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Introduction 
 
Holme Grange 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 the candidate exam handbook 
 
To ensure candidates are provided with all relevant information about their exams and assessments. 

To answer any questions candidates may have etc.     

 
Written exams 
 
You will be given a printed timetable of the dates and times of your examinations.  It is your 
responsibility to check this and make sure you know when your exams are taking place. Time will be 
allocated during tutor sessions to do this. If you notice any mistakes, tell Ms Chalk immediately. 
 
What to do if you identify you have two or more exam papers timetabled at the same time (an 
exam clash) 
 
JCQ regulations state that a clash is when two or more exams in a session add up to more than three 
hours of total exam time or are scheduled at the same time.  In this case an examination can be 
conducted in a later or earlier session on the same day.  Your Exams Officer Ms Chalk will organise 
this and talk you through the process. 
 
If this is the case, the candidate must be supervised by a member of staff at all times.  The candidate 
will not be allowed access to any electronic device or the internet during this time or to speak to 
other candidates. 
 
Where you will take your exams 
 
There will be a room allocated for your exams, this could be:   
 

• Community Room 
• Appropriate classroom 

 
 
What time your exams will start and finish 
 
Morning exams will start at 09.00 and afternoon exams will start at 13.30. 
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Supervision during your exams 
 
Exams are supervised by a team of invigilators; they might be external professionals, teachers or 
teaching assistants. Invigilators must follow strict rules and regulations when conducting exams as 
directed by the Joint Qualifications Council (JCQ), the other awarding bodies and the Exams Officer. 
 
 
Exam conditions 
 
You must listen carefully to all instructions given by the invigilators.   
 
You should arrive promptly for your exam (15 minutes before) and wait in silence outside the exam 
room.  You should not enter the room until you are asked to do so.  
 
Word processor users must arrive early so they have plenty of time to set up their device. 
 
You are under exam conditions as soon as you enter the exam room until you are given permission to 
leave by the invigilator.  
 
In the exam room you must not communicate with other candidates. 
 
The Centre Number, name of the exam and start and finish times, 
including extra time will be clearly displayed in the room.   
 
There will be a clock clearly visible. 
 
 
YOU are responsible for producing legible handwriting in your exam. 
 
 
Where you will sit in the exam room 
 
You must sit in the place allocated to you.  The seating plans will be clearly displayed on all three 
exam noticeboards, please ensure you know where you will be seated and in which room. 
Your desk will be clearly marked with your name and candidate number. 
 
How your identity is confirmed in the exam room 
 
You will have an identity card with your photo, name and candidate number. 
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What equipment you need to bring to your exams 
 
 

• You MUST bring a see-through pencil case with your pen, pencils, rulers etc. 
 

• You MUST NOT use correcting pens, fluid or tape, erasable pens, highlighters or gel  
pens in your answers.  You MUST write in black ink. 

 
 
 
Using calculators 
 
You must be aware of JCQ awarding body instructions regarding the use of 
calculators in your exams which state: 
 
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 
 
[Taken from JCQ Instructions on Conducting Examinations] 
 

Calculators must be: 
• of a size suitable for use on the desk;  
• either battery or solar powered;  
• free of lids, cases and covers which have 

printed instructions or formulas. 
 

Calculators must not: 
• be designed or adapted to offer any of 

these facilities:  
o language translators;  
o symbolic algebra manipulation;  
o symbolic differentiation or 

integration;  
o communication with other 

machines or the internet;  
• be borrowed from another candidate 

during an examination for any reason;*  
• have retrievable information stored in 

them – this includes:  
o databanks;  
o dictionaries;  
o mathematical formulas;  
o text. 

 

The candidate is responsible for the 
following: 

• the calculator’s power supply;  
• the calculator’s working condition;  
• clearing anything stored in the 

calculator. 
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What you CANNOT bring into the exam room 
 
You must not bring any electronic devices such as Airpods, iPods, mobile phones or smartwatches 
into the exam room.  You are also not allowed any notes.  You will be asked to empty your pockets 
and to show your hands and arms to ensure they have no writing on them.   

“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.” 

During an exam all watches must be removed and handed in.    

HAVING A MOBILE PHONE IN YOUR POSSESSION - EVEN IF YOU DO NOT USE IT, WILL RESULT 
IN A TOTAL LOSS OF MARKS. 

 
Food and drink in exam room 
 
No food is allowed in the exam room (unless required for medical reasons in 
which case prior written notification MUST be provided).  A water bottle is 
allowed in a transparent bottle with a transparent lid if the label has been 
removed. The bottle must not exceed 500ml. 
 
 
 
What you should wear for your exams 
 
Full school uniform must be worn for exams. No jewellery or make-up.  Hair tied back 
You MUST NOT wear a coat in the exam room. 
 
Where your personal belongings will be stored during your exam 
 
Do not bring personal belongings into the exam room.  Please leave all revision material in your 
bag/locker/revision room.  Mobile phones can be stored in the box provided by the invigilator but 
must be switched off.  This box will be kept on the invigilator’s desk at the front of the room.     
 
 
What to do if you arrive late for an exam 
 
If you are late for an exam you must report to reception and then go to the exam room as soon as 
possible.  If the exam has already started, you must wait outside until Ms Chalk has spoken to you. If 
you arrive shortly after the exam has started, you will be allowed the full time to complete the exam.  
 
The reason for the lateness must be clearly explained in writing by your parents. 
 
If you arrive more than an hour late then a Very Late Arrival form must be sent to the awarding body.   
 
PLEASE NOTE THAT THE AWARDING BODY MIGHT NOT ACCEPT YOUR WORK. 
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What to do if you are unwell on the day of an exam 

 

If you are unwell on the day of an exam, you need to contact school as early as possible.  You will 
then need to visit a doctor and obtain a medical certificate.  This letter must be specific about dates 
and exact reasons why you could not sit your exam. A parental note or a letter from the school to the 
exam board will not be accepted. Even with a medical note, the Exam Boards can refuse to issue you 
a final grade. 

 

If you feel ill during the exam, you MUST let the invigilator know immediately. 

 

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

 

 

 

 

If there is an emergency in the exam room, you must listen carefully and follow the instructions given 
by the invigilator. 

In the event of an emergency, Invigilators at Holme Grange School have been informed that they 
must take the following action (in accordance with JCQ ICE regulation 25: Emergencies): 
 

• you must always remain in silence 
•  you will be instructed to stop writing 
• the attendance register will be collected to ensure that all candidates are accounted for 
• you will be instructed to leave all question papers and answer booklets on your desk 
• you will be instructed to evacuate the exam room in line with the normal emergency 

instructions  
• A practice Fire Drill will have taken place prior to the GCSE season 

 

At the end of an exam 

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

Do not remove any stationery from the exam room.   

You will not be allowed back into the exam room once you have left.   

Word processor users must make sure their work has printed correctly and that each page has been 
initialled. 
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Revision during the examination period 

  
Throughout the exam period, students will have the option to come to school and use a dedicated 
and supervised quiet space for revision, if being at home is not an option or the school environment 
is preferred for study. Please note that you must have sufficient revision material to work quietly and 
independently.  
 
If using this facility, you must be in school for the a.m. registration session (8.30am) and will need to 
register in the afternoon registration session (after lunch (2.20pm) if you arrive for the afternoon only. 
 
You must always sign out at registration when leaving site if it’s before the usual pick-up times.  
 
Subject staff will be available up to the date of that subject’s final exam to offer support and advice 
to students. Staff will be available during routine timetabled lesson time, unless the teacher is 
invigilating an exam. If you wish to use your usual lesson time for extra help, please email your 
teacher in advance.  
 
Students studying must excuse themselves from the study room to go and speak with a subject 
member of staff.  
 
Candidates with Access Arrangements 
 
If you have Access Arrangements in place for your exams, these will have been discussed with you 
and an Exam Access Arrangements briefing provided by the Exams Officer, Ms Chalk to ensure you 
understand how to use them in the exam.  If you have any questions or queries relating to this, 
please raise these before the exam season starts. 

 

Suspected malpractice 
 

If there is any suspicion of malpractice, this will be dealt with in line with the school policy on 
malpractice and JCQ guidelines.  It is important to understand that this is VERY serious.  You might 
be removed from the exam room, and the awarding body might decide to penalise or disqualify you. 

 

Results    
 

GCSE results will be available for collection from school at 9.00 am on Thursday 20th August 2026.  If 
you cannot come to school, results will be posted to you on that day. If you want to give permission 
for your results to be emailed to you or want to authorise someone to collect them on your behalf, 
this MUST be communicated by 19th August 2026 using the form attached. 

 
Post-results services 
 

A Post Results Information Booklet will be emailed to parents and be made available on Results Day 
alongside your exam results. This will contain all the information regarding access to scripts and 
how to have an examination paper reviewed.   This process will also be explained to you in a briefing 
held by Ms Chalk, Exams Officer. 
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JCQ No Mobile Phones 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.”  
                        

 

 

 

                                          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

JCQ Warning to Candidates 

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

  [JCQ Warning to Candidates] 
 

 

http://www.jcq.org.uk/exams-office/exam-room-posters
http://www.jcq.org.uk/exams-office/exam-room-posters
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HOLME GRANGE SCHOOL 

  
  

Results collection                      Candidate permission form       
  

Results date:                                Thursday 20th August 2026 
  

The normal arrangements for collecting results are from 9.00am on Thursday 20th August 2026 in 
school in the Senior School Community Room. 

  

Uncollected results will be posted out at the end of results day by 1st class mail to the address held 
on our system*.  If you require your results by either method below, please tick the relevant box and 

complete the required information.  

  

Candidate name   

  

£  Results should be sent to my email address 
..................................................@...................................... 

  

£  I give permission for my representative (insert name) 
........................................................................  to collect results on my behalf. I confirm that my 
representative will provide photographic ID on collection. 

  

Candidate 
signature 

  Date   

  
  

  

*Any change of address should be notified through the official change in details process by 3rd July 
2026. The centre does not take any responsibility for results information sent out to addresses where 

this process has not been followed. 

  

  

Completed forms should be returned to Ms Chalk by Friday 3rd July 2026 

 

 


