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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 October for 

November series and March for June series.  All of the information should be checked carefully and 

if any are incorrect you should speak to your teacher or the Exams Officer. 

Malpractice 

To maintain the integrity of qualifications, strict Regulations are in place. Malpractice means any 

act or practice which is in breach of the Regulations.  

Any person completing examinations/assessments where malpractice is suspected, or alleged, 

personal data about them will be provided to the awarding body (or bodies) whose 

examinations/assessments are involved. Personal data about them may also be shared with other 

awarding bodies, the qualifications regulator or professional bodies in accordance with the JCQ 

publication Suspected Malpractice – Policies and Procedures. 

Examples of what constitutes malpractice include: 

Written Exam / Assessment 

• 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 

 

Non-Exam Assessment 

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

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

• the inclusion of offensive comments, obscenities or drawings; discriminatory language, 

remarks or drawings directed at an individual or groups 

• Where computer-generated content has been used (such as an AI Chatbot), your 

reference must show the name of the AI bot used. If not referenced this would be 

malpractice. 

 

Social Media 

• Buy/ask for/share exam content  

• Pass on rumours of what’s in exams  

• Share your work  

• Work with others so that your coursework is not your own independent work  
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Plagiarism  

Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them 

off as your own. It is a form of cheating which is taken very seriously.  

Sanctions applied against candidates  

Sanctions for candidates who have committed malpractice include: 

• Warning 

• Loss of marks for a section 

• Loss of marks for a component 

• Loss of marks for a unit 

• Disqualification from a unit 

• Disqualification from all units in one or more qualifications 

• Disqualification from a whole qualification 

• Disqualification from all qualifications taken in that series 

• Candidate debarral 

Personal data 

The awarding bodies collect information about exam candidates. To understand what 

information is collected and how it is used, you must read the JCQ Information for candidates – 

Privacy Notice. Appendix 1. 

Copyright 

The copyright of any form of work created by a candidate that is submitted to an awarding body 

for assessment (referred to as Assessment Materials) belongs to the candidate. By submitting this 

work, a candidate is granting the awarding body a non-exclusive, royalty-free licence to use their 

assessment materials (referred to as Assessment Licence). If a candidate wishes to terminate the 

awarding body’s rights for anything other than assessing his/her work, the awarding body must be 

notified by the centre and it is at the discretion of the awarding body whether or not to terminate 

such rights. 

Written timetabled exams 

Written exams are the more traditional method of assessment for attainment.  Candidates 

participating in these courses are issued with the following documents at the start of the Summer 

term for the Summer Series and at the end of October for the November (resit) series. 

• Candidate Handbook – which includes JCQ Information for candidates and exam room 

posters. 

• Candidate statement of entry 

• Candidate exam timetable 

• Details of Access Arrangements 

 

Make sure all information is read and correct. Any queries speak to your subject teacher.  

On-screen tests 

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

exams. You must read JCQ Information for candidates – on-screen tests appendix 5 for further 

information.  
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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.  You must read JCQ Information for candidates – non-examination assessments appendix 6 

and JCQ Information for candidates – coursework appendix 3. 

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 2023 exam period is 7th November – 13th November. The Summer 2024 exam 

period is 9th May to 19th 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. 

Summer 2024 Contingency days  

Summer 2024 Contingency days are afternoon of Thursday 6th June 2024 and 13th June 2024, and 

the morning and afternoon on Wednesday 26th June 2024 and Wednesday 28th June 2023. 

Candidate must remain available on these days in event of national or significant local disruption 

to exams in the United Kingdom. Please consider these days when making plans for the summer. 

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 

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. 
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Exam room 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 only complete information of the front of their answer books when the 

invigilator’s announcement instructs them to 

• Candidates must not open the question paper until the examination begins 

• 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 

• If candidates leave the room during the examination. They will be accompanied by an 

exam invigilator and remain under exam conditions at all time.    

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. Please make sure all equipment is in a transparent case. 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: 

 

• 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. 

 

• During an examination a calculator must not be able to offer any of these facilities: 

a) language translators; 

b) symbolic algebra manipulation; 

c) symbolic differentiation or integration; 

d) communication with other machines or the internet; 

 

• During an examination a calculator must not give access to pre-stored information. This 

includes: 

a) databanks; 

b) dictionaries; 

c) mathematical formulae; 

d) text. 
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• A calculator must not be borrowed from another candidate during an examination. 

 

• Some calculators have an ‘exam mode’. This is acceptable in examinations where the 

exam mode is activated and the exam mode results in the calculator becoming compliant 

with the above requirements. 

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 clear of packaging and 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. 

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. 
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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. You have the right to appeal your access arrangements. Please speak to your class teacher 

in the first instance if you do not agree with the access arrangements.  

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 November exam series this will be 11th January 

2024 and for the Summer 2024 exam series this will be on Thursday 22nd August 2024.   

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 on 

exams@linwood.bournemouth.sch.uk and we will be able to give you further advice about the 

next steps.   

You are able to request access to scripts through the exams office. Please email the exams office. 

There is no charge for this services and you will be asked to complete the JCQ access to scripts 

form giving the exam officer authority to request scripts on your behalf. 

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. 

mailto:exams@linwood.bournemouth.sch.uk
mailto:exams@linwood.bournemouth.sch.uk
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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. 

Internal appeals procedure 

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. 

If a candidate or parent/career believes that this may not have they may make use of the 

internal appeals procedure on appendix 9. 

Complaints Policy 

If you have any concerns regarding the centre delivery or administration of a qualification please 

do not hesitate to contact the school to discuss. There is a formal written complaints policy 

available on the school website or you can request a copy from the exams office. 

Further Information  

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

• Information for Candidates – Coursework assessments 

• 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 Sarah Hawkins 01202 525107 Ext 214 if you have any 

questions about the exam process at any time. 

 

  

mailto:exams@linwood.bournemouth.sch.uk
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Appendix 1 – JCQ Information to Candidates - Privacy Notice 2022-2023 
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Appendix 2 – JCQ Information for Candidate Social Media 2022 – 2023 
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Appendix 3 – JCQ Information to Candidates - Coursework assessments 
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Appendix 4 – JCQ Information to Candidates Written Exams 2023-2024 
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Appendix 5 – JCQ Information to Candidates On-Screen tests 2023-2024 
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Appendix 6 – JCQ Non-Exam Assessments Information for Candidates 
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Appendix 7 – JCQ Warning to Candidates Exam Poster 
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Appendix 8 – JCQ Unauthorised Items Exam Poster 
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Appendix 9 – Linwood Internal Appeals Policy 
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