
Examination 

Assembly 2023



Exam regulations are strict and even small infringements can have serious 
consequences

This is an excellent centre and we have an excellent track record for ensuring 
exams are conducted properly so that all students can achieve their very best

It is essential that you understand the key rules and procedures which I will share 
with you 



A single voice that 
represents the exam 
boards 



1. Be on time for all your exams. If you are late, your work might 
not be accepted. 

2. Do not become involved in any unfair or dishonest practice 
during the exam. 

3. If you try to cheat, or break the rules in any way, you could be 
disqualified from all your subjects.

The regulations



You must not take into the exam room: 
(a)notes; 
(b)an iPod, a mobile phone, a MP3/4 player or similar device, a watch, AirPods, 

earphones/earbuds. 

If you have a watch, the invigilator will ask you to hand it to them. 

Any pencil cases taken into the exam room must be see-through. 

Hats/ hoods up

Remember: possession of unauthorised material is breaking the rules, even if you do 
not intend to use it, and you will be subject to penalty and possible disqualification.

Prohibited items 



Do not use correcting pens, fluid or tape, erasable pens, 
highlighters or gel pens in your answers. 

Do not talk to or try to communicate with, or disturb other 
candidates once the exam has started. 

You must not write inappropriate, obscene or offensive material.

Do not borrow anything from another candidate during the exam

Some “must-nots”



If you leave the exam room 
unaccompanied by an invigilator 
before the exam has finished, you 
will not be allowed to return.



1. Know the dates and times of all your exams. Arrive at least ten minutes before the start of 
each exam.

2. If you arrive late for an exam, report to the invigilator running the exam.

3. If you arrive more than one hour after the published starting time for the exam, you may 
not be allowed to take it. 

4. Only take into the exam room the pens, pencils, erasers and any other equipment which 
you need for the exam. 

5. You must write clearly and in black ink. Coloured pencils or inks may only be used for 
diagrams, maps, charts, etc. unless the instructions printed on the front of the question 
paper state otherwise.

Be prepared



You may use a calculator unless you are told otherwise. If you use a 
calculator: 
(a)make sure it works properly; check that the batteries are working properly; 
(b)clear anything stored in it; 
(c)remove any parts such as cases, lids or covers which have printed 

instructions or formulae; 
(d)do not bring into the exam room any operating instructions or prepared 

programs.

Do not use a dictionary or computer spell checker unless you are told 
otherwise

Calculators/ spell checkers



Always listen to the invigilator. 

Always follow their instructions. 

Tell the invigilator at once if: 
(a)you think you have not been given the right question paper or all of 

the materials listed on the front of the paper; 
(b)the question paper is incomplete or badly printed. 

.

In the exam hall



Read carefully and follow the instructions printed on the question paper and/or on the answer 
booklet. 

Do not start writing anything until the invigilator tells you to fill in all the details required on the 
front of the question paper and/or the answer booklet before you start the exam. Do not open the 
question paper until you are instructed that the exam has begun. 

Remember to write your answers within the designated sections of the answer booklet

Do your rough work on the proper exam stationery. Cross it through and hand it in with your 
answers. Make sure you add your candidate details to any additional answer sheets that you use, 
including those used for rough work.

In the exam hall



If on the day of the exam you feel that your work may be affected by 
ill health or any other reason, tell the invigilator. 

Put up your hand during the exam if: 
(a)you have a problem and are in doubt about what you should do; 
(b)you do not feel well; 
(c)you need more paper. 

You must not ask for, and will not be given, any explanation of the 
questions.

Advice and assistance



If you have used more than one answer booklet and/or any 
supplementary answer sheets, place them in the correct order. 

Place any loose additional answer sheets inside your answer booklet. 

Make sure you add your candidate details to any additional answer sheets 
that you use. 

Do not leave the exam room until told to do so by the invigilator. 

Do not take any stationery from the exam room. This includes the question 
paper, answer booklets used or unused, rough work or any other 
materials provided for the exam.

At the end of the exam



• PLEASE TAKE TIME TO READ AND ADHERE  TO THE REGS - they are on the 
college website under STUDENT HUB ‘Exam Guidelines’, on Show My 
Homework, emailed to exam students yr10-yr13, and sent via the Parent 
App…       

• – it is in your best interest to read and adhere!





It is in the best interests of all our students if holidays are not taken in 
term time, as this has serious repercussions on teaching and revision 
leading up to examinations. 

Also - the JCQ/Exam Boards may have to move an examination to a 
different date later in a season which means it is important not to go on 
holiday until after the last date in that season has passed(not the last 
date on your timetable).

Holidays



GCSE Resits E & M: 7th November – 13th November 

Winter Internals: Art 12th- 13th December 
All other subjects 5th - 26th January

CAMTEC 11th – 17th January

Summer externals- May and June

End of Year tests – end of June beginning of July

Timeline



• So that we can process your exams electronically we need to share some of your 
personal data with a number of organisations. This data may relate to your health, 
medical condition or disability. In some cases, we may need to provide more detailed 
personal information to support any application for access arrangements being made 
on your behalf.

• These organisations are the Joint Council for Qualifications (JCQ) and the 
participating awarding bodies (AQA, CCEA, OCR, Pearson(Edexcel) and WJEC).

• Your application will be processed in line with the common standards, regulations 
and guidance developed by the Joint Council for Qualifications (JCQ) and the 
participating awarding bodies.

• If you are not happy for us to share your data please see the Exam Officer 
immediately. We will not use your data for any other purpose without your consent 
(unless authorised to do so by law).

Your data 



https://www.jcq.org.uk/wp-
content/uploads/2023/04/Inform
ation-for-candidates-Privacy-
Notice_21-22.pdf



Statement of entry

Not a timetable

Essential that you check 
it and inform us 
immediately if there are 
any issues 



You receive a copy of your exam timetable a couple of weeks before the start of 
the exam season 

IMPORTANT - Please arrive 10 minutes before start time for the pre-exam information, so that you can be seated 
and ready to listen to the Exam Regulation announcement in the Exam Room 5 minutes before start time.

Take a photograph in case you lose it…



Exam papers vary, please make sure you 
complete all information boxes on both 
the exam paper and supplementary 
answer papers 

& using LEGAL NAMES not known as 
names.  

If it is not completed properly it is YOUR 
responsibility. 

Only start writing your details when told 
to do so by the invigilator at the start of 
the exam.

Only start answering the paper when told 
to do so.



You should not leave the exam hall for any reason apart from an 
emergency.

You can only go to the toilet if you have a medical reason, or it is an 
emergency.

You will have to leave your blazer on your chair.

You will not be allowed to leave the examination hall without being 
checked for prohibited devices.

Use of the toilet



Bring the equipment you need in a clear pencil case.

Write in BLACK ballpoint pen(only use coloured pencils or inks for 
diagrams, do not use highlighter pens on your answers).

Water is only permitted in a clear unlabelled bottle and must be 
placed on the floor.

Leave anything you do not need outside the exam room.



MOBILE PHONE OR ELECTRONIC DEVICE:-
In candidates possession and evidence of it 
being used by candidate (penalties 5 - 9).

5 = disqualification from the unit. 

6 = disqualification from all units in one or more qualifications in series.

7 = disqualification from the whole qualification.

8 = disqualification from all qualifications taken in that series.

9 = barred from entering for examinations for a set period of time.

Potential penalties



Allowing Copying by another candidate 
Permitting examination script to be copied; showing

other candidates the answers 

2 = disqualification from the unit.

3 = disqualification from all units in one or more qualifications in series.

4 = disqualification from the whole qualification.     

Copying from another candidate
5 = disqualification from the unit. 

6 = disqualification from all units in one or more qualifications in series.

7 = disqualification from the whole qualification.

8 = disqualification from all qualifications taken in that series.

9 = barred from entering for examinations for a set period of time

Potential penalties



Our wonderful team



Find your seat, put your water bottle on the floor, sit quietly, face the front and await instructions. Do 
not write anything until asked to do so.

Listen to the invigilator.

To attract the invigilator’s attention raise your hand:
• if you do not have the right question paper.
• if the question paper is incomplete or badly printed.
• if something is wrong.

Emergency evacuation & regulations will be announced before each exam.



Year 10 EXAM 
Evacuation Day

During the Summer term internal exams, the college conducts an 
emergency evacuation from exam rooms so that students know 
what to expect if this has to be done for real:  

25th June 2024 immediately before English Literature



RESULTS DAYS

11th January for November resits results

13th March for January Camtec results

15th August for Summer GCE

22nd August for Summer GCSE



ENQUIRY ABOUT RESULTS

If you feel your external results are incorrect and require a post 
result service refer to the letter in your results envelope or see Miss 
Lockett within the specified deadline. 

Payment for post result services must be made before the 
application deadline in the letter, and you must sign to confirm 
acceptance of the post result service.

Please note points/grades can go down as well as up!



CERTIFICATES

• Certificates are available from the month of November for 
ex-students to collect in person from Reception(or provide 
written permission for another to collect on their behalf – those 
joining sixth form will receive theirs in house.

• You must keep them safe as Exam Boards are reluctant to re-
issue, and it is costly to obtain their letter of achievement. 

• Unclaimed Certificates are held at TCC for 2 years from the 
date of achievement and then DESTROYED - after this you 
need to contact the exam boards direct.
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