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INTRODUCTION 
 

This booklet has been produced to answer any questions you, your parents or carers may 

have about your exams at St Joseph’s College. There are some notices that are issued by the 

Joint Council for Qualifications (JCQ) which we, as a school are duty bound to share with you. 

Please ensure you read them. Failure to read them will not be accepted as a valuable reason 

for non-compliance. You will find these notices at the end of this booklet.  

Once you have read this booklet, if there is anything you are not sure of, please speak to the 

Exams Team exams@sjc.ac    

 

Before The Exams 
 

Nearer the exam series you will be issued with a detailed exam timetable, showing the start 

time, length, code, room and seat allocation for each of your exams. It is vital that you check 

that every paper in every subject you study is on your timetable.  Maths and Science are 

tiered. You must also check you are entered for the correct tier – either Higher or Foundation. 

If there is anything that is wrong or you think might be wrong, please speak to the Exams 

Officer immediately. Your exams can sometimes start at a different time to other members 

of your subject group therefore, if you lose your timetable or are unsure of the details of your 

exams, please go and speak to the Exams Officer. If the exam is not on your timetable, it 

means you have not been entered for it and there will not be a paper for you on the day. 

On your timetable, please check your name is spelt correctly and matches the name on your 

Birth Certificate. The name on your timetable is the name that will be on your exam 

certificates, if this is not the same as on your birth certificate it can cause problems with future 

employment. 

Please make sure you know when all your exams are, if you miss an exam, you will be unable 

to sit it at another time. 
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Non-Examination Assessment (NEA) 
 

In some subjects’ certain units are not tested with a written exam paper but with an NEA. This 

is marked by your teacher and then moderated by the Exam Board. Your teacher will tell you 

your mark but if you feel that your mark is not correct you can appeal. Please speak to your 

teacher or the Exams officer about this. 

 

Exam Attendance - What to do if you are absent? 
 

You must attend all of the exams you have been entered for as shown on your timetable. 

Misreading these will not be accepted as a satisfactory explanation for absence.  

If a candidate is absent for any reason, the school must be notified on the following College 

mobile telephone number: 07940 468 081 before the exam is due to start.  

If an exam is missed due to illness, a letter from a Doctor must be provided otherwise a claim 

for Special Consideration cannot be made.  

Candidates who fail to sit their examinations will be charged for the cost of that examination 

unless a valid reason is provided, with supporting evidence if necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



EXAM DAY 
 

Where do I go? 
 

You should arrive at least 15 minutes before the start of your exam. Morning exams start at 

8:40am and afternoon exams at 1:30pm, unless otherwise stated on your timetable. 

 

Before the exam make sure you take everything out of your bag that you will need for your 

exam. You will also need to take your mobile phone and watch with you which can be handed 

into for safe keeping before the start of the exam. The School accepts no responsibility for 

any items of value that are left in bags. Please do not bring valuables to school with you when 

you are sitting exams. 

 

Students sitting their exams in the sports hall and lower school will line up in the tennis court 

area, in column order based on their tutor group or in one column for the 6th form.  

 

On your desk there will be an exam ID card with your exam number and the paper you are 

due to sit. Please only sit at the desk with your ID card on it, otherwise you may well be sitting 

the wrong paper.  

 

What if I am Late? 
 

If you know you are going to be late, please ring the school as soon as possible on 07940 468 081.   As soon as 

you arrive, report to reception who will inform the Exams Team. Depending how late you are and how long the 

exam is, you may or may not be allowed to sit the paper. Remember to hand in your mobile phone and watch 

before entering the exam venue. 

 

 

 

 

 

What if I am ill on exam day? 
 

Please telephone the school as soon as possible if you are unwell on 07940 468 081. If possible, 

you should try and sit your exam. If you miss one of your papers you may not achieve a grade 

for that subject. Testing positive for COVID 19 is no longer a valid reason for missing an exam. 

If you are unwell due to COVID 19 and unable to sit an exam this will be treated in the same 

way as any other illness. 

 

 



Equipment you will need on the day 
 

Please check before your exam that you have all the equipment you require for that exam. 

 You will need: 

• 2 Black Pen no other colours 
• HB pencils 
• Ruler  
• A rubber 
• A compass 
• A protractor 
• Calculator (see further information overleaf) 
• Highlighters may be used on question papers but not on answers 
• Extra equipment (e.g. coloured pencils may be required for specific exams, 

your teacher will let you know if this is relevant) 

 

You may bring: 

• A water bottle (all labels removed) 
• A clear see through pencil case 

 

  



Using Calculators 
 

You must be aware of JCQ awarding body instructions regarding the use of calculators in your 

exams. Unless the instructions specifically say that calculators are NOT allowed, you can 

assume that they are allowed. 

 

 

  



Prohibited Materials 
 

The following MUST NOT be brought into the Exam room: 

• Mobile Phone or other communication device. 

• Watches 

• Headphones 

• Tippex or other liquid correcting fluid or tape 

• Books (unless advised) 

• Notes, letters, diaries or other printed material. 

• Scrap paper 

• Bags (these need to be left in the back of the exam room) 

• Outdoor coats, hats, scarves, gloves, bandanas, sunglasses or durags 

(must be left with bags) 

• Food 

• Non see through pencil case 

• You must not have any writing on your body including hands. 

• No tissues (these will be provided as needed) 

 
If you are found to have any prohibited items with you in the exam, even if you did not 

intend to use it, this will be reported to the awarding body.  

 

When you line up for your exams you will be reminded about these rules, and you will be 

able to hand in your mobile phones and other items for safekeeping. 

 

 
 

 

  



During The Exam 
 

As soon as you enter the Sports Hall/Lower School you are under exam conditions.  This 

means no talking or turning around.  You must be silent at all times when in the exam room. 

Communication of any kind with any student or misbehaviour of any kind could result in 

disqualification. 

Check that you have the correct paper and tier of entry.  Listen carefully to the invigilators’ 

instructions.  

Do not write anything obscene or offensive anywhere on your paper, also do not doodle.  The 

Exam board will refuse to mark it and you may face further sanctions. 

Should you require any assistance in the exam room then please raise your hand and wait for 

an invigilator to attend to you. 

Common Problems 

• Need more paper – The invigilators can give you more paper if needed.  You must put 

your name and candidate number on all pages that you use. 

• Pen runs out – Invigilators will provide you with another pen. 

• Feeling unwell – put your hand up immediately.  An invigilator will accompany you to 

the medical room. 

• Finish before end of exam – please use any spare time to check your answers carefully.  

You will NOT be able to leave the exam early. 

• If Fire alarm sounds – remain seated in silence and await further instructions. 

 

Once you have entered the exam room you will not be allowed to leave the room unescorted, 

for any reason, before the end of the exam. 

 

Malpractice 

The College runs examinations under the strict regulations of the Joint Council for 

Qualifications (JCQ), who provide all the rules and regulations that concern examinations. 

Malpractice means any act or practice which is in breach of these rules and regulations.  

Malpractice by a candidate will result in the candidate being reported to the relevant exam 

board.  They, not the College, decide the sanction for this malpractice, this may mean a 

candidate’s papers may be cancelled for that exam unit, or that subject or for all subjects for 

that exam board depending on the severity of the malpractice. 

 
You need to know that the following would be considered as malpractice: 
 

• a breach of the instructions or advice of an invigilator, supervisor, or the awarding 
body in relation to the examination or assessment rules and regulations 

• failing to abide by the conditions of supervision designed to maintain the security of 
the examinations or assessments. 

• 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 real or fake; or not telling exam boards or your school/college about exam 
information being shared. 

• the deliberate destruction of another candidate’s work 

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

Guidance for Access Arrangements 
 

Guidance for parents, carers and students about access arrangements  

  

What are access arrangements?  

• Access arrangements allow students with specific needs, such as special educational 

needs or disabilities, to access an exam.  

• They allow students to show what they know and can do without changing the 

demands of the exam.  

  

How will the process start?  

• Parents and carers should let the SENCo know as soon as possible if their child has 

additional needs. Good and open communication is important.  

• Students in further education should record their additional needs on the college’s 

enrolment form.  

• The SENCo will work with teachers and the student to identify possible arrangements.  

• Various access arrangements are available. For example, support for students who 

have difficulties with reading, writing, speed of working or concentration.  

• Not all students with additional needs will require access arrangements. This depends 

on whether their difficulty affects their access to exams. Additional needs or a 

diagnosis alone do not entitle a student to access arrangements.  

  

Who will make the assessment?  

• If a student has learning difficulties, the school or college’s appointed 

assessor must conduct the assessment to determine the need for access 

arrangements, such as 25% extra time.  

• If an external assessor diagnoses a learning difficulty (for example, 

dyslexia or dyscalculia), the assessment can only be used as evidence for access 

arrangements if the assessor has liaised with the school or college and received the 

necessary access arrangements paperwork in advance of the assessment taking 

place.  



• Specialists (for example, a medical consultant or a psychiatrist) are responsible for 

providing a formal diagnosis. They are not responsible for decisions about access 

arrangements.  

• The school or college must decide which access arrangements a student has for their 

exams.  

• Teachers must give evidence to show that an access arrangement is needed. The 

school or college will record how effective the arrangement is in the classroom, 

in internal tests or in mock exams.  

  

What else needs to be done?  

• The school or college will have to apply for some arrangements.  

• If a student has complex needs, a school or college can discuss their needs with the 

exam board.  

  

Finally  

Schools and colleges must follow the rules. They are inspected and if they are found to be 

breaking the rules, this will be malpractice.  

 

  



After The Exams 
 

If you were fully prepared for your exam and something went wrong on the day, such as illness 

or family problems, you must speak to the Exams Officer as soon as you can.  He will be able 

to advise if we will be able to apply for special consideration. Testing positive for COVID is not 

a valid reason for special consideration; if you are ill because of COVID then this will be treated 

as any illness would be. 

Results Day: Venue - 6th Form Centre 
 

A Level Results Day: Thursday 13th August 2026 

GCSE Results Day:  Thursday 20th August 2026 

 

Your results will be available for you to collect on these dates between 9.00 am and 11.30 

am**. 

If you are unable to collect your results in person, you may give permission for a nominated 

adult to collect them on your behalf.  This permission must be given in writing and signed by 

you and handed to the Exams officer/Mrs Mantillas, prior to or brought along on the exam’s 

day.  Emails or text messages will not be accepted as granting permission.  The designated 

person will be asked for ID before they can collect them. 

Any uncollected results will be posted to your home address.  If you have moved or are 

moving between leaving school and the results day, then you must inform the school of your 

new address so we can send it to the correct address. 

** these times may change, please check the school website for updates 

 

Certificate Collection  
 

 

CERTIFICATE COLLECTION DAY: Thursday 3rd December 2026 

 

Your certificates will be available for you to collect from the Parlour on this date between 

9.00 am and 12.00pm**. 

If you are unable to collect your certificates in person, you may give permission for a 

nominated adult to collect them on your behalf.  This permission must be given in writing and 

signed by you and handed to the Exams Team. Either brought along on the day or prior to 

collection day.  Emails or text messages will not be accepted as granting permission.  The 

designated person will be asked for photo ID before they can collect them. 

 

 



Appendix 1 – Preparing to sit your exams 

 

 

Appendix 2 – Mobile phones and smart watches  
 



This poster will be displayed outside 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.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Appendix 3 – Warning to Candidates 
 

 

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

Appendix 4 – Written Examinations 
 



 

 



 

  



 

 

 

 



  



Appendix 5 – On-Screen Tests 

 

 



 

 

  



 

 

  



Appendix 6 – Non-Examination Assessments 
 

 



 

 

 



 

 

 



 

 

  



Appendix 7 – Coursework Assessments 

 

 

 



 

 

 

 



 

 



 

 

 



Appendix 8 – JCQ Social Media Information 

 

 

 



Appendix 9 – JCQ Information for candidates – Privacy Notice 

 

 

  



 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 10 – JCQ AI and Assessments  

 

 


