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Timings of Examinations 
 
Morning examinations start at 9.00am and afternoon exams start at 1.30pm. 
Pupils should arrive in plenty of time for their exam and be ready outside their allocated exam 
room 15 minutes before the start time.  Candidates using a word processor should arrive 
before this time to set up their device. 
 
Examination rooms 
 
Pupils will be informed of where to go for their examinations in plenty of time – these will be 
clearly displayed on the exam noticeboards. 
 
If a pupil has a problem or complaint, they must tell the Exams Officer or invigilator about the 
problem before leaving the school premises. 
If the problem requires special consideration, we can only apply for this if we are told before 
leaving the exam. Usually, a concern can be resolved straight away by sharing it with the 
exams team. If it cannot be resolved and you wish to raise a complaint, then please follow our 
complaints policy on the school website. 
 
Access Arrangements 
 
Pupils with Access Arrangements will be catered for.  Parents and pupils have been notified 
well in advance of all external GCSEs. All invigilators will be aware of these arrangements and 
they will be delivered appropriately in line with the JCQ Guidance. 
 
Pupil identity checks 
 
Pupils will be required to sit at an allocated desk.  A photo ID card with their personal 
information will be on the desk. Seating plans have been shared and displayed well in 
advance of the first external exam. 
 
Before the exam 
 
Pupils will be asked to empty all their pockets and show hands and forearms for inspection as 
they enter the exam room. Any undeclared unauthorised items will be considered 
malpractice. 
 
 
Mobile phones/Technological Sources of Information 
 
All mobile phones, Airpods and smartwatches must be 
turned off and placed in the allocated box in the exam room 
if they have them with them. Best practice would be to leave 
these at home or place in their lockers before attending the 
exam. 
 
ALL and any watches must be removed and placed in the 
allocated box in the exam room.  The invigilator might 
remove them. 
 
 

 
 



 
Equipment required for examinations 
 
Pupils will only be allowed to take a clear, transparent pencil case into the exams room 
containing: 
 

• Black ballpoint pens 
• Pencils 
• Pencil sharpener 
• Rubber 
• 12-inch ruler 
• Maths instruments 
• Highlighters/pens 
• Calculator 

(These can only be brought into the exam room for exams allowing the use of a calculator.) 
 
During an examination a calculator must not be able to offer any of these facilities: 
 
a. language translators; 
b. symbolic algebra manipulation; 
c. symbolic differentiation or integration; 
d. communication with other machines or the internet 
 
Taking any other equipment or resources into the exam rooms may be considered as 
MALPRACTICE. 
 
Candidates MUST NOT USE correcting pens, fluid or tape, erasable pens, gel pens, blotting 
paper or highlighter pens in answers, (highlighting on question paper is allowed). 
 
 
Food and drink 
 
No food will be allowed in the exam room.   
A small clear water bottle must have no writing whatsoever - if disposable the label must be 
removed.  The lid also must be transparent. 
 
 
Clothing 
 
Pupils should arrive in full school uniform for exams.  Blazers may be removed and in hot 
weather boys will be allowed to remove ties at the discretion of the invigilator.  Long hair 
should be tied back. Pupils must leave the exam room in full school uniform. 
 
 
Late Arrival 
 

• If a pupil thinks they are going to be late they should contact reception who will let the 
Exams Officer know. The Exams Officer will advise. 

• On arrival the pupil should report to reception and then go to their exam venue, they 
should wait for the Exams Officer/invigilator to show them to their place  

• They will be allowed the full length of the exam if possible 
 
 



 
 

• If they are very late (more than half an hour after the exam began) the Exams Officer 
will advise whether it is possible to take the exam, depending on the situation the 
exam paper may still be accepted. 

• If a pupil arrives 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 
THE PUPIL’S WORK. 

 
Please ensure that your son/daughter is in school at least 30 minutes before the exam 
start time.  Late arrivals (although sometimes unavoidable) are very unsettling for the 
pupil involved and for the rest of the pupils sitting the exam as they will be disturbed by 
the interruption. 
 
 
Illness 
 
If your son/daughter is unwell on the day of an exam, please contact school as early as 
possible.  Your son/daughter will then need to go to the doctor and get a medical certificate.  
This must be specific about dates and exact reasons about why your son/daughter could not 
sit the exam. A parental note or a letter from the school will not be accepted. Even with a 
medical note, the Exam Boards can refuse to issue a candidate a final grade. 
 
If your son/daughter feels ill during the exam, he/she must let the invigilator know 
immediately. 
 

Leaving the exam room 

A candidate who leaves the exam room temporarily e.g. to the toilet MUST and will be 
accompanied by a member of staff. 
 
If a candidate leaves the exam room unaccompanied, they will NOT be allowed to return. 
 
Emergency in the exam room 
 
Pupils will be briefed on the procedure to follow in the event of an emergency in the exam 
room. Pupils will have completed a practice emergency exit. 
 
Malpractice 
 
Holme Grange School will take any suspicion of malpractice very seriously.  Any candidate 
suspected of malpractice will be dealt with in line with school policy and the JCQ regulations.   
 
If a candidate is disruptive or suspected of committing malpractice, he/she might be removed 
from the exam room, and the Awarding Body will be informed 
 
Results    
 

GCSE results will be available for collection from school at 9.00 am on Thursday 20th August 
2026.  If your son/daughter cannot come to school, results will be posted to him/her on that 
day. If your son/daughter is unable to collect in person, they may request for them to be 
emailed.  This must be done prior to results day – a form is included in the Candidate Exam 
Information Pack. 



 
 
Post-results services 
 

A Post Results Information booklet will be sent to parents after the exams and given out 
alongside exam results. This will contain all the information regarding access to scripts and 
how to have an examination paper reviewed. 

 
Questions 
 
If you have any further questions about the examinations, please contact  
Ms Chalk, Examinations Officer s.chalk@holmegrange.org. 
 
Further information can be found: 
 
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/ 
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