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Introduction 
Ercall Wood Academy 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. 

 
It is the aim of Ercall Wood Academy to make the exam experience as stress free and 
successful as possible for all candidates. 

 
This booklet aims to provide information that is helpful and informative. Please read it 
carefully so that you are aware of the exam regulations and procedures and share it with your 
parents or guardians so that they are also aware. 

 
The Examination Boards (sometimes called Awarding Bodies) set down strict criteria which 
must be followed for the conduct of examinations and Ercall Wood Academy is required to 
follow them precisely. You should therefore pay particular attention to the JCQ notices at the 
end of this booklet. Failure to do so can result in disqualification from some or all of your 
subjects. 

 
If there is anything that you do not understand, please ask. If you or your parents or guardians 
have any queries or need help or advice at any time before, during or after the examinations, 
please contact Mrs. Bates, Exams Officer at EWAexamsoffice@taw.org.uk 

 
Purpose of the candidate 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 the 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 any questions candidates may have 
⚫ To signpost candidates (and where relevant parents/carers) to any exams-related 

policies/procedures that they need to be aware of on the centre’s website 
 
 
 

mailto:EWAexams
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Malpractice 
Attempted or actual malpractice activity will not be tolerated. The school will follow the JCQ 
procedures as described in JCQ’s “Suspected Malpractice in Examinations and 
Assessment: Policies and Procedures” document. 

 

All candidates should be aware of what malpractice is and the possible consequences; 
⚫ To maintain the integrity of qualifications, strict Regulations are in place 
⚫ Malpractice means any act or practice which is in breach of the Regulations 
⚫ Any alleged, suspected or actual incidents of malpractice will be investigated and 

reported to the relevant awarding body/bodies 
 

The following are examples of malpractice by candidates with regard to non-examined 
assessments. 

⚫ Plagiarism: the copying and passing off as the candidate’s own work the whole or 
part of another person’s work 

⚫ Collusion: working collaboratively with other learners to produce work which is 
submitted as the candidate’s only 

⚫ Failing to abide by the instructions of an assessor: this may refer to the use of 
resources which the candidates have specifically been told not to use 

⚫ The alteration of any results document 
 

If a member of staff suspects a candidate of malpractice the candidate will be informed, and 
the allegation will be explained. The candidate will have the opportunity to give their side 
of the story before any final decision is made. If the candidate accepts that malpractice has 
occurred, she/he will be given the opportunity to repeat the assignment as long as the 
candidate has not already signed the authentication form. If found guilty of malpractice 
following an investigation, the member of staff may decide to re-mark previous assignments, 
and these could also be rejected if similar concerns are identified. 

 
Should the candidate be found guilty of malpractice after having signed the 
authentication form then the matter is no longer subject to internal school discipline 
and must be reported to the relevant awarding body. 

 
The following are examples of malpractice by candidates in externally assessed 
examinations.   

⚫ Talking during an examination 
⚫ Taking a mobile phone into an examination – turned on or off – on purpose or 

accidentally 
⚫ Taking any item other than those accepted by the Awarding Body into an 

examination such as an iPod, watch, any other electronic equipment, books or notes 
⚫ Leaving the examination room without permission 
⚫ Passing notes or papers or accepting notes or papers from another candidate 
⚫ Communicating in any way with another candidate 

 
If a member of staff, examination officer or invigilator suspects a candidate of malpractice 
during an examination, the candidate will be informed, and the allegation will be explained. 
The candidate will have the opportunity to give his/her side of the story before any final 
decision is made. If the candidate is found guilty of malpractice, the Awarding Body will be 
informed, and the candidate’s examination paper will be withdrawn. It is unlikely that the 
candidate will have the opportunity to repeat the examination. 

https://www.jcq.org.uk/exams-office/malpractice
https://www.jcq.org.uk/exams-office/malpractice
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Please see Appendix 5 in the JCQ Suspected Malpractice in Examinations and 
Assessments guidance for levels of seriousness and appropriate ranges of penalties 
applied to candidates 

 
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 3). 

 

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 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 
Candidates will receive a personalised exam timetable once they have been entered for 
written exams. The majority of written exams will take place in the summer of Year 11, but 
some will take place during earlier exam seasons. 

 
It is important that you; 

⚫ Check your ‘Candidate exam timetable’ to make sure you know the date and time of 
all your exams and any relevant information regarding seating arrangements, exam 
rooms.  

⚫ Check that your personal details and exam entries are correct on the exam 
timetable.  

⚫ The name displayed on your exam timetable will be the name on your certificate. If 
this information is incorrect, tell your teacher or the exams officer. 

⚫ Information will also be on the exams notice board so you can double check where 
and when your exam is. 

⚫ Make sure you know the JCQ regulations for Written Exams (Appendix 2). Ask your 
teacher to go through it with you. 

⚫ Make sure you have read the JCQ exam room posters – Warning to candidates, 
Unauthorised Items Poster (Appendix 5, on the website and on the exams notice 
board). 

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

 

http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/malpractice
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Non-examination assessments 
Some qualifications are not assessed by formal examinations or have elements of 
coursework which are internally assessed. Your teacher will advise which subjects this 
applies to. 

⚫ Make sure you have read the relevant JCQ information for candidate’s documents - 
non-examined assessments (NEAs) (Appendix 1) and social media (Appendix 4). A 
copy is also available on the Examinations section of the school website. Ask your 
teacher to go through it with you. 

⚫ Ask your teacher when the assessments will take place. 
⚫ Ask your teacher when and where the assessments will be. 
⚫ Make sure you know your deadlines. Ask your teacher if you don’t know. 
⚫ Candidates’ work will be marked in accordance with the marking criteria provided by 

the awarding body. 
⚫ Ask your teacher when you will know your assessment marks (subject to external 

moderation), and which NEA work is externally marked. 
⚫ Ensure you are familiar with Ercall Wood Academy’s Internal Appeals policy (see 

the school website). 
 
Contingency days - Summer 2024 

The awarding bodies have designated Wednesday 26 June 2024 as a ‘contingency day for 
examinations. 
The designation of a ‘contingency day’ within the common examination timetable is in the 
event of national or local disruption to examinations. It is part of the awarding bodies’ 
standard contingency planning for examinations. 
In the event that there is national disruption to a day of examinations in summer 2024, the 
awarding bodies will liaise with the qualification regulators and the DfE to agree the most 
appropriate option for managing the impact. As a last resort the affected examinations will 
be rescheduled. 
Although every effort would be taken to keep the impact to a minimum, it is possible that 
there could be more than one timetable date affected following the disruption, up to and 
including the Wednesday 26 June 2024. 
Centres will be alerted if it was agreed to reschedule the examinations and the affected 
candidates will be expected to make themselves available in such circumstances. The 
decision regarding the re-scheduling of examinations will always rest with the awarding 
body. The centre must conduct the examination on the scheduled date unless instructed to 
do otherwise by the awarding body. 
Where candidates choose not to be available for the rescheduled examination(s) for 
reasons other than those traditionally covered by special consideration, they will not be 
eligible for enhanced grading arrangements. 

 

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

⚫ A clash is when two or more exams are timetabled at the same time. 
⚫ If a candidate is taking two or more examinations in a session and the total time is 

three hours or less, the candidate’s examinations will be completed in succession. 
The candidate can have a short break of no more than 20 minutes which will be 
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supervised. This must be conducted within the examination room, under formal 
examination conditions at all times. Therefore, candidates cannot revise or access 
their personal belongings 

⚫ If a candidate is taking two or more papers timetabled in a session and the total time 
is more than three hours including approved extra time allowances and/or 
supervised rest breaks, it is permitted to conduct an examination in a later or earlier 
session within the same day. However, the security of the examination must still be 
maintained. Candidates must be supervised in line with JCQ requirements. The 
candidate must not; a) be in possession of an electronic communication/storage 
device or have access to the internet; b) have contact with any candidate who has 
sat the examination; c) be coached by a member of centre staff 

⚫ Candidates will be able to identify if they have an examination clash when they 
receive their exam timetable. The examinations will be scheduled in accordance 
with the above guidance and arrangements 

⚫ Candidates who require supervision between morning and afternoon examinations 
are required to bring a drink and packed lunch for their break. Candidates should 
also bring any notes they intend to refer to during the period of supervision 

 
Where you will take your exams 
The majority of Year 11 exams will be in the Sports hall. Exceptions will be those with 
certain access arrangements, but this is at the discretion of the SENCO and examination 
officer. 
Candidates will be issued with a seating timetable advising them of their seat number for 
each examination. It is expected that candidates know their seat number when entering the 
examination room. 

 
What time your exams will start and finish 

⚫ Morning exams start at 9:00 am 
⚫ Afternoon exams start at 1:30 pm 
⚫ Candidates are expected to arrive at least 10 minutes before the start of the exam – 

allowing candidates to take their seat and all relevant notices and instructions to be 
given prior to the start time 

⚫ Candidates are expected to stay for the duration of their examination without exception 
⚫ Exam times may vary in case of clashes or exams taken in shifts. So always check 

the times and venues of your exams 
 
Supervision during your exams 

⚫ Exams are supervised by a team of invigilators from outside the school 
⚫ Students are expected to behave in a respectful manner towards all invigilators and 

follow their instructions at all times 
⚫ These invigilators have to follow strict rules and regulations when conducting exams 

as directed by the JCQ 
⚫ Invigilators cannot discuss the examination paper with you or explain the questions 
⚫ The Exams Officer and / or member of the Senior Leadership Team (SLT) will remove 

any student who is disruptive or behaves in an unacceptable manner from the 
examination room 

⚫ All acts of inappropriate behaviour will be dealt with in accordance with the school’s 
behaviour policy and reported to the JCQ as malpractice 
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Exam room conditions 
⚫ Candidates in the Sports hall/additional rooms will line up at the appropriate signage 

(lane letter) on the MUGA and will be instructed to enter the exam room by an 
appropriate member of staff 

⚫ Candidates are under formal 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 
⚫ The following information will be displayed in the exam room: centre number (29340), 

subject, paper number, start and finish times and the date of the exam. There will also 
be a clock, exam regulations, fire regulations and any other pertinent notices. 

⚫ Candidates are responsible for producing legible handwriting in their exams, unless 
you have been granted the use of a word processor 

⚫ You should raise your hand if you need additional answer sheets/answer books. If 
you use additional sheets or booklet, all relevant details must be completed (legal 
forename/surname, exam number and centre number) to ensure that it can be 
identified should it separate from your main paper 

 
Where you will sit in the exam room 

⚫ You will sit in exam number order in the exam room where appropriate 
⚫ Your legal name and candidate number will be on a candidate card on the desk.  
⚫ If you cannot find your desk, please ask the invigilator. 

How your identity is confirmed in the exam room 
⚫ The invigilator has access to a photograph of every candidate, so that she/he knows 

who  you are 
⚫ There will be a desk card on your desk identifying who you are 
⚫ A member of the SLT / Exams Officer will take a register at the beginning of every 

exam 
 
Centre and candidate numbers 

⚫ You will need to write your centre number and candidate number on all exam answer 
booklets and additional sheets 

⚫ Our centre number is 29340, which will be clearly displayed in each room 
⚫ Your candidate number is a four-digit number and will be found on your individual 

timetable and on the candidate card on your exam desk 
⚫ You must write your name and number exactly as shown on your candidate card. 

Legal names are used for exams, not ‘preferred’ names 
 
What equipment you need to bring to your exams 

Ask your teacher what equipment you are allowed to bring to the exam. Only authorised 
material can be brought into the exam room (Appendix 4). You must bring all your own 
equipment to every exam, if you are not allowed to use any particular item you will be told 
in the briefing before your exam starts. 
 
⚫ Remember that you need to write in black ink (Please bring spare pens) 
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⚫ Do not use any of the following in your answers: 
o Correcting pens, fluid or tape 
o Erasable pens / friction pens 
o Highlighters (can be used in printed questions) 
o Gel Pens 

⚫ Your pencil case must be see through / clear 
⚫ Your water bottle must be see through and have no label, writing or measurements 

on it – only water is permitted. 
You may use coloured pens or inks for diagrams, maps, charts etc. only if your exam 
allows them. The instructions at the front of your paper will tell you if these are/not allowed. 
As a minimum, your clear pencil case must include: 
⚫ Black pens 
⚫ Pencil 
⚫ Pencil sharpener 
⚫ Eraser 
⚫ Highlighter 
⚫ Ruler (clear) 
⚫ Protractor 
⚫ Compass 
⚫ Calculator (if permitted for your exam) 

 
Using calculators 
You must be aware of JCQ awarding body instructions regarding the use of calculators in 
your exams. 
Candidates may use a calculator in an examination unless prohibited by the awarding body’s 
specification. 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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What you should not bring into the exam room 
⚫ You are not allowed any electronic materials, earphones (including headphones or air 

pods) or watches (internet enabled or otherwise) in exams 
⚫ Candidates should not be in possession of any notes. Candidates should thoroughly 

check their pockets prior to entering the exam room 
⚫ If you do bring a forbidden item into the exam, you may be disqualified from that exam, 

or from all exams in the series, depending on the offence 
 
Medication 

⚫ Inhalers are permitted in the exam; however, we must have knowledge of your 
condition and have it registered with the school office. Inhalers are to be kept in a 
clear plastic bag on the desk and may be inspected by an invigilator at any time 

⚫ If you are prescribed with any other medication, or use any medical monitoring 
equipment (e.g. blood sugar monitoring) that may be required in the exam, please 
discuss this with the Exams Officer as soon as possible, as an application to the 
examining boards may be required 

 
What if you think you have the wrong paper? 
The invigilator will ask you to check your paper before the exam starts. If you think something 
is wrong, put your hand up and tell the invigilator immediately.  

 
Food and drink in exam rooms 

⚫ Clear plastic bottles of water (no other type of drink) are allowed in the exam room, all 
labels must be removed before entering the room. There should be no writing or 
measurements on your bottle. These must be kept on the floor, not the exam desk. 

⚫ NO other drinks or food will be allowed in the exam room unless you have a medical 
need that has been discussed with the Exams Officer. 

 
What you should wear for your exams 
It is a requirement that you wear your full Ercall Wood Academy school uniform for all your 
exams. There will be no exceptions made. If you arrive in unsuitable clothing, you will be 
asked to leave. 

 
Where your personal belongings will be stored during your exam 

⚫ Candidates should only bring with them the equipment needed for the exam 
⚫ Mobile phones and watches should be left at home, wherever possible 
⚫ All other belongings will be locked in the school container or in the case of an 

alternative venue at the back of the exam room 
⚫ If you have forgotten to leave any unauthorised equipment in safe keeping, you can 

hand it to an invigilator. It will then be moved to the examination office, where it 
will be stored safely. You should remember to ask for it back at the end of the 
exam.  Ercall Wood Academy accepts no responsibility for possessions left with the invigilator 

 
What to do if you arrive late for an exam 
It sounds obvious, but…..ensure that you know which date your exams are taking place and 
whether they are morning or afternoon exams. 

⚫ Morning exams start at 9:00 am 
⚫ Afternoon exams start at 1:30 pm 
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⚫ Candidates are expected to arrive at least 10 minutes before the start of the exam – 
allowing candidates to take their seat and all relevant notices and instructions to be 
given prior to the start time. 

⚫ A register is taken at the start of each exam to check that all candidates are here. 
⚫ If you are running late for your exam, you or your parents must call the School 

Attendance Office on 01952 387336 as a matter of urgency. Please inform 
reception that you are late for your exam and leave a contact number. 

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

⚫ If you are unwell and unable to attend an exam, your parent/carer must contact the 
school attendance office as a matter of urgency. 

 
What happens if you have an unauthorised absence from an exam 

⚫ If you do not attend any part of an external exam for which you have been entered, 
you will receive a mark of zero for that paper, you may also incur a charge. 

 
What happens in the event of an emergency in the exam room 
In the event of the emergency bell sounding the following will happen: 

⚫ The invigilator will ask you to stop writing, close your answer booklet and put your pen 
down 

⚫ The Invigilator /Exam Officer/ SLT will evacuate the room if there is clear danger 
⚫ If there is no clear danger to candidates the invigilator will await instructions from SLT, 

who will be with you very quickly 
 

In the event of a false alarm: 
⚫ The exam will be re-started once the alarm bell has stopped ringing 
⚫ You will be given a few minutes to compose yourself and get ready to start 
⚫ The amount of time lost will be added on to your exam time so that you do not lose 

out. The new finish time will be clearly written on the whiteboard at the front of the 
room 

 
If an evacuation is necessary: 

⚫ The invigilator will ask you to leave the exam venue  without talking to one another, 
or to any other pupil you may see during the evacuation. 

⚫ During the whole evacuation time you cannot speak to any other pupil as this may 
compromise exam security  

⚫ Once you have returned to the exam room your new finish time will be calculated and 
you will be given time to compose yourself before the exam is re-started. 

⚫ Special consideration will be requested for all candidates that were affected by the fire 
alarm. 

 
Candidates with access arrangements/reasonable adjustments 
Access Arrangements are determined by the Special Educational Needs (SENCO), in 
conjunction with relevant teaching staff and exam office personnel. They are agreed before an 
assessment/exam. They allow candidates with special education needs, disabilities, or 
temporary injuries to: 

⚫ Access the assessment/exam; 
⚫ Show what they know and can do without changing the demands of the 

assessment/exam
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Ercall Wood Academy will apply directly to the awarding bodies for access arrangements on 
your behalf. You will be notified of your approved access arrangements in writing by the 
SENCO. Access arrangements are applied for based on your usual way of working. 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 and make recommendations to the SENCO. 
 
Where possible all candidates with access arrangements will be accommodated in the main 
exams venue with all other candidates. If a separate venue is necessary, you will be informed, 
and it will be clearly indicated on your exams timetable. 

 
Results 

⚫ Summer 2024 provisional* statements of results release date is on Thursday 22 
August 2024. Further details will be supplied later in the academic year 

⚫ Selected teachers and members of the senior leadership team will be available during 
the exam results collection window 

⚫ Results will not be given via telephone under any circumstance 
⚫ If you are unable to attend results day in person, the following options are available to 

you; 
o If you wish any other person (including family members) to collect your results 

on your behalf, you must complete the ‘Candidate Permission form’, available 
from Mrs. Bates, Exams Officer by 14 July 2024. They must bring some form of 
ID with them on the day 

o If you would like your results to be posted or emailed on results day, you must 
complete the ‘Candidate Permission form’, available from Mrs. Bates, Exams 
Officer by 14 July 2024 

* results are ‘provisional’ until a certificate has been produced by the awarding body. 
 
Post-results services 
Awarding bodies offer two post results services to candidates (for a fee payable by the 
candidate); 

⚫ Review of results (either a clerical check and/or a review of marking) 
⚫ Access to scripts 
⚫ The Academy will analyse results and advise if a review of results is appropriate 

 
Certificates 

⚫ Certificates are made available for collection from Ercall Wood Academy on a 
specific date in November 

⚫ If you are unable to attend school on that date, you can collect your certificates in 
person from the school reception. You will need to show a photo ID 

⚫ If you are unable to collect your certificate from reception you must nominate a 
responsible person and provide written consent that this person may collect your 
certificates on your behalf. This nominated person must present your written consent 
and photographic ID to the examination officer 

⚫ Uncollected Certificates will be retained by the school for a maximum of two years and 
then be confidentially destroyed 

⚫ Certificates are important documents. Most educational institutions and potential 
employers will ask to see your original certificates. If you lose or fail to collect your 
certificates, you will need to obtain duplicates from the relevant Awarding Body. This 
currently costs in the region of £50.00 per certificate 
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Internal appeals procedures 
Some subjects that are taught at Ercall Wood Academy require candidates to undertake non- 
examined assessments (NEA). There are strict regulations and guidelines issued by the 
awarding bodies regarding the production of this type of work. Copies of these guidelines are 
included at the end of this booklet. Please take time to read these instructions. (Appendix 1) 

 
Appendix 1 - JCQ Information for candidates – Non-examination assessments 
You must read this information if you are taking any qualifications that contain elements of 
non-examination assessment. 
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Appendix 2 - JCQ Information for candidates – Written exams 
You must read this information before you take any externally assessed written exams. 
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Appendix 3 - JCQ Information for candidates – Privacy Notice 
You must read this notice as it contains “Information About You and How We Use It” 
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Appendix 4 - JCQ Information for candidates – Social media and On your 
exam day  
You must read this information to help you stay within examination/assessment regulations 
when using social media. 
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Appendix 5 - JCQ Unauthorised Items poster 
This poster will be displayed outside and inside each exam room. You 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.” 
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Appendix 6 - JCQ Warning to Candidates poster 
This poster will be displayed outside and inside each exam room. You must note all the 
warnings. 
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