark scheme has been applied correctly. This service is only available for 
externally assessed components.  

Service 2P – Priority review of marking (some awarding bodies do not offer this service 
for GCSE candidates)  

This service is the same as service 2 but is processed faster. This is generally used when a 
candidate’s place in further/higher education depends on the outcome.  

Access to Original Scripts  

This is a photocopy of the marked exam paper that can be used to decide whether to request a 
review of marking or clerical re-check. Priority copies aren't available for some externally assessed 
units. 

 

Celebration Evening & Certificates 

A celebration evening will take place in November 2022. This evening will be the perfect end to life 
here at CHS, giving everyone the opportunity to reflect and celebrate on their time here with us. 
Certificates will also be available for collection during this evening. Further information about the 
evening will come out nearer the time.  
 
We would love to see everyone at the celebration evening but if candidates are unable to join for us, 
there will a pre advised date of when candidates will be able to come to school to collect their 
certificates. We strongly recommend candidates collect their certificates from the school in person.  
However, if a candidate is sending a representative, they will need to have the candidate’s written 
permission and sign for the certificates on the candidate’s behalf. 
 
JCQ regulations state that certificates should be kept for 12 months. If after this time they remain 
uncollected they will be disposed of securely. 
 
Certificates are important documents. These days most educational institutions and potential 
employers will ask to see original certificates. If candidates lose or fail to collect certificates, they will 
need to obtain duplicates from the relevant awarding body which currently costs in the region of 
£40.00 per certificate. 

 

 

 

Internal appeals procedures 

JCQ’s regulations require that the centre must inform candidates of their centre assessed marks and 

that the candidate can request a review of the centre’s marking before marks are submitted to the 

awarding body. Further information about the internal appeals procedure which can be requested from 

the school office.  
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Complaints and appeals procedure 

If a candidate (or their parent/carer) has a general concern or complaint about the centre’s delivery 
or administration of a qualification, CHS encourages them to try to resolve this informally in the first 
instance. A concern or complaint should be made in person, by telephone or in writing to the Head 
of Centre. If a complaint fails to be resolved informally, the candidate (or their parent/carer) is then 
at liberty to make a formal complaint.  

How to make a formal complaint  

• A complaint should be submitted on a complaints and appeals form  

• Forms are available from the exams office or by contacting the school  

• Completed forms should be returned to the school office  

• Forms received will be logged by the centre and acknowledged within 2 working days  

How a formal complaint is investigated  

• The Head of Centre will further investigate or appoint a member of the senior leadership team 
(who is not involved in the grounds for complaint and has no personal interest in the outcome) 
to investigate the complaint and report on the findings and conclusion 

• The findings and conclusion will be provided to the complainant within 2 working weeks  

Appeals  

Following the outcome, if the complainant remains dissatisfied and believes there are clear grounds, 
an appeal can be submitted.   

• Any appeal must be submitted on a complaints and appeals form   

• Forms received will be logged by the centre and acknowledged within 2 working days  

• The appeal will be referred to the Chair of Governors for consideration 

• The Chair of Governors will inform the appellant of the final conclusion in due course 
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Appendix 1 

JCQ Information for candidates – coursework assessments  

Candidates must read this information if they are undertaking qualifications that contain elements of 

coursework assessment. An electronic copy of this can be found on the JCQ website – IFC-

Coursework_Assessments_stage2.indd (jcq.org.uk) 

 

https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-Coursework_Assessments_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-Coursework_Assessments_FINAL.pdf
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Appendix 2 

JCQ Information for candidates – non-examination assessments 

Candidates must read this information if they are undertaking qualifications that contain components 

of non-examination assessment. An electronic copy of this can be found on the JCQ website – IFC-

NE_Assessments_stage2.indd (jcq.org.uk) 

 

https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-NE_Assessments_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-NE_Assessments_FINAL.pdf
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Appendix 3 

JCQ Information for candidates – on-screen tests 

Candidates must read this information if they will be taking any externally assessed on-screen tests as 

part of your qualification(s). An electronic copy of this can be found on the JCQ website – IFC-On-

Screen_Examinations_stage2.indd (jcq.org.uk) 

 

 

https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-On-Screen_Examinations_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-On-Screen_Examinations_FINAL.pdf
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Appendix 4 

JCQ Information for candidates – written exams 

Candidates must read this information before they take any externally assessed timetabled written 

exams. An electronic copy of this can be found on the JCQ website – IFC-

Written_Examinations_stage2.indd (jcq.org.uk) 

 

 

https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-Written_Examinations_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/IFC-Written_Examinations_FINAL.pdf
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Appendix 5 

JCQ Information for candidates – Privacy Notice 

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

electronic copy of this can be found on the JCQ website – Information-for-candidates-Privacy-Notice-

19-20-v3.pdf (jcq.org.uk) 

  

https://www.jcq.org.uk/wp-content/uploads/2020/09/Information-for-candidates-Privacy-Notice-19-20-v3.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/09/Information-for-candidates-Privacy-Notice-19-20-v3.pdf
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Appendix 6 

JCQ Information for candidates – social media 

Candidates must read this information to help them stay within examination/assessment regulations 

when using social media. An electronic copy of this can be found on the JCQ website – DD2489-JCQ-

Social-Media-Information-for-Candidates.pdf 

https://www.jcq.org.uk/wp-content/uploads/2020/08/DD2489-JCQ-Social-Media-Information-for-Candidates.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/08/DD2489-JCQ-Social-Media-Information-for-Candidates.pdf
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Appendix 7 

JCQ Unauthorised items poster 

This poster will be displayed outside each exam room. Candidates 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.” An electronic copy of this 

poster can be found on the JCQ website - 2022 Unauthorised-Items-poster (jcq.org.uk) 

 

https://www.jcq.org.uk/wp-content/uploads/2022/03/2022-Unauthorised-Items-poster.pdf
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Appendix 8 

JCQ Warning to Candidates poster 

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

An electronic copy of this poster can be found on the JCQ website - Warning-to-Candidates-202021.pdf 

(jcq.org.uk) 

  

https://www.jcq.org.uk/wp-content/uploads/2020/08/Warning-to-Candidates-202021.pdf
https://www.jcq.org.uk/wp-content/uploads/2020/08/Warning-to-Candidates-202021.pdf
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Appendix 9 

Clerical re-checks, reviews of marking and appeals candidate consent form 
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Appendix 10  

Candidate Permission Form – Results Collection  

Result dates and times: 
 

• GCSE:  Thursday 25th of August 2022 from 9.00am 
 
The normal arrangements for collecting your results is from school at the time shown above. 
 
If you require your results by either method below, please tick the relevant box and complete the 
required information.  
 

Candidate 

Name 
 

  Results should be sent to my email address  

 

..................................................@........................................................................................... 

 

Also, I will provide an A4 self-addressed envelope with a large letter stamp so that the Post Results Service 
information can be mailed home. 

 

  I give permission for my representative (insert name)  

 

............................................................................................ to collect results of my behalf. I 

confirm that my representative will provide photographic ID on collection. 

Candidate 

Signature 

 Date  

 
 

Completed forms should be returned to Mrs Leverton, Exams Officer, by  24th of June 
2022 
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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 Mrs Leverton, Exams Officer. You did this on a different form after 

the year 11 Assembly in April 2022. 

If there is anything you do not understand, you should ask Mrs Leverton for clarification. 

 

 

 

 

 

 

 

 

 

 

 

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

Candidate exam handbook 

NAME:   Overwrite your name here  

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:  Overwrite your signature here 

Date of signature:    DD / MM / YYYY 


