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Introduction 

Lincoln Christs Hospital 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 this handbook 

 

 To complement the candidate briefing session/assembly 

 To ensure candidates are provided with all 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 posters are 

provided in advance of any exams/assessments being taken 

 To answer any questions candidates may have etc. 

Malpractice 

 ‘Malpractice’, means any act, default or practice which is a breach of the Regulations or which: 

• gives rise to prejudice to candidates; and/or 

• compromises public confidence in qualifications; and/or 

• compromises, attempts to compromise or may compromise the process of assessment, the integrity 
of any qualification or the validity of a result or certificate; and/or 

• damages the authority, reputation or credibility of any awarding body or centre or any officer, 
employee or agent of any awarding body or centre. 

Malpractice may or may not relate directly to sitting an examination. Awarding bodies are aware of 
the possibility of novel or unexpected forms of malpractice emerging as technologies and the nature 
and organisation of examination centres change. 

 
Further examples of Malpractice can be found within the following document 
https://www.jcq.org.uk/wp-content/uploads/2021/09/Malpractice_21-22_FINAL.pdf 
 
You also need to know that the following would be malpractice:  

• 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.  

 

 

Copyright 

The copyright in all question papers, on-screen assessments and computer-based assessments created 
by an awarding body belongs to that awarding body. Unless otherwise expressly stated in any question 
papers which are subject-specific, the awarding bodies grant the centres a non-exclusive, non-
transferable licence to use the question papers for the purpose only of preparing future groups of 
candidates for mock examinations and other internal centre tests. 

 
 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 

https://www.jcq.org.uk/wp-content/uploads/2021/09/Malpractice_21-22_FINAL.pdf
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 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 

  

Coursework assessments/non-examination assessments 

These assessments are similar to exams and contribute to the student’s final grade.  There are strict 
JCQ regulations for these assessments.  Please read the relevant JCQ information for candidates on 
the school website in the student area, in the exams section. 

Assessments take place throughout the duration of the course and are organised by Heads of Subject 
and teaching staff.  Candidates will be informed about assessments and the deadlines for the 
completion of the assessments in advance by their subject teacher. 

Assessments are internally assessed and marked by the subject teachers and are then 

externally moderated by the awarding organisation.  Subject teachers will inform 
candidates of provisional internal assessment marks.  However, these marks are subject 
to external moderation and can, occasionally, be amended during this process. 

 

Written timetabled exams 

Once exam entries have been collated from teachers, students are issued with a statement of entry 
and are required to check that their personal details (e.g. name spellings and date of birth) and exam 
entries are correct.  If the information is not correct, students should inform the Exams Officer as soon 
as possible. 

Approximately 6 weeks before the written timetabled exams commence, candidates will be issued with 
a final exam timetable which included the date and time of all of their exams, exam room and seat 
number. 

Students can access the JCQ ‘Information for Candidates’ document which details the exam 
regulations.  This can be found on the school website and is also in Appendix One of this document. 

 

Contingency day - Summer 2022  

”The awarding bodies have designated Wednesday 29th June 2022 as a ‘contingency day’ for 
examinations. This is consistent with the qualification regulators’ document Exam system 
contingency plan: England, Wales and Northern Ireland -  

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.  

Students should therefore ensure that they are available on this day in case of rearranged exams. 

On-screen tests 

Please see Appendix Two for regulations. 

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

In the instance of two or more exams in one session we may decide: 

The order in which to hold the exams. 
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Give candidates a short supervised break between papers within a session. 

If the total time of two or more exams in one session is more than three hours including extra time 
and/or supervised rest breaks you may conduct an exam in a later or earlier session within the same 
day (no paperwork required or prior permission needed from the awarding body), but “clash” 
candidates must be adequately supervised. 

Where you will take your exams 

Exams are normally located in the Sports Hall or Gymnasium, however other venues are used 
dependent upon the number of candidates for the examination.  Exam rooms and seat numbers are 
detailed on the candidate’s exam timetable. 

What time your exams will start and finish 

Morning exams begin at 9:30 and afternoon exams commence at 13:30.  However, please be aware 
that start times for individual students may vary due to exam clashes or other circumstances.  
Candidates must refer to their individual exam timetable to check for start times of each exam. 

Exam candidates are required to stay in the exams room for the full duration of each exam. 

Some examinations will finish after the end of the school day.  Students and families 
should be aware of the exam finish time in order to make appropriate arrangements for 
travel home.  For students who catch the school bus, exams may finish after the buses 
have departed and therefore alternative arrangements need to be made. 

Supervision during your exams 

Exams are supervised by a team of invigilators who are employed by LCHS.  Invigilators have to follow 
strict rules and regulations when conducting exams as directed by the JCQ and awarding bodies. 

Invigilators receive full training on an annual basis and are kept informed of any changes to school 
exam procedures and JCQ regulations.   

Exam room conditions 

Exam candidates should arrive at the exam venue a minimum of 15 minutes prior to the start time.  
For all GCSE exams and some Vocational and A Level examinations there will be a revision period 
before the exam and students will be instructed as to when they need to move to the exam venue. 

Most examinations take place in the Sports Hall or Gymnasium.  Candidates are required to place their 
bags, coats and other belongings which are not required for the exam in the PE changing rooms.  
These rooms will remain locked for the duration of the exam. 

Candidates line up in the Junior Playground after leaving their belongings in the changing rooms.  
Lining up is based on the row (letter) of the seat in the seating plan.  When candidates are invited to 
enter the PE block, they are expected to be silent.  Absolute silence must be maintained in the Sports 
Hall or Gymnasium from entry to the exam until exit from it.  Students are required to be silent until 
they have collected their belongings and left the PE block.  This is because other students may well 
be sitting exams of a longer duration or have access arrangements which require them to work for 
longer time. 

Candidates whose exam venue is different to that of the Sports Hall or Gymnasium will receive 
instructions directly from the invigilators as to what the expectations are with storage of belongings 
and how to line up ready for the exam. 

Candidates must listen to the instructions of the invigilators and follow these instructions accurately.  
There must be no communication between candidates, whether this be verbal, visual, gesture or 
auditory.  Communication of any kind contravenes the JCQ regulations. 
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Information detailing the exam centre number, the exam title, the start and finish times are clearly 
displayed in the exam room.  The Lead Invigilator will read out the JCQ announcement, followed by 
specific instructions for the completion of the exam. 

Candidates are responsible for producing legible handwriting in their exams and for completing their 
answer booklet following the instructions of the Lead Invigilator.  At no point should candidates draw 
or doodle in the exam answers unless directed to do so by the exam question.  Inappropriate material 
produced by an exam candidate contravenes the regulations of the JCQ. 

Where you will sit in the exam room 

Students will have details of their exam room and seat number for each exam on their final exam 
timetable which is issued 6 weeks prior to the commencement of the exams. 

Should this timetable be ‘lost’ it is essential that the student speak to their Progress Leader, Pastoral 
Manager or the Exams officer to receive a replacement copy.   

Sitting in the correct seat is essential, as other candidates may well not be sitting the same exam 

paper and invigilators are required to confirm candidate attendance based on the seating plan. 

Desks will be labelled with the row letter and seat number.  In larger exam venues there will be 
signage on the walls to indicate the row letter and seat number. 

If a candidate is unsure where to sit, they should discretely ask an invigilator for help.   

How your identity is confirmed in the exam room 

Exam candidates are identified by members of centre staff and are expected to be in school uniform 
up to the end of Year 11.  Seating in the correct seat is essential for invigilators to be able to efficiently 
confirm attendance and also for the exam to start on time. 

Sixth Form students are required to wear their Sixth Form ID badge and lanyard.  This may be placed 
on the exam desk facing upwards. 

Private candidates are required to provide photographic ID upon entering examinations.  The 

acceptable forms of photographic ID are Passport or Driving Licence. 

What equipment you need to bring to your exams 

Candidates are required to bring the following equipment to all of their exams in a clear pencil case or 

clear plastic bag.  The pencil case or bag must be transparent.  

 2 black Pens (at least) 

 Pencil (HB or darker) 

 Ruler 

 Eraser 

 Compass 

 Protractor 

 Scientific Calculator (for relevant exams) 

Any other subject specific equipment allowed by the specific qualification 

Candidates are responsible for ensuring their equipment is in full working order and are advised to 

check the batteries in their calculator. 

In the event of equipment malfunction during an exam, candidates should raise a hand clearly to 

attract the attention of an invigilator who will endeavour to assist.  We do carry a small amount of 

replacement equipment in each exam venue for this purpose.  Candidates who have an equipment 

malfunction will supersede the needs of any candidate who has failed to bring the necessary 

equipment. 



8 

Using calculators 

The instructions on the question paper will say whether calculators are not allowed or if 

they are expected to be used in the exam. If the instructions do not include either of 

these statements, calculators are treated as standard equipment and may be used by 

candidates.  

 

(Captured from JCQ Instructions for conducting examinations 2021-2022, section 10.3 on 10 September 2021) 

 

What you should not bring into the exam room 

Candidates are not allowed to bring any of the following into the exam room; 

 Handwritten notes or notes on any part of the body. 
 Mobile Phones / Smart Phones 

 MP3 / MP4 players 
 Watches 

If a candidate is unsure as to whether or not they can bring an item into an exam, then they should 
ask a member of the invigilation team prior to the start of the exam.  Candidates found with 
unauthorised equipment during the exam will immediately be reported to the awarding body and will 
be subject to being reported for malpractice and penalised by the awarding body.  Any such penalty 
is likely to start with disqualification of all marks from the examination ranging to the loss of all marks 
from all qualifications and a ban from sitting future exams with any awarding body. 

 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Food and drink in exam rooms 

Candidates are encouraged to bring a drink of water in a clear bottle with all labels removed and no 
writing printed onto the bottle. 

Food is not allowed in the exam room, unless it has previously been agreed with the Exams Officer in 

exceptional circumstances. 

What you should wear for your exams 

Full school uniform must be worn for all exams for students up to the end of Year 11.  Sixth Form 
students should dress appropriately, in accordance with the LCHS Sixth Form Dress Code. 

Please be aware that temperatures in the Sports Hall and Gymnasium vary depending on the time of 
year.  Candidates should dress appropriately with this in mind.   

Where your personal belongings will be stored during your exam 

Overtype here your centre’s arrangements where bags, coats, unauthorised items including switched 
off mobile phones, watches etc. will be stored 

What to do if you arrive late for your exam 

Candidates should make every effort to arrive at school early on exam days.  However, if candidates 
are late on the day of the exam, they should report to Student Reception to sign in, informing the 
receptionist that they have an exam.  A member of the year team or exams team will then escort them 
to the exam. 

Students who are late should ensure that they turn off their mobile phone at the start time of the 
exam in order to be able to provide that they have received nor made no communication since the 
start of the exam. 

Where possible, late exam candidates will be allowed to take the full time allowance for the exam. 

If candidates arrive more than half an hour late from the published start time on the exam timetable, 
this will be reported to the awarding body who will then decide whether to mark the candidate’s script 
or not. 

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

If a candidate feels unwell on the day of an exam, then the parent / carer should inform the school at 
the earliest convenience.   

If the candidate is seriously unwell and unable to attend school for the exam, the parent / carer should 
inform the Exams Officer of the illness and is required to have taken their child for a medical 
appointment and obtained medical evidence of the illness. 

If the candidate feels unwell and are able to attempt to complete the exam, they should inform the 
Progress Leader, Pastoral Manager or a member of the exams team when they arrive at school.  The 
candidate will be closely monitored during the exam and the Exams Officer will inform the awarding 
body of the situation. 

If a candidate starts to feel unwell during an exam, they should put their hand up to alert the 
invigilation team.  If medical attention is required, the candidate will be allowed to leave the exam 
room temporarily under the supervision of an invigilator.  A decision will then be made as to whether 
the candidate can carry on with the exam.  The Exams Officer will inform the awarding body of the 
situation. 
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What happens if you have an unauthorised absence from your exam 

If a student misses an exam for any unauthorised reason, such as a holiday or truancy, their family 
will be required to pay the exam entry fee for the exam missed.  Please note that any missed exams 
due to unauthorised reasons will have a hugely negative impact on the final result for the qualification. 

What happens in the event of an emergency in the exam room 

If the fire alarm sounds during an exam, the candidates will receive clear instructions from the Lead 
Invigilator.  If the exam venue requires to be evacuated, candidates will be asked to stop working and 
will be removed from the exam venue in complete silence.  Candidates are still under exam conditions 
and therefore any form of communication during the emergency will contravene the regulations of the 
JCQ. 

Any disruption by a candidate would result in the Exams Officer reporting to the awarding body. 

Candidates with access arrangements/reasonable adjustments 

Candidates will be assessed for access arrangements by the designated centre assessor, the Deputy 
SENDCO.  Students will be tested and access arrangements will be finalised whilst students are in Year 
9 to ensure that suitable arrangements are in place at the start of examination courses. 

Students and parents / carers will be kept informed of the outcome of tests and appropriate 
arrangements will be put in place.  The Exams Officer will be informed of students’ requirements and 
will make suitable arrangements for written exams utilising the most appropriate exam rooms and 
resources available. 

Results 

Results days for 2022 are as follows: 

A Level & Level 3 Vocational Results Day – Thursday 18th August 09:00 – 12:00 

GCSE & Level 2 Vocational Results Day – Thursday 25th August 09:00 – 12:00 

Candidates should collect their results in person.  There may be some certificates which can be 
collected on Results Day which require a signature to confirm receipt. 

If candidates are not able to collect their results envelope themselves, they may nominate another 
person e.g. a family member or close friend.  In this instance, please provide a letter to the Exams 
Officer explaining who the nominated person will be, which is also signed and dated.  The nominated 
person, unless a student of the school, is required to bring photo ID in the form of a passport or driving 
licence to confirm identity. 

Uncollected results will be held in school for the candidate to collect from Main Reception.  Other than 
the Results Days, school will not be open until Monday 5th September.    

 

Post-results services 

Full details of post-results services, including deadlines and fees will be included in the results 
envelope.  If a candidate would like to apply for post-results services, they should complete the 
necessary application, sign to give consent and pay for the service.  No post results services will be 
ordered without payment. 

Candidates are advised to consult centre staff, ideally the subject teacher, Head of Subject, Progress 
Leader or Senior Leader before ordering the post-result service. 

In the result that the post result service leads to a change in grade, the candidate would receive a full 

refund of the fee they have paid. 

In exceptional circumstances, the school may approach candidates about post results services and pay 
for the service.   
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Certificates 

Following the summer exam season and post results period, certificates arrive into the centre in 
October and are usually ready for collection from the first week in November.  We will publicise 
certificate collection days to students in the Sixth Form and through social media for those students 
who have left the school. 

Students are strongly advised to collect certificates as these are legal documents which will be required 
for university and employment.  Certificates are extremely expensive to replace from the awarding 
bodies. 

Certificates should be collected in person.  If this is not possible, then specific arrangements need to 
be made with the Exams Officer to nominate a third party to collect these documents.  The nominated 
person collecting the certificate will need to have a signed letter from the candidate as well as photo 
ID in the form of a passport or driving licence. 

Internal appeals procedures 

The appeals procedure for internally assessed non-examination assessment is available on the school 
website in the student area and exam section. 

If you require any advice on this, please contact the Exams Officer as soon as possible. 

Complaints and appeals procedure 

If candidates wish to complain or appeal about the administration of any type of exam or non-
examined assessment, they should refer to the LCHS Complaints Procedure which is available on the 
school website, in the policy link of the parents section and then in the Statutory section.   
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Appendix 1 

JCQ Information for candidates - coursework 

You must read this information if you are undertaking qualifications that contain elements of coursework 

assessment. 

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-Coursework_Assessments_2021_v4.pdf 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-Coursework_Assessments_2021_v4.pdf
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Appendix 2 

JCQ Information for candidates – non-examination assessments 

You must read this information if you are undertaking qualifications that contain components of non-

examination assessment.  

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-NE_Assessments_2021_v4.pdf 

 

 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-NE_Assessments_2021_v4.pdf
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Appendix 3 

JCQ Information for candidates – on-screen tests 

You must read this information if you will be taking any externally assessed on-screen tests as part of 

your qualification(s). 

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-On-Screen_Examinations_2021_v3.pdf 

 

 

  

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-On-Screen_Examinations_2021_v3.pdf
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Appendix 4 

JCQ Information for candidates – written exams 

You must read this information before you take any externally assessed timetabled written exams.  

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-Written_Examinations_2021_v5.pdf 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-Written_Examinations_2021_v5.pdf
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Appendix 5 

JCQ Information for candidates – Privacy Notice 

You must read this notice as it contains “Information About You and How We Use It”                                                                

https://www.jcq.org.uk/wp-content/uploads/2021/09/Information-for-candidates-Privacy-Notice_21-
22.pdf 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/09/Information-for-candidates-Privacy-Notice_21-22.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/09/Information-for-candidates-Privacy-Notice_21-22.pdf
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Appendix 6 

JCQ Information for candidates – social media 

You must read this information to help you stay within examination/assessment regulations when using 

social media.  

https://www.jcq.org.uk/wp-content/uploads/2021/09/Social-Media-Information-for-
Candidates_Final.pdf 

 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/09/Social-Media-Information-for-Candidates_Final.pdf
https://www.jcq.org.uk/wp-content/uploads/2021/09/Social-Media-Information-for-Candidates_Final.pdf
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Appendix 7 

JCQ Unauthorised items poster 

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.” 

https://www.jcq.org.uk/wp-content/uploads/2022/03/2022-Unauthorised-Items-poster.pdf 

 

 

 

  

https://www.jcq.org.uk/wp-content/uploads/2022/03/2022-Unauthorised-Items-poster.pdf
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Appendix 8 

JCQ Warning to candidates poster 

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

 

https://www.jcq.org.uk/wp-content/uploads/2021/07/Warning-to-Candidates-20122.pdf 

 

 

https://www.jcq.org.uk/wp-content/uploads/2021/07/Warning-to-Candidates-20122.pdf

