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Introduction 

Linwood 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 the candidate exam handbook 

This handbook is intended to complement the candidate briefings within the classroom and to ensure candidates are 
provided with all relevant information about their exams and assessments.  Also included within are copies of relevant 
JCQ information for candidates, documents and posters. 

You can use this handbook to refer to near to the exam period to make sure you know what to expect. 

Candidates will be notified which accreditations they have been entered for in March.  All of the information should 
be checked carefully and if any are incorrect you should speak to your teacher or the Exams Officer. 

Written exams 

Written exams are the more traditional method of assessment for attainment.  Candidates participating in these 
courses are issued with timetables at the start of the Summer term for the Summer Series and at the end of October 
for the November (resit) series. 

On-screen tests 

On screen tests are conducted under exam conditions and Invigilated in the same way as written exams. 

Coursework/controlled assessments/non-examination assessments 

Some accreditation courses are not assessed by formal examinations, or have elements of coursework which are 
internally assessed.  Your teacher will advise which subjects this applies to.  You will usually be advised by your class 
teacher when you are due to complete a controlled assessment or piece of coursework.  There are exceptional 
circumstances where it may be felt a candidate may perform better if they are not aware they are undergoing an 
assessment, in which case you will not be told until afterwards. 

Controlled assessments and coursework are marked internally prior to sending to the awarding body for external 
moderation.  Results are issued at the same time as the formal examination results. 

Where and when you will take your exams 

You will be issued with a timetable for your exams in advance, GCSE exams dates are set nationally by the exam 
board, other exam dates are set by the school.  

You will take your exam in your classroom or another room on the campus where you normally study.   

The November 2022 exam period is 31st October to 7th November. The Summer 2023 exam period is 15th May to 24th 
June. You should make sure you are available on any school day within that period in case your exam is rescheduled, 
although this is unlikely. 

What time your exams will start and finish 

 Morning GCSE exams start at 9.00 am 

 Afternoon GCSE exams start at 1.00 pm  

 Other exams may be at different times, but you will be informed in advance. 

 You MUST arrive at least 15 minutes before the published start time 
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Supervision during your exams 

Exams are supervised by a team of invigilators, usually Teaching Assistants who are known to the candidates, and 
overseen by a roving invigilator who is part of the Exams Team. 

Invigilators have to follow strict rules and regulations when conducting exams as directed by JCQ and awarding 
bodies. 

Exam conditions 

 You will be directed to your exam room by one of the Invigilators 
 Candidates are under exam conditions from the moment they enter the exam room until they are given 

permission 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 communicate with other candidates  
 Outside the exam room you will see official warning posters detailing events of malpractice 
 Candidates are responsible for producing legible handwriting in their exams, unless you have been granted 

the use of a word processor 
 Additional answer sheets will be provided if required 

What equipment you need to bring to your exams 

Any equipment you need will be provided by the school, however, you are welcome to bring your own equipment. 
Exam answers must be written in black ink. 

In the examination room candidates must not have access to items other than those stated in the instructions on the 
question paper, the stationery list or the specification for that subject. 

Official examination stationery must be used, no other stationery, including paper for rough work, can be provided. 

Using calculators 

We will have calculators available for you to use, if the exam allows their use. However, it is better if you bring your 
own as you will be more familiar with how it works. 

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

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. 
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[Taken from JCQ Instructions for conducting examinations 2022-2023, Chapter 10, downloaded 30th September  2022] 

Food and drink in exam rooms 

Water bottles should be clear and have the label removed.  No food is permitted in the exam rooms unless by prior 
arrangement with the class teacher or exam invigilator. If food is authorised it must be in a see-through bag. 

What to do if you arrive late for an exam 

You should report to your teacher immediately upon arrival.  Wherever possible you will be taken to your exam 
room and will start the examination late.  The awarding body will be contacted and advised of your start time 
together with any mitigating circumstances. 

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

Please contact the school in the usual way to advise of absence, also make contact directly with your teacher or the 
Exams Officer. 

If you are unwell but manage to attend the exam you should advise the Invigilator. 

If you feel unwell during an exam you should advise your Invigilator who will help you make a decision whether you 
continue with the exam or otherwise. 

You may be eligible to make an application for Special Consideration which the Exams Officer will make on your 
behalf.  The awarding body will make a decision based on the supporting information supplied to them by the 
centre.  Special Consideration is normally given by applying an allowance of marks to each component affected 
within a specification.  The size of the allowance depends on the timing, nature and extent of the illness or 
misfortune, to a maximum of 5% of raw marks. 
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What happens in the event of an emergency in the exam room 

In the event of an emergency your Invigilator will collect your question and answer papers and escort you from the 
building in line with the evacuation procedure.  You will remain under exam conditions and supervision until you are 
able to re-enter the exam room and continue with your exam. 

Candidates with access arrangements 

Access Arrangements are determined by your phase leader, in conjunction with relevant teaching staff and exam 
office personnel.  They are agreed before an assessment.  They allow candidates with special education needs, 
disabilities or temporary injuries to: 

 Access the assessment; 

 Show what they know and can do without changing the demands of the assessment. 

The main access arrangements which may be awarded include: 

 Extra time to complete the exam – usually 25% 

 A reader - someone reads the questions to you 

 A scribe – someone writing the answers which you tell them to write 

 A prompter – someone to remind you to focus and get on with the exam 

 Rest breaks – which are supervised so you cannot talk to any other candidates  

 The use of a computer instead of writing your answers 

 The use of speech recognition or reading software. 

 Sitting in a separate room 

Your teachers will decide what arrangements are suitable for you depending on your normal way of working. We will 
apply directly to the awarding bodies for Access Arrangements on your behalf.  You will be notified of your approved 
Access Arrangements in writing.  In some cases, an assessment may be carried out with you by an external assessor 
who specialises in Access Arrangements.  If your teacher thinks you would benefit from this they will discuss it in 
detail with you. 

Results 

Results are issued to candidates by first-class post on the relevant awarding body’s published release date.  If you 
would like your results to be emailed to you so they arrive on the release date itself, then please request this by 
emailing the exams office on exams@linwood.bournemouth.sch.uk .  For the Summer 2023 exam series this will be 
on Thursday 24th August.  For the November 2022 exam series, it will be 11th January 2023. 

Enquiries about results 

If your results are significantly lower than you expect, it is possible to apply to the exam board for the marking of 
your paper to be reviewed.  

If you think this applies to you, you should email the exams office immediately (by 25th August) on 
exams@linwood.bournemouth.sch.uk and we will be able to give you further advice about the next steps.   

We would generally only recommend applying for a review of marking if your result is close to the next grade 
boundary up. You need to be aware that results can go down as well as up, and usually stay the same.  

You will be charged a fee for using these services. 
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Certificates 

 Certificates for the Summer series of exams are available in the following November.  If the candidate is 
unable to receive the certificates in person, they should make alternative arrangements with the Exams 
Office. 

 In exceptional circumstances certificates will be sent to a pre-agreed address via recorded delivery. 

 Unclaimed certificates are stored for a period of one year, after which they are destroyed. 

Further Information  

The exam boards require or suggest that we bring the following documents to your notice: 

 Information for Candidates – Privacy Notice, General and Vocational Qualifications 

 Information for Candidates – Using social media and examinations/assessments. 

 Information for Candidates for Written Examinations 

 Information for Candidates for On-screen Tests 

 Information for Candidates for Non-exam assessments 

 Warning to Candidates Poster 

 Mobile Phone Poster 

 

These documents are on the following pages, please read them. 

 

There is also a policy concerning the way you can appeal any results from coursework or exams if you do not agree 
with the mark you have been given. 

 

You will be asked to sign a paper to say that you have read and understood both this handbook and, in particular, 
the appeals policy. 

 

There are a number of other useful documents on the exams area of the Linwood School website which give more 
details about exam regulations, access arrangements etc. which you can consult if you want further information.  

 

You, or your parents, can contact the exams office by email at exams@linwood.bournemouth.sch.uk  or call Dr Price 
01202 525107  (X268)  or Ms Hawkins (X214) if you have any questions about the exam process at any time. 
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Written exams 
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On-Screen Exams 

 

 
 



16 
 

 
  



17 
 

 
  



18 
 

JCQ Non-Exam Assessments Information for Candidates 
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Warning to Candidates 
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Unauthorised Items 
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Internal Appeals Policy 

 

Linwood School 

Internal Appeals Policy & Procedure (Exams) 
This policy is reviewed annually to ensure compliance with current regulations 

Version 
Review 
Date 

Author Details 

1.0 14/03/2017 SJ Clark  
1.1 04/12/2017 SJ Clark Additional paragraph re BCS 
1.2 05/03/2018 S Hawkins Amended Logos 
 15/03/2018 SJ Clark Review – no changes 

1.3 26/09/2018 SJ Clark 
Merged BTEC appeals policy and process 
Added Notice to Appendix 

1.4 04/12/2019 M A Price 
Added note about ASDAN appeal procedure. Amend 
logos. Updated to agree with 2019-20 JCQ General 
Regulations. 

1.5 14/10/2021 S Hawkins Amended Logos. Amended Executive Head name 

1.6 30/09/2022 S Hawkins 
Amended ASDAN link, JCQ post result service wording 
updated. Updated link to JCQ appeals process. 
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Scope 

This procedure includes all accreditations delivered at Linwood School where any part of the course is 
internally assessed.  This currently includes BTEC, GCE, GCSE, Entry Level Certificates, Functional Skills, 
ASDAN. 

Aim 

1. To enable the learner to enquire, question or appeal against an internal assessment decision. 
2. To attempt to reach agreement between the learner and the assessor at the earliest opportunity. 
3. To standardise and record any appeal to ensure openness and fairness 
4. To facilitate a learner’s ultimate right of appeal to the awarding body, where appropriate. 

In order to do this the centre will: 

1. Inform the learner at Induction of the Appeals Policy and Procedure 
2. Record, track and validate any appeal 
3. Forward the appeal to the awarding body when a learner considers that a decision continues to 

disadvantage her/him after the internal appeals process has been exhausted 
4. Keep appeals records for inspection by the awarding body for a minimum of 18 months 
5. Have a staged appeals procedure 
6. Will take appropriate action to protect the interests of other learner and the integrity of the 

qualification, when the outcome of an appeal questions the validity of other results 
7. Monitor appeals to inform quality improvement 

Appeals against internally assessed marks 

Linwood School is committed to ensuring that whenever its staff mark candidates’ work this is done fairly, 
consistently and in accordance with the regulations and awarding body’s specification and subject-specific 
associated documents. 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill, and 
who have been trained in this activity. Linwood School is committed to ensuring that work produced by 
candidates is authenticated in line with the requirements of the awarding body. Where a number of subject 
teachers are involved in marking candidates’ work, internal moderation and standardistion will ensure 
consistency of marking. 

If a candidate believes that this may not have happened in relation to his/her work, he/she may make use 
of this appeals procedure. 

N.B: an appeal may only be made against the assessment process and not against the mark to be 
submitted to the awarding body 

1. Appeals should be made as early as possible in order to ensure that the internal appeals process is 
completed prior to the submission of centre marks to the awarding body. 
 

2. Appeals can be made verbally in the first instance to the member of staff responsible for teaching 
the qualification.  The member of staff has a responsibility to explain to the student why he/she 
received the mark. 
 

3. If the student is not satisfied with the explanation given by the teacher (above) then he/she should 
contact the Exams Officer who will provide the student with information about the appeals procedure 
and assist with completing the internal appeals form.  The Exams Officer will assist with the 
completion of any further forms and will correspond with the awarding body on behalf of the student. 

 
4. The Head teacher will appoint a senior member of staff, e.g. an Assistant Headteacher or a Deputy 

Headteacher, to conduct the investigation. The senior member of staff will not have had any 
involvement in the internal assessment process for that subject.  
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5. The purpose of the appeal will be to decide whether the process used for the internal assessment 
conformed to the awarding body’s specification and subject-specific associated documents. 
 

6. The student will be informed in writing of the outcome of the appeal, including any relevant 
correspondence with the awarding body, and any changes made to internal assessment 
procedures. 
 

7. The outcome of the appeal will be made known to the Head teacher and will be logged as a 
complaint. A written record will be kept and made available to the awarding body upon request. 
Should the appeal bring any irregularity in procedures to light, the awarding body will be informed. 

 
After candidates’ work has been internally assessed, it is moderated by the awarding body to ensure 
consistency in marking between centres. The moderation may lead to mark changes. This process is outside 
the control of Linwood School and is not covered by this procedure. 
 

Appeals procedure against centre decisions not to support an enquiry about 
results 

Following the issue of results awarding bodies make post-results services available. Full details of these 
services, internal deadlines for requesting a service and fees charged are provided by the exams officer. 
The service, enquiries about results (EARs), may be requested by centre staff or candidates (or 
their parents/carers). (EAR service 3 is not available to individual candidates). If a query is raised 
about a particular examination result, the exams officer, teaching staff and Head teacher will 
investigate the feasibility of requesting an enquiry at the centre’s expense. 
 
When the centre does not uphold a request from a candidate, the candidate may pay the 
appropriate fee, and a request will be made to the awarding body on the candidate’s behalf.  
If the candidate (or their parent/carer) believes there are grounds to appeal against the centre’s 
decision not to support an enquiry, an appeal can be submitted to the centre using the internal 
appeals form at least one week prior to the internal deadline for submitting an EAR. 
 

Appeals procedure following the outcome of an enquiry about results 

Where the Head teacher remains dissatisfied after receiving the outcome of an EAR, an appeal will be 
made to the awarding body, following the guidance in the JCQ publications Post-results services 
http://www.jcq.org.uk/exams-office/post-results-services and A guide to the awarding bodies’ appeals 
processes http://www.jcq.org.uk/exams-office/appeals 

Where the Head teacher is satisfied after receiving the outcome of an EAR, but the internal candidate 
and/or their parent/carer is not satisfied, they may make a further representation to the Head teacher. 
Following this, the Head teacher’s decision as to whether to proceed with an appeal will be based upon the 
centre’s internal appeals arrangements.  Candidates or parents/carers are not permitted to make direct 
representations to an awarding body. 
The internal appeals form should be completed and submitted to the centre within 10 calendar days of 
the notification of the outcome of the enquiry. Subject to the Head teacher’s decision, this will allow the 
centre to process the appeal and submit to the awarding body within the required 14 calendar days. 
Awarding body fees which may be charged for the appeal must be paid by the student on submission of the 
internal appeals form. If the appeal is upheld by the awarding body, this fee will be refunded by the 
awarding body and repaid to the student by the centre. 
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Appeals procedure in relation to BCS ECDL qualification 

If the Learner is not able to resolve an appeal after following the Centre procedure, the Learner has the 
right to submit an appeal directly to BCS. This must be submitted within 20 working days of the date of the 
assessment or test, and will incur a fee of £10. The fee will be refunded if the Learner’s result improves 
following appeal.  Learner appeals must be submitted to qualityassuranceteam@bcs.uk. 
 

Appeals procedure in relation to ASDAN qualifications  

If the Learner is not able to resolve an appeal after following the Centre procedure, the Learner has the 
right to submit an appeal directly to ASDAN. The ASDAN document “Policy and Procedures for Enquiries 
and Appeals” sets out the process for making formal enquiries and appeals on behalf of a candidate or 
group of candidates. ASDAN Appeals Policy 

_______________________________________________ 
 

Internal Appeals Notice: Internally Assessed Marks 

 
I have been made aware that if I disagree with the assessment outcomes for any of 
my accreditation courses that I can appeal. 
 
 
I know that in the first instance I would bring this to the attention of my class 
teachers. 
 
 
If I still disagree with the decision I can then speak to Gemma Talbot, Executive 
Headteacher. 
 
 
Gemma Talbot will then make a decision about taking further action through the 
awarding body. 
 
 
 

Name of Learner   

Signed  Date  

Teacher  Date  

IV / LIV / QN  Date  
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Internal appeals form 

This form should be completed in all cases to lodge an appeal. 

Please tick to indicate what the appeal is against: 

 internally assessed marks 
 the centre decision not to support an enquiry about results 

 the outcome of an enquiry about results 

  

Name of student  
Candidate name  
if different to student 

 

Awarding body  Exam paper code  

Subject  Exam paper title  

Please state the grounds for your appeal below: 

 

 

 

 

 

Continue overleaf if necessary 

Appeal against internally assessed marks 
Student declaration 
By signing here, I am confirming I understand the purpose of the appeal will be to decide whether the process used for the internal 
assessment conformed to the published requirements of the awarding body’s specification and subject-specific associated 
documents. I also understand the appeal may only be made against the assessment process not against the mark to be submitted 
by the centre for moderation by the awarding body. 
 
Signature:                                                                                            Date of signature: 

Appeal against the centre decision not to support an enquiry about results 
Student declaration 
By signing here, I am confirming I feel there are grounds to appeal against the centre’s decision. 
 
Signature:                                                                                            Date of signature: 

Appeal against the outcome of an enquiry about results 
Student declaration 
By signing here, I am confirming I understand that the grounds for my appeal must relate to the awarding body’s procedures or 
the application of the post-result service procedures. I also understand that appeals do not generally involve further reviews of 
marking candidates’ work. I also confirm that I will pay in advance any fees which may be charged by the awarding body for the 
appeal. I understand this fee will be refunded if the appeal is upheld.  
 

Signature:                                                                                             Date of signature: 
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The student declaration against the relevant appeal must be signed, dated and returned to the EO, on behalf 
of the Head teacher, to the timescale indicated in the internal appeals procedure. 

The internal appeals procedures for this centre have been produced to demonstrate compliance 
with the publications below. 

 

JCQ General Regulations for approved centres http://www.jcq.org.uk/exams-office/general-regulations 

 
Candidate Information 
5.8 The centre will: 
draw to the attention of candidates and their parents/carers their written complaints and appeals procedure which will 
cover general complaints regarding the centre’s delivery or administration of a qualification. 
 
Controlled Assessments, Coursework, non-examination assessment and portfolios of evidence 
5.7 The centre will: 
have in place and be available for inspection purposes, a written internal appeals procedure relating to internal assessment 
decisions and to ensure that details of this procedure are communicated, made widely available and accessible to all candidates; 
 
JCQ Post-results services http://www.jcq.org.uk/exams-office/post-results-services 
 
Post-Results Services and Appeals 
5.13 The centre will:  
a) have in place written procedures for how it will deal with candidates‘ requests for access to scripts, clerical re-checks, reviews 
of marking, reviews of moderation and appeals to the awarding bodies. Details of these procedures must be made widely 
available and accessible to all candidates. Candidates must be made aware of the arrangements for post-results services prior tp 
the issue of results.  
 
f) submit requests for appeals in accordance with the JCQ publication A guide to the awarding bodies’ appeals processes; 
 
h) have available for inspection purposes and draw to the attention of candidates and their parents/carers, a written internal 
appeals procedure to manage disputes when a candidate disagrees with a centre decision not to support an online application 
for a clerical re-check, a review of marking, a review of moderation or an appeal; (A centre may place its internal appeals 
procedure on the school/college website or alternatively the document may be made available to candidates upon request.) 
 
 

Further information can be obtained from: 
Appeal an exam result https://www.gov.uk/appeal-exam-result 
The Appeals Process  https://www.jcq.org.uk/exams-office/appeals/ 
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You will be asked to complete a copy of this form to acknowledge that you 
have received this handbook and notification of your exam entries. 

Name of Learner:   

Date of Birth:    

 
Exam Handbook  

□ I have received a copy of the Linwood School Candidate Exam Handbook 2022-2023. 
 

□ I understand the rules for written exams and other assessments and know that I must not 
engage in any cheating or malpractice. 
 
Exam Information  

□ I have checked that my name and date of birth are correct as at the top of this document. 
 

□ I have checked and agree with my exam and assessment entry statements. 

 

Internal Appeals Notice: Internally Assessed Marks 

 
I have been made aware that if I disagree with the assessment outcomes for any of my 
accreditation courses that I can appeal. 
 
I know that in the first instance I would bring this to the attention of my class teachers. 
 
If I still disagree with the decision I can then speak to Gemma Talbot, Executive Headteacher. 
 
Gemma Talbot will then make a decision about taking further action through the awarding body. 
 
 

Signed  Date  

Teacher  Date  

IV / LIV / QN  Date  

 


