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Introduction 
Colyton Grammar School is committed to ensuring that candidates are fully briefed on the exam and 
assessment process in place in the centre and are made aware of the required JCQ/awarding body 
instructions and information for candidates.  
 

Purpose of this handbook  
• To complement the candidate briefing assembly  
• 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 the relevant JCQ information for candidates documents and exam room posters are  
  provided in advance of any exams/assessments being taken  
• To cover frequently asked questions from candidates  
• To inform candidates of where any related exam policies that they need to be made aware of are kept 
 

Alleged, suspected or actual incidents of malpractice 
 “Candidate malpractice means malpractice by a candidate in connection with any examination or 
assessment, including the preparation and authentication of any controlled assessments, coursework or 
non-examination assessments, the presentation of any practical work, the compilation of portfolios of 
assessment evidence and the writing of any examination paper”. 
 
Taken from JCQ Suspected Malpractice Policies and Procedures 2022-2023  
 
Any candidates suspected of malpractice will be reported to the relevant exam board who “ will decide on 
the basis of the report, and any supporting documentation, whether there is evidence of malpractice and if 
any further investigation is required”.  
 

Examples of the types of malpractice are:  
• 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  
 
From Information for candidates – social media (Effective from September 2021), 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 fake or  
  real or not telling exam boards or your school/college about exam information being shared.  
 
The sanctions listed below can be imposed, wither individually or in combination, upon candidates: 
 
1 Warning  
The candidate is issued with a warning that if he/she commits malpractice within a set period of time, 
further specified sanctions will be applied.  
 
2 Loss of all marks for a section  
The candidate loses all the marks gained for a discrete section of the work. A section may be part of a 
component, or a single piece of non-examination assessment if this consists of several items.  
 
3 Loss of all marks for a component 
The candidate loses all the marks gained for a component. A component is more often a feature of a linear 
qualification than a unitised qualification, and so this penalty can be regarded as an alternative to penalty 4. 
Some units also have components, in which case a level of penalty between numbers 2 and 4 is possible. 
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4 Loss of all marks for a unit  
The candidate loses all the marks gained for a unit. This sanction can only be applied to qualifications 
which are unitised. For linear qualifications, the option is sanction 3. This sanction usually allows the 
candidate to aggregate or request certification in that series, albeit with a reduced mark or grade.  
 

5 Disqualification from a unit 
The candidate is disqualified from the unit. This sanction is only available if the qualification is unitised. For 
linear qualifications the option is penalty 7. The effect of this sanction is to prevent the candidate 
aggregating or requesting certification in that series, if the candidate has applied for it.  
 

6 Disqualification from all units in one or more qualifications 
If circumstances justify, sanction 5 may be applied to other units taken during the same examination or 
assessment series. (Units which have been banked in previous examination series are retained.) This 
sanction is only available if the qualification is unitised. For linear qualifications the option is penalty 8.  
 

7 Disqualification from a whole qualification  
The candidate is disqualified from the whole qualification taken in that series or academic year. This 
sanction can be applied to unitised qualifications only if the candidate has requested aggregation. Any units 
banked in a previous examination series are retained, but the units taken in the present series and the 
aggregation opportunity are lost. If a candidate has not requested aggregation the option is sanction 6. It 
may also be used with linear qualifications.  
 

8 Disqualification from all qualifications taken in that series 
If circumstances justify, sanction 7 may be applied to other qualifications. This sanction can be applied to 
unitised qualifications only if the candidate has requested aggregation. Any units banked in a previous 
examination series are retained, but the units taken in the present series and the aggregation opportunity 
are lost. If a candidate has not requested aggregation the option is sanction 6. It may also be used with 
linear qualifications.  
 

9 Candidate debarred  
The candidate is barred from entering for one or more examinations for a set period of time. This sanction 
is applied in conjunction with any of the other penalties above, (other than penalty 1 warning) if the 
circumstances warrant it. 
 

Copyright  
The copyright of any work created by a candidate that is submitted to an awarding body for assessment 
(referred to as Assessment Materials) belongs to the candidate By submitting this work, a candidate is 
granting the awarding body a non-exclusive, royalty-free licence to use their assessment materials 
(referred to as Assessment Licence) If a candidate wishes to terminate the awarding body’s rights for 
anything other than assessing their 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/Non-examination assessments  
Your subject teachers will inform you of all deadlines for coursework/non-examination assessments. These 
deadlines must be met in order for your assessment to be marked.  
 

Internal appeals procedures  
All staff follow a robust Non-examination assessment policy (for the management of GCE and GCSE 
non-examination assessments). If on being informed of your centre assessed marks you believe that the 
above procedures were not followed in relation to the marking of your work, or that the assessor has not 
properly applied the mark scheme, then you should refer to the ‘Appeals Procedure’ which can be 
downloaded from the Exams Information website page consider whether to request a review of the centre’s 
marking.  
 

The moderation process carried out by awarding bodies may result in a mark change, either upwards or 
downwards, even after an internal review. The internal review process is in place to ensure consistency of 
marking within the centre, whereas moderation by the awarding body ensures that centre marking is line 
with national standards. The mark submitted to the awarding body is subject to change and should 
therefore be considered provisional.  
 

Written timetabled exams  
You will receive your written candidate timetable for your Summer exams during March 2023. This will 
show all written exams, but not non-examination assessments, coursework modules or those assessments 
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that are marked and moderated internally. It will also indicate your exam room and seat number for each 
exam. Please check this carefully to ensure that all entries have been made correctly. If you have any 
queries please see the Exams Officer.  
 

What to do if you identify you have two or more exam papers timetabled at 
the same time (a timetable clash)  
‘Clash Candidates’ are candidates who have two or more examinations timetabled at the same time. These 
candidates must be kept under centre supervision at all times during any breaks between exams.  
In most cases, and where the total exam time does not exceed three hours in any one session, exams will 
be taken back to back with a short supervised break under exam conditions between the two.  
 
If you have two exams that clash and total more than three hours, you will take one exam in the morning 
and the other in the afternoon. You will be supervised by an invigilator between the two exams, and will be 
able to eat, drink and revise. However you will not be able to visit the canteen or have access to a mobile 
phone, laptop or any other electronic devise.  
 
Where exams including extra time and rest breaks total in excess of six hours for A Level and five and a 
half hours for GCSE candidates may, as a last resort and at the centre’s discretion, be allowed to take one 
of the afternoon examinations the following morning, including Saturdays.  
 
In order to ensure that the candidate does not have advance warning of the content of the examination 
deferred to the following morning candidates must not meet or communicate with anyone who may have 
knowledge of the exam content. This includes any form of communication/storage device, for example, 
landline or mobile telephone, email, internet and social media, and also extends to television and radio, 
where key details of the days examinations are at times reported.  
 

Contingency day - Summer 2023 
The awarding bodies have designated Thursday 8th June and Wednesday 28th June as ‘Exam 
Contingency Days’. It is important to note that in the unlikely event that there is national disruption to a day 
of exams in Summer 2023 the affected exams will be rescheduled on any day up to and including one of 
the designated days.  
 
You must remain available until the second Exam Contingency Day or until all of your exams have been 
completed. 
 

What time your exams will start and finish  
Exams will start at 9am and 1pm. Please refer to your exam timetable and the main timetable which will be 
placed in reception during the exam period for full details. You must arrive outside of the exam room 15 
minutes before the published start time.  
 
No one will be allowed to leave the exam room before the end of the exam.  
 
It is not possible to guarantee that your exams will finish before the end of the school day so you need to 
have alternative arrangements ready should the need arise.  
 

Summary of exam room conditions – see Appendix 1 (Key Exam Day 
Reminders) for further information  
• You are under exam conditions for the whole time you are in the exam room, and must remain silent at all  
  times 
• You must not try to communicate with, or distract, other candidates whilst you are in the exam room 
• You must not bring in any mobile phones, watches, ear buds, notes or electronic devices 
• You must listen to and follow the instructions of the invigilator(s) at all times 
• You must not make any notes on the front of your question paper as soon as you sit down 
• You are responsible for producing legible handwriting in the exams 
• If you require the assistance of an invigilator, raise your hand 
• Do not draw graffiti or write offensive comments on exam papers; if you do the exam board may refuse to  
  mark your paper 
• Do not draw on the exam cards or desks 
• When you are told that the exam has ended you will be instructed to stop writing and put your pens down  
  - you MUST stop writing immediately otherwise this can be seen as malpractice 
• You will not be allowed to leave before the official finish time 
• When the exam is over, remain in your seat until dismissed by an invigilator. Leave in silence and  
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   do not talk until well away from the exam room as other students are often still completing their  
   exams 
 

What equipment you need to bring to your exams  
You are responsible for providing your own equipment for exams. Do not attempt to borrow equipment from 
anyone else during an exam. Make sure you bring the following to all exams, stored in a clear pencil case 
or polythene bag:  
• 2 black pens  - not gel and/or erasable pens 
• 2 HB pencils  
• Rubber  
• Sharpener  
• 30cm Ruler 
• Calculator, without its back/lid NB. must not be taken into non calculator maths or computer science exam 
 

Using calculators  
You may use a calculator in an examination unless prohibited by the awarding body’s specification. The 
instructions on the question paper will say whether calculators are not allowed or if they are expected to be 
used in the examination. If the instructions do not include either of these statements, calculators are treated 
as standard equipment and may be used.  
 

Where the use of a calculator is allowed, you are responsible for making sure that your calculator meets 
the awarding bodies’ regulations as follows:  
 

Calculators must be:  
• of a size suitable for use on the desk 
• either battery or solar powered 
• free of lids, cases and covers which have printed instructions or formulae. Calculators must not 
• be designed or adapted to offer any of these facilities: 
  o language translators 
  o symbolic algebra manipulation 
  o symbolic differentiation or integration 
  o communication with other machines or the internet  
 

• be borrowed from another candidate during an examination for any reason 
• have retrievable information stored in them. This includes:  
  o databanks 
  o dictionaries  
  o mathematical formulae 
  o text 
 

The candidate is responsible for the following:  
• the calculator’s power supply 
• the calculator’s working condition  
• clearing anything stored in the calculator 
 

[Taken from JCQ Instructions for conducting examinations 2021-2022, Section 10.3: September 2021]  
 

What you should not bring into the exam room  
Examination regulations are very strict regarding items that may be taken into the exam room. The 
following must NOT be taken into an exam room:  
• Revision notes or any pieces of paper 
• Mobile phones  
• Any watches  
• iPod/MP3/MP4 player or similar devices  
• Headphones/ear buds  
• Charity wrist bands  
• Calculator backs  
• Any other unauthorised material 
 

You must not use:  
• Correcting pens, fluid or tape  
• Erasable pens  
• Gel pens  
• Highlighters (they may be used to highlight questions but not in your answers) 



 pg. 8 

 
You must not have any writing/drawing on your hands/arms or write/draw on them during the exam.  
 

Food and drink in exam rooms  
Water may be taken into an exam room in a colourless, transparent (not opaque) plastic bottle with the 
label removed. There must be no writing on the side of the bottle. Wrapper less sweets or fruit like berries 
or grapes may be taken into the room but must be in a sealed clear contained or clear bag, 
 
No food or drink other stated above may be taken into the exam room.  
 

What you should wear for your exams  
Full school uniform must be worn at all times.  
 
No coats or non regulation jumpers will be allowed in the exam room.  
 

What to do if you arrive late for your exam  
If you arrive late for an exam you must report to reception and sign in, then go directly to the exam room. 
 
If you arrive more than one hour late for an exam lasting one hour or more, the Exams Officer (EO) will 
contact the exam board for guidance - you may not be admitted to the exam room, but if the exam board 
allow it, you will be permitted to enter.  
 
For exams lasting less than one hour you must arrive within the length of the exam.  
 

What to do if you are unwell on the day of your exam  
If you know you are going to arrive late, are ill, or cannot attend for some other reason, you or your 
parent/carer must telephone the school as soon as possible.  
 
Absence on medical grounds MUST be followed by either a Doctor’s/Hospital letter or a form JCQ/ME 
Form 14 (which can be obtained from the EO) within seven days. If you feel unwell during your exam, raise 
your hand and an invigilator will assist you. Please inform the EO on the day of your exam if you feel that 
your performance during the exam was affected due to illness.  
 

What happens if you have an unauthorised absence from your exam 
If you experience difficulties during the exam period (such as illness, injury or personal problems) please 
inform your Head of Year or the EO as soon as possible. 
 
Only in “exceptional circumstances” are candidates allowed special consideration from any part of the 
exam. In all cases medical or other appropriate evidence must be provided to the EO within seven days of 
the absence. Please ask to see the “Special Consideration Policy” for full details including the current 
minimum requirements for what percentage of the examinations, including coursework, must have been 
taken. Candidates who fail to attend an examination without good reason will be charged the entry fee.  
 

What happens in the event of an emergency in the exam room  
If the fire alarm sounds during an exam the invigilators will tell you what to do.  
 
You will be told to close your exam paper and leave it on the desk before being escorted from the room one 
row at a time. You must remain in silence and not attempt to communicate with anyone else.  
 
• You will line up in your exam room rows to the right-hand side of the Astro Turf, where your room    
  invigilator will take the register 
 

Candidates with exam access arrangements/reasonable adjustments  
The SENCo team through testing and obtaining evidence from subject teachers determines students who 
are eligible for exam access arrangements. These arrangements must be “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 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’.” 
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 From JCQ Access Arrangements & Reasonable Adjustments 2022 - 2023.  
 
Candidates (and their parents/carers) will be notified prior to any exams of the access arrangements that 
they are entitled to. With the exception of arrangements to support a temporary injury they must reflect their 
“normal way of working” and be used in all school tests, assessments and mock exams.  
 
For further details please ask to see the “Access Arrangements Policy”. 
 

Results 
A Level Results day – Thursday 17th August 2023 
GCSE Results day – Thursday 24th August 2023 
 
Additional information regarding results collection:  
• If you are unable to collect your results in person you may nominate a friend or relative to collect your     
  Results – you must provide this in writing to npayne@colytongrammar.com  
• Any results not collected will be posted to the address held on the school information system  
• Results may be sent by email if you are unable to attend on the day. This must be notified in writing via    
  npayne@colytongrammar.com. Results will not be given out over the phone  
 
Senior members of staff will be available to provide guidance on both A Level and GCSE results days. 
 

Post-results services  
Full up-to-date details will be made available to candidates prior to each set of results.  
 
The information below is based on Summer 2022 as the information for Summer 2023 will not be released 
until shortly before the results days.  
 
For Summer 2022 the following were available:  
Priority Results Service (Level 3 Courses)  
• Access to scripts – this cannot not be used if a priority review of results is required  
• Review of Results – this can only be requested where a place in further/higher education depends upon 
the outcome  
 
Non-Priority Results Service  
• Access to scripts – this cannot be used prior to obtaining a review of results (AQA and OCR)  
• Copy of scanned script – this can be used prior to obtaining a review of results (Edexcel)  
• Review of Results  
• Clerical check  
 
“Post Result Service Request” forms are available from the EO on results day and at the start of the 
Autumn Term. You will need to sign the form giving consent to a review of result, as results can go down as 
well as up. 
 
A copy of the “Post Results and Post Results Appeals Policy” can be downloaded from the School website.  
 

Certificates  
Certificates will be distributed annually during December.  
 

Complaints and appeals procedure  
The “Complaints and Appeals Procedure (Exams)” can be obtained on request from the EO. 
 

Appendices  
Please ensure you read the following appendices which contain information from JCQ:  
Appendix 1: Key Exam Reminder 
Appendix 2: Information for Candidates – Coursework Assessments Appendix 3: Information for 
Candidates – Non-Examination Assessments Appendix 4: Information for Candidates – Written 
Examinations Appendix 5: Information for Candidates – On-Screen Tests Appendix 6: Information for 
Candidates – Privacy Notice Appendix 7: Information for Candidates – Social Media Appendix 8: 
Information for Candidates – On your exam day Appendix 9: JCQ Unauthorised Items Poster Appendix 10: 
JCQ Warning to Candidates Poster 

 

mailto:npayne@colytongrammar.com
mailto:npayne@colytongrammar.com
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Appendix 1 - Key Exam Day Reminders 
 
YOU WILL NEED TO:  
 
• Check your timetable daily for your seat number. Seating plans will also be displayed on the  
  doors of the Cottrill Hall each morning 
• Leave all potential technological/web enabled sources of information such as watches, mobile  
  phones, ipods, ear buds and mp3/4 players in the boxes provided in Reception. No watches are   
  allowed in the exam room. You must leave revision books and notes in your bag or Reception 
• PROVIDE YOUR OWN EQUIPMENT - You will need black pens, pencils, rubber, sharpener, ruler  
  and calculators using a transparent pencil case or clear plastic bag. Remember that calculators  
  and rulers are often required for exams other than Maths ones such as PE, Geography, Business,  
  and all Sciences. Calculators must be clear of anything stored in their memory. Any texts required  
  for an English Literature exam must be “clean” with no comments/annotations 
• Wear the correct school uniform – remember it gets cold in the exam rooms and coats are not  
  allowed – non regulation jumpers will not be permitted in the exam rooms 
• Arrive at the exam room 15 minutes prior to the start of the exam. Registration will take place in  
  the exam room 
• Line up in your rows – seat number order 
• Enter the exam room in silence; walk in single file across the back of the hall and down the  
  relevant row to your seat – do not cross rows 
• Check that you have the correct question paper for the date, subject  
• Do not start writing until you are told to do so 
• Write clearly and in black ink. Pencils may be used for multiple choice questions, drawings and    
  rough notes. Any rough work must be carried out on the exam paper and crossed through with a  
  single line – no separate paper can be provided for this purpose 
• Remember that you are responsible for producing legible handwriting 
• Complete all details on the front of your question paper and any additional answer sheets,  
  including using your legal name, for example, Joesph and not Joe – the best “rule of thumb” is  
  that if there is a box it must be filled in! 
• Remain in silence at the end of the exam until you have left the exam room. When advised to do  
  so by the Invigilators you must leave the exam room in silence and remain silent until well away  
  from the exam room as other candidates will often still be taking exams 
 
EXAM ROOM CONDITIONS:  
 
• You are under exam conditions for the whole time you are in the exam room, and must remain silent at all  
  times 
• You must not try to communicate with, or distract, other candidates whilst you are in the exam room 
• You must not bring in any mobile phones, watches, notes, electronic devices or any unauthorised items  
• You must listen to and follow the instructions given by the invigilator(s) at all times 
• You must not make any notes on the front of your question paper as soon as you sit down 
• You must face the front at all times  
• If you require the assistance of an invigilator, raise your hand 
• Do not draw graffiti or write offensive comments on exam papers; if you do the exam board may refuse to  
  mark your paper 
• Do not draw on the exam cards or desks 
• You will not be allowed to leave before the official finish time 
• When the exam is over, remain in your seat until dismissed by an invigilator. Leave in silence and do not  
  talk until well away from the exam room as other students are often still completing their exams  
 
YOU MUST NOT: 
 
• Wear coats or non regulation jumpers in the exam room 
• Have anything written on your hands/arms, nor must you write on your hands/arms during the exam 
• Wear charity wrist bands or headphones 
• Bring any notes, text books or calculator backs/lids into the exam room 
• Bring a calculator into a non-calculator exam 
• Bring food into the exam room. You may bring water into the exam in a clear, colourless (not opaque),  
  colourless plastic bottle free of labels which should be kept on the floor to avoid spillage; wrapper less  
  sweets and fruits such as berries or grapes are permitted 
• Attempt to communicate with, or distract, other candidates 
• Make any notes on the front of their exam paper when you first sit down – exam boards may construe this  



 pg. 11 

  as malpractice 
• Start writing until told to do so by an invigilator 
• Write offensive comments or draw graffiti on the examination papers, desks or candidate cards 
• Use correcting pens, fluid or tape, erasable pens, blotting paper or gel pens. Highlighters may be used to  
  highlight the questions but not used in the answers 
• Leave before the official finish time 
 
GENERAL NOTES 
 
• If you know that you are going to arrive late, or are ill, or cannot attend for some reason you must  
  telephone the school as soon as possible 
• If you arrive late (after the exam has started) you must sign in at Reception and then go straight to the  
  exam room. This may not be possible for short exams, and for longer exams the full time cannot be  
  guaranteed. Exam boards will refuse to mark a paper where candidates arrive very late 
• Absence on medical grounds MUST be followed by either a Doctor’s/Hospital letter or a JCQ/ME form 14,  
  which can be obtained from the Exams Officer (EO) within seven days 
• If you feel unwell during your exam, raise your hand and an invigilator will assist you. Please inform the  
  EO on the day of your exam if you feel that your performance during the exam was affected due to illness 
• You will be accompanied by an invigilator if you need the toilet. No extra time will be allowed for this 
• In the event of the fire alarm sounding, you must follow the instructions given by an invigilator 
• If you or anyone else disobeys the exam board regulations you may find yourselves disqualified from one  
  exam or the whole season of exams 
 
CALCULATORS:  
 
You may use a calculator in an examination unless prohibited by the awarding body’s specification. The 
instructions on the question paper will say whether calculators are not allowed or if they are expected to be 
used in the examination. If the instructions do not include either of these statements, calculators are treated 
as standard equipment and may be used.  
 
Where the use of a calculator is allowed, you are responsible for making sure that your calculator meets 
the awarding bodies’ regulations as follows:  
 
Calculators must be:  
• of a size suitable for use on the desk 
• either battery or solar powered 
• free of lids, cases and covers which have printed instructions or formulae 
 
Calculators must not:  
• be designed or adapted to offer any of these facilities:  
  o language translators 
  o symbolic algebra manipulation 
  o symbolic differentiation or integration 
  o communication with other machines or the internet 
• be borrowed from another candidate during an examination for any reason 
• have retrievable information stored in them. This includes:  
  o databanks 
  o dictionaries 
  o mathematical formulae  
  o text 
 
The candidate is responsible for the following:  
• the calculator’s power supply 
• the calculator’s working condition 
• clearing anything stored in the calculator 


