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Introduction 
Chipping Campden 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 and awarding body instructions and 
information for candidates.   
 
External examinations can be a stressful time for students and parents and it is important that all those involved 
are as well informed as possible.  Well informed students will realise that the rules and regulations are designed to 
ensure fairness and minimise disturbance and it is in the interest of all that the exams run smoothly and without 
incident.  The School makes every effort to ensure that students receive the best possible preparation for their 
examinations, that the administrative arrangements run smoothly and that the examinations are conducted in a 
way that will cause as little stress as possible and help students to achieve their best. 
 
This document is intended to inform students and parents about the examination procedures and ensure 
candidates are provided with all relevant information about their exams and assessments including copies of 
relevant JCQ information for candidates documents and posters.  The document is also intended to answer some 
of the most frequently asked questions to help to guide and support students and parents through the examination 
process.  If you have any other questions please feel free to make enquiries by emailing the Examinations Officer 
at exams@campden.school. 
 
Who is responsible for exams? 
The school is responsible for administering all external examination arrangements and for oversight of students 
during exams.  There is a team of invigilators who will be present during the exams at all times and who are 
supervised by the School’s Examinations Officer.   
 
The start of GCSEs and other qualifications in year 10, and Key Stage 5 qualifications in year 12 
In order to make entries for your exams or register you for vocational qualifications we must share certain personal 
information with the exam boards.  This includes your legal name, date of birth, gender, exam/candidate number, 
UCI (Unique Candidate Identifier) and your ULN (Unique Learner Number).  Please see the JCQ Privacy Notice in 
the link here: JCQ Information for Candidates Documents 

 Candidate number:  Each candidate has a four digit candidate number (or exam number). This is the number 
you will enter on examination papers. It will appear underneath your name on your desk card and examinations 
attendance registers.   

 UCI (Unique Candidate Identifier):  In addition to a candidate number, each candidate must have a Unique 
Candidate Identifier (12 numbers and 1 letter) which is also shown on the top of your timetable. This number 
will usually begin with the Centre Number (57351) unless you have transferred from another school that had 
already issued your UCI. Your UCI is used for administration purposes and it is not necessary for you to 
remember it. 

 Examination Boards:  The school uses the following Examinations Boards: AQA, Pearson Edexcel, OCR, WJEC 
(Eduqas) and NCFE. 

 
Contact numbers and address 
Please check that school has at least one up-to-date contact telephone number for you.  It is also really important 
that we have the correct address to send your certificates to once you leave school.  Certificates must be signed 
for.  If we cannot deliver your certificates you may have to pay for replacements at a later date, they cost about 
£50 from each board. 
 
Equipment 
Make sure you have all the correct equipment before your examinations.  Check the regulations on the Information 
for Candidates page on JCQ JCQ Information for Candidates Documents and the information on the following pages. 
 
  

https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/exams-office/information-for-candidates-documents
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Coursework/non-examination assessments 
Some subjects have an element of internally marked work included in them which has to be completed, marked 
and assessed.   Your teacher will inform you when and how your assessments will take place and deadline for 
submitting your internally assessed work.  Your teacher will explain how work is marked.  Teachers must inform 
you of your marks so that you have the opportunity to appeal the mark if you disagree with it.  The procedure for 
making an appeal for an internal mark can be found in the School’s Internal Appeals Procedures policy.  The marks 
and work will be sent to the boards well before the written exam sessions take place.  Subject departments set 
deadlines that allow time for this process and to meet the board deadlines.  These cannot be changed.  Students 
who do not submit coursework on time will not be allocated a mark.  This will affect the final overall subject grade. 
 
You must read the following relevant JCQ information for candidates found via this link JCQ Information for 
Candidates Documents:  coursework, non-examination assessments, social media. 

 
Written timetabled exams 
Prior to your exams you will receive a letter containing important exam regulations and your provisional exam 
timetable.  You must check everything on your timetable very carefully.  Check that all personal details (date of 
birth, spelling of names) are accurate, as these will appear on certificates and it will be very costly to change them 
once after the entries have been submitted to the board.  A student must be entered for exams under their legal 
surname and not preferred surname.  You will also receive a paper copy of the JCQ document ‘Information for 
Candidates – written examinations’, with the provisional timetable.  The document can also be found via this link: 
JCQ Information for Candidates Documents 
 
Check you have been entered for the exams you think you should.  Check details of date, time and duration of 
exam. If you find any errors you should inform the exams office immediately by emailing exams@campden.school.  
If you see that you have a clash on your timetable don’t worry, the Exams Officer will be aware of this and will make 
the necessary arrangements for one (or more) of those exams to be sat a different time.  This may be earlier or 
later in the day with a break in between, or one straight after the other.  In VERY exceptional circumstances, it may 
be necessary for one exam to be sat the next day.   
 
Nearer to the exams you will receive your final timetable which gives details of rooms and seats for your exams, 
and will address any clashes.  Extra time will be calculated on this timetable, if this is applicable.  Your personal 
timetable can also be viewed on Edulink.  JCQ expect students to be available up to and including the contingency 
date which is published each year. 
 
Contingency day – Summer exams 
The awarding bodies have a designated ‘contingency day’ for examinations.  This is in the event of national or local 
disruption to examinations.  It is part of the awarding bodies’ standard contingency planning for examinations.  You 
should be available up to and including this date on the exams calendar. 
The contingency date for 2021 is still to be agreed. 
 
What to do if you identify you have two or more exam papers timetabled at the same time (a timetable clash) 
Sometimes there is an exam timetable clash when two or more exams start at the same time.  If these are for the 
same subject this is intentional on the part of the board and the exams are meant to run one after another 
(languages).  
 
If not, please do not be alarmed; this will be picked up the Examinations Officer who will make arrangements for 
one of the papers to be taken at a different time on the same day.  The clash will be addressed in your final exam 
timetable which tells you which room you are in. 
 
If the total duration of exams is 3 hours or less for an exams session (am or pm), including any extra time, the 
examinations MUST be held one straight after the other, this is called a follow on.  Students will be given the 
opportunity for toilet breaks, but no other break.   
 
If the total duration is more than 3 hours, the candidate will have to remain under supervision in isolation between 
the two papers. When an exam is moved from a morning to an afternoon session because of an exam clash, the 
candidate will be supervised over lunchtime.  Candidates will be escorted to and from exam rooms under exam 
conditions 

https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/exams-office/information-for-candidates-documents
mailto:exams@campden.school
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Isolation conditions are as follows: 

 You may bring food, drink, study books, reading book for your isolation between exams.  Prior to your first 
exam, leave what you need for your isolation and any relevant material for the following in a secure place that 
the invigilator specifies.   

 You must leave for phone at reception, as normal before your first exam and you will not be able to collect this 
until after your isolation period and your final exam. 

 You may be escorted from one exam room to different room for isolation and/or another exam. 

 An invigilator will be with you at all times. 

 You will have to be escorted to the toilet.   

 You may not speak to any other student or member of staff that you meet.   

 You may only speak to the invigilator and other student(s) in isolation with you, unless other students in the 
room are doing another exam, when there must be silence. 

 You must deposit any relevant material for the following exam outside the exam room when instructed to do 
so. 

 
In VERY rare cases it may be necessary for a paper to be done the next day and it is a requirement that the candidate 
is supervised overnight.  This is essential to avoid compromising the integrity of the examination and needs to be 
organised well in advance.   
 
If you know you have a clash and have not received additional information regarding clash examinations by the end 
of April, please see the Exams Officer.   
 
Where you will take your exams 
At Chipping Campden School most exams take place in the Sports Hall, Gym and Drama Studios.  Music, art and 
language classrooms are used for the music, art and language speaking exams. 
 
What time your exams will start and finish 
The Examination boards’ published start times for exams are 0900 for morning sessions and 1330 for afternoon 
sessions.  Centres are permitted to schedule exams half an hour either side of the published start times.  Morning 
A Levels exams at Chipping Campden School are scheduled for 0900 and GCSE exams at Chipping Campden School 
are scheduled for 0930, ALL afternoon exams are scheduled for 1330.  Students who arrive after 1000 for morning 
exams and after 1430 for afternoon exams are considered ‘VERY LATE’ by the exam boards and these papers are 
normally NOT MARKED and will get a zero. 
 
The length of examination papers varies and sometimes afternoon exams will not finish until after School is finished.  
Students and parents should be aware of this and make arrangements for getting home.  Students will not be 
allowed out of an exam early for any reason.  Some students may also receive an allowance of extra time for the 
examinations and so their finishing times will be later.  Students should use all of the available time on their exams 
and spend any time at the end checking their answers.  Students must sit quietly at their desk so as not to disturb 
other students. 
 
Timings for some papers may deviate from this pattern and the students will be made aware of this.  It is the 
students’ responsibility to be aware of the start time of each exam.  Please ensure your son/daughter checks his/her 
exam commitments for each day on the previous evening. 
 
Supervision and behaviour during your exams 
The invigilators are experienced in exam procedures and subject to strict regulation and police checks.  They usually 
work in teams and can contact the Examinations Officer to resolve any issues.  Invigilators supervise mock 
examinations in order that students are familiar with people and procedures. 
 
Good behaviour is expected in an examination, as any activities that may disturb or upset other students will not 
be tolerated.  The Principal, Vice Principle and Examinations Officer have the power to remove disruptive students.   
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Students are asked to wait quietly outside the exam venue.  External invigilators will supervise students under the 
direct management of the Examinations Officer.  Students must follow the invigilators instructions at all times.  
Students must enter and leave the exam room in silence.  Once dismissed, they must remain silent until they are 
outside the school, so as to avoid disturbance of other students who may still be doing exams.  Students who try to 
communicate with other students inside the venue, or who create a disturbance in the examination room will be 
asked to leave, and the circumstances will be reported to the examination board.  This may result in the candidate 
not receiving a grade for the whole of that examination. 
 
Exam room conditions 
The JCQ Warning to Candidates poster will be displayed outside each exam room. You must note all the warnings, 
link here: JCQ Warning to Candidates Poster 
 
The invigilators or a member of the Senior Leadership Team will call students into the room when they are ready 
for them.  

 candidates are under formal exam conditions from the moment they enter the exam room until they are given 
permission to leave by the invigilator and have left the exam room 

 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 is displayed in the exam room: centre number, subject title, paper number; and the 
actual starting and finishing times, and date, of each exam 

 Papers will already be on exam desks, these must not be opened or written on until the invigilator tells you to 
do so.  

 Candidates’ first name and surname and candidate number must match their entry information (write your 
details as they appear on your desk card). 

 Raise your hand to request additional answer sheets and name each additional sheet used.  Number the 
questions on the additional sheet. 

 
Where you will sit in the exam room 
Candidates are seated according to the seating plan created by the Exams Officer.  A copy of the seating plan is 
always displayed on the noticeboard by Central Block entrance.  Candidates must be seated in candidate number 
order except for students with an access arrangement.  Candidate number order is not necessarily alphabetical.  
Students with access arrangements might be seated in a different area of the main exam room or in a different 
room.  Your room and seat number can also be found on your final timetable.  If you cannot find your seat ask the 
invigilator to help you.  Always check your timetable the night before your exam. 
 
How your identity is confirmed in the exam room 
Students are provided with ID cards which should be placed on the desk as soon as you are seated in the exam 
room.  Private, external or transferred candidates not known to the school must show photographic documentary 
evidence to prove that he/she is the same person who entered/registered for the examination/assessment, e.g. 
passport or photographic driving licence. 
 
What equipment you need to bring to your exams 
Students should bring writing equipment, coloured pencils, erasers etc. in a transparent plastic bag or pencil case.  
Non-transparent pencil boxes or cases will not be permitted in the examination room.  Pens should be black biro.  
Some subject papers will require the use of set texts, and students will be advised by their subject teachers about 
this.   
 
No gel pen or highlighter is permitted on any answer booklets.  Students are responsible for ensuring that they 
bring everything they need to the examination. 
 
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.  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 by candidates.  

https://www.jcq.org.uk/exams-office/exam-room-posters/
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Where the use of a calculator is allowed, candidates are responsible for making sure that their calculators meet the 
awarding bodies’ regulations…                                                                                                              [ICE 10] 

 
The use, or attempted use, of calculators with unauthorised facilities will be regarded as malpractice.  Retrieval of 
information and/or programs during the examination is an infringement of the regulations.  Students are 
responsible for clearing any information and/or program before the examination. 
 
What you should not bring into the exam room 
The JCQ Unauthorised Items 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.”  See the poster here: JCQ No Mobile Phones Poster this includes ipods, 
MP3/4 players, smart watches or other potential technological or web enabled sources of information. 
 
If a phone or other unauthorised device, notes or writing on hands is found in a candidate’s possession the usual 
sanction is for the paper to be granted a zero mark at the very least.  We MUST report all matters of suspected 
malpractice.  Further details can be found in the JCQ malpractice policy JCQ Malpractice policy. 
Other items that should not be brought into the exam room are: 

 Tippex or correction pens. (Students should cross through work they do not wish to be marked) 

 Notes, papers and text books etc. (These are only allowed in certain exams and students will be informed by 
the subject teachers in advance.) 

 Lucky mascots  

 Watches are allowed at Chipping Campden School but MUST be placed on desks 
 
Food and drink in exam rooms 
Students may bring still water in a small bottle with no label or writing on into the exam room.  No food or chewing 
gum is allowed in the exam room, except for students under isolation. 
 
What you should wear for your exams 
Examinations are a school activity and students must wear school uniform relevant to their Year.  We ask for the 
co-operation of parents in ensuring students are correctly dressed as we wish to avoid causing stress to students in 
the examination room by pointing out when they are not in correct uniform or appropriate dress for Sixth Form 
students.  All students know the uniform rules and it is their responsibility to ensure they observe them.  Students 
not dressed properly or modestly will not be permitted to sit exams.  Jackets, jumpers or other clothing are not 
allowed over the backs of the chairs.  Students must not bring coats and baggage into the examination room. 
 
  

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
https://www.jcq.org.uk/wp-content/uploads/2020/08/Unauthorised-Items-poster.pdf
https://www.jcq.org.uk/exams-office/malpractice
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Where your personal belongings will be stored during your exam 
The regulations state that mobile phones are not to be brought into examination rooms under any circumstances.  
Any student found to have a phone in the exam room will be reported to the appropriate examination board.  
Should this happen they are likely to be disqualified from that paper and possibly from the whole examination in 
that subject.  It is a very serious offence and our advice is that if possible the phone should not be brought to school.   

 If you do bring a mobile phone to school it must be handed in to reception prior to the exam. 

 It is your responsibility to ensure that your mobile phone is labelled with a school number and switched off 
when handed in, and collected by you only. 

Bags and coats must be left outside the exam room (except for mocks) 
 
What to do if you arrive late for an exam 
If you have got the timing of the examination wrong and have missed the starting time, you should telephone the 
school immediately and get a message to the Examinations Officer.  Mobile phones should be handed to someone 
else as soon as it is apparent that a student will be late.  Students will always be permitted to sit the exam.  As soon 
as the student is in the care of a member of the exams or senior leadership team, exam conditions can be 
implemented.  Students will be given a few minutes to gather themselves before they start the exam.  Students 
who arrive after 1000 for morning exams and after 1430 for afternoon exams are considered “VERY LATE” by the 
exam boards and these papers are normally NOT MARKED and will get a zero.  If we know that a student does not 
have access to their phone this MIGHT be considered more favourably by the exam board. 
 
What to do if you are unwell on the day of an exam 
If you feel too unwell to sit the exam or if you feel that your illness affected your performance in the exam, the 
Exam Officer may apply to the exam board for special consideration on your behalf.  On those occasions it is 
important to see or speak a doctor on the day of the exam and obtain a letter stating the nature of the illness and 
how it has affected your ability to sit the exam.  Retrospective information is not accepted by the examination 
boards and the doctors’ letters must be forwarded to the Examinations Officer without delay, as an application 
must be made straight away.   
 
As a result of an application of special consideration of this nature, the examining board may increase a mark by 1 
or 2% for a candidate who sits an exam while unwell.  If a candidate is unable to sit a paper through illness, the 
board may, after examining the doctor’s letter and any evidence of performance on other papers, decide to award 
a grade.  
 
Please telephone the school if your son/daughter will not be attending an examination or if he/she will be present 
but is unwell.  It is often helpful for the invigilator to be aware that a candidate is not feeling well. 
 
What happens if you have an unauthorised absence from an exam 
If a student does not turn up for an exam, an attempt will be made to contact them immediately, if no explanation 
has been received. 
 
A student who does not attend an examination and does not present a doctor’s note, or a satisfactory reason for a 
request for special consideration, will receive a grade based only on those elements of the examinations which 
have been marked (provided the acceptable percentage of work has been completed for that course).  Chipping 
Campden School will invoice parents the exam fees if a candidate does not turn up for an examination for an 
unacceptable reason.  It is in all our interests to ensure that the school’s examination budget is not wasted. 
 
What do I need to do if a student has problems that may affect his/her examination performance? 
Any illness, or family circumstances, which may affect examination performance, arising shortly before or during 
the exams, should be notified as soon as possible to the Examinations Officer so that an application for special 
consideration can be made to the boards.  Parents should be aware that any adjustment is likely to be small and 
that no feedback is ever provided.   
 
Any long term illness or disability which may affect examination performance should be brought to the attention 
of the SENCo (Mrs Troth) as early as possible in a course of study so that reasonable adjustments can be considered.  
Special consideration is not granted for long term illness or disability. 
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What happens in the event of an emergency in the exam room 
Invigilators explain at the beginning of each exam what the procedures are if there is an emergency in the exam.  If 
the exam room has to be evacuated or there is a lock down you will be offered the full time of your exam once the 
emergency is over.  The exam boards will be informed and an application for special consideration will be made. 
 
Candidates with access arrangements 
Access arrangements are strictly authorised by the SENCo.  Students who are considered to need an access 
arrangement are identified by the end of year 9 and are tested by the School’s Access Arrangements Assessor.  After 
testing, if the SENCo considers an access arrangement appropriate, an online application will be made for the 
relevant adjustment.  Access arrangements are discussed with the student and parent at parents’ evening and are 
implemented in the year 10 mock examinations.  A body of evidence is kept to monitor the necessity of, or the need 
to change, the access arrangement.  Teachers should ensure that access arrangements are implemented in other 
internal assessments.   
 
Students with extra time or a word processor will be seated in the main exam room.  Students with a reader, scribe, 
prompter or practical assistant will be seated in an appropriate room.  Candidates are informed of their final access 
arrangement with their exam timetable.  The letter contains information about any instances where the access 
arrangement will not be applied. 
 
Alleged, suspected or actual incidents of malpractice 
Malpractice is the term that the exam boards use for any irregularity, or breach of the regulations of any form. The 
Examinations Officer MUST report all infringements to the appropriate body and they will decide on what action to 
take based on the nature of the infringement.  The exam boards take the integrity of exams very seriously and it is 
important that students follow the Examinations Officer’s instructions carefully.  JCQ Malpractice Policy can be 
found here: JCQ Malpractice policy.  The policy contains a table of offences graded according to levels of seriousness 
and showing appropriate ranges of penalties applied to candidates. 
 
Results 
Result day for GCEs is normally the second Thursday of August and for GCSEs the third Thursday of August.  
However, due to the effects of Covid-19, Summer 2021 results will be held on Tuesday 24th August for GCE/L3 
qualifications, and Friday 27th August for GCSE/L1/L2 qualifications.   
 
Results will normally be available for collection from 9am, and you will be directed to an area to collect your results.  
However, please note these timings may change, so please refer to the latest results information sent out closer to 
the day.  Members of the Senior Leadership Team will be available to discuss results.  Students wishing for a relative 
or friend to collect their results must inform the Exams Officer by email (exams@campden.school) before the end 
of the summer term.   
 
If you cannot come in to collect your results (because you are on holiday, for example) you must inform the Exams 
Officer by email (exams@campden.school) before the end of the summer term so that alternative arrangements 
can be agreed. 
 
Results not collected by 2pm on the day after their release will be posted to the home address we currently have 
on our computer system. Please check this is up to date if you have moved home while at the school. 
 
Post-results services 
Examinations can only measure performance on the day; students can do better or worse than anticipated for a 
variety of reasons.  It is advisable to discuss your results with your teacher or a member of the Senior Leadership 
Team as soon as possible, preferably on results day.  You may decide to obtain a copy of the script and mark scheme 
before proceeding to a Review of Results (ROR).  Fees are applicable for all post results services, these vary 
according to board and course.  Forms and fees are available on results day and will also be available to download 
from the school website.  Reviews of results may only be made through school and with the agreement of a teacher 
or senior leader.  If you wish to appeal the school’s decision to not support your request for a review of marking, 
please refer to the school’s Internal Appeals Procedures policy on the website. 
 
  

https://www.jcq.org.uk/exams-office/malpractice
mailto:exams@campden.school
mailto:exams@campden.school
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The following post-results services are offered by the boards, it is important to note that NONE of these is a RE-
MARK of an exam paper.  Papers are reviewed to ensure the mark scheme has been applied correctly.  Forms 
must be completed, signed by candidate and appropriate teacher, and returned with the correct fee within the 
deadline before requests are submitted to the board.  All forms will be kept in the exams office for at least 6 
months.  Deadlines are made clear on the letter issued with statements of results on results days. 
 
Access to Scripts (ATS) for students 
You may wish to receive a copy of your script before you decide to request a Review of the Marking, however, it is 
not advisable to use this service if you are likely to need a Priority Review of Marking.  
 
Access to Scripts (ATS) to aid teaching and learning 
Teachers may ask you if they may request your script for the purposed of supporting teaching and learning within 
the school.  Your permission must be sought on or after the publication of the results and the school will pay the 
fees.  You might find a form attached to your results envelope, if you are happy for the teacher to use your script 
please sign and return the form as soon as possible.  Teachers must remove your name and candidate number 
before using the script.  
 
Service 1:  Clerical re-check (ROR) 
This service will include the following checks: 

• that all parts of the script have been marked; 
• the totalling of marks; 
• the recording of marks; 

 

Please Note: THIS SERVICE DOES NOT INCLUDE A REVIEW OF MARKING 
 
Service 2:  Review of marking 
This service will include:  
• the clerical re-checks detailed in Service 1; 
• a review of the original marking to ensure that the agreed mark scheme has been applied correctly 
 

Priority Service 2:  Mark review  
This service is only an option if your place on a higher education course is in jeopardy (year 13 students only).  
Any applications not meeting these criteria will be treated as normal Service 2 requests.  
 
It is possible that your mark may go DOWN as well as up, potentially affecting your overall grade.  If your script 
mark goes up the fee will be refunded.  Exam boards do not refund fees if the result remains unchanged or goes 
down.  Fees are never refunded for a returned script.   
 
Review of Moderation  
If a qualification has an internally marked element, the school must submit a sample of work marked by teachers 
to an independent moderator to ensure that the school’s marking is in line with that set out by the board.  Internal 
marks can, therefore, be changed.  Candidates cannot request an individual review of a moderated mark.  If the 
school disagrees with a change to internal marks they can request a review of the moderation.  This involves a 
review of the internal marks for the whole cohort concerned.  Marks may go up or stay the same.  Marks will not 
go down. 
 
Certificates 
The examination boards issue certificates well after the examinations have taken place (October or November for 
summer exams and January or February for November exams).  Students still in school will be notified when they 
have arrived and are required to collect certificates in person from Reception.  Leavers will be sent their certificates 
in the post by recorded mail to the last held address on the school system.  If we cannot deliver certificates you 
may have to pay for replacements at a later date, they cost about £50 from each board.  So it is imperative that we 
have the correct address on file.  Certificates will be kept for 2 years before they are destroyed securely. 
 
Complaints and appeals procedure 
Please refer to the School’s Complaints policy which can found on the school website. 


