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Introduction 
Silverdale School is committed to ensuring that candidates (students) are fully briefed on the examination and 
assessment process and are made aware of the required JCQ/awarding body instructions and information. 

 

Purpose of this handbook 
 To reinforce messaging from staff, invigilators and year group assemblies 

 To inform candidates about malpractice 

 To inform candidates about the processes and procedures of exam entries, exam days and results days 

 To inform candidates about the use of their personal data and copyright 

 To comply with JCQ requirements for specific documents to be shared with candidates 

 To answer some frequently asked questions about exams 

 
Malpractice 
Malpractice means anything which is a failure to follow the rules and regulations that apply to exams and 
assessment, including non-examined assessments (coursework).  

Malpractice doesn’t necessarily involve an intention to cheat or gain an unfair advantage. Even when malpractice 
is unintentional, the consequences can be significant. 

Malpractice also doesn’t necessarily only affect the students involved – a breach of the regulations could 
potentially impact everyone sitting exams at Silverdale, or even other schools across the country. Any suspected 
or actual incidents of malpractice must be reported to the exam board(s) involved. 

Examples of malpractice include: 

- Unauthorised items in the exam room – e.g. mobile phones, watches, notes, ear buds  

- Talking in the exam room (even before the exam starts) 

- Plagiarism (copying) or use of AI in exams or coursework without providing full references 

- Sharing or viewing (or even attempting to) exam content in advance – e.g. on social media 

Examples of sanctions that can be given to candidates include: 

- Loss of some or all marks for that paper/component 

- Disqualification from that qualification 

- Disqualification from all qualifications sat in that exam series 

- Barred from entering for any exams for a set period 

Further information about malpractice and the sanctions which may be imposed can be found at 
www.jcq.org.uk/exams-office/malpractice 

 

Personal data 
The awarding bodies (exam boards) and JCQ collect information from Silverdale School about candidates in order 
to process their exam entries, mark exams and issue certificates. They will also collect information on any 
candidates where malpractice is suspected and to process applications for access arrangements or special 
consideration. To understand what information is collected and how it is used, you must read the JCQ Information 
for candidates – Privacy Notice, which is included at the end of this booklet in Appendix 1. 

If there is anything about exams you do not understand, you should ask the Exams 
Managers, Mrs Kenyon and Mrs Bridle, for clarification.  
They can be found in the exams office on A2 corridor, or contacted by email on 
exams@silverdale.chorustrust.org.  
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Contingency sessions - Summer 2024 
Contingency sessions are set by JCQ in case of an event nationally which causes major disruption during exams, 
e.g. the death of a monarch or a terrorist attack. All candidates must keep these dates free until they have sat 
their last exam. 

The Summer 2024 contingency sessions are: 

6th June 2024 – PM session 

13th June 2024 – PM session 

26th June 2024 – all day 

 
Types of Assessment 
Coursework/non-examination assessments 

Non-examination assessments are an important part of your qualifications and should be treated as seriously 
as your written exams. 

Your class teachers will inform you of any non-examined assessments for your subject, including deadlines for 
completing it. The work is usually then marked by teachers, and you will be informed of your marks before they 
are submitted to the exam board.  

You have the right to appeal the mark you have been given but must do so in writing within 10 days and give 
clear reasons why you feel the mark is incorrect. For more information on this, see the school’s Internal Appeals 
Policy, published on the exams section of our school website. 

Some NEA work is externally assessed and all NEA work is moderated externally, which means the mark your 
teacher gives you may not be the final mark you receive for that work. 

Please see Appendices 2, 3 and 8 for the JCQ regulations on non-examination assessment, social media and AI.  

Written timetabled exams (dates apply to Summer exams) 

You will be issued with a Statement of Entry in early February and should check carefully that all your personal 
details are correct and that you are planning to sit exams in all the subjects listed. 

You will be issued with a Candidate Exam Timetable in April. This lists all the dates, times and locations of your 
exams.  

If either document has any errors, please speak to Mrs Kenyon or Mrs Bridle in the Exams Office ASAP. 

Please see Appendices 4, 5 and 7 3 for regulations on Written Examinations and the rules in the exam room. 

On-screen tests 

Currently the only subject that sits online tests is Y11 Hospitality and Catering, but this may become more 
common in the future.  

Please see appendix 5 for full regulations for on-screen tests.  
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Exams FAQs 
Where will I take my exams? 

Most students will sit their exams in the Sports Hall (summer exams) or Main Hall (mock exams).  

For some smaller exams, you may be in a classroom or meeting room. It is important you check your timetable 
for each exam and don’t assume you will be in the same room as last time! 

If you use a laptop, or have other access arrangements like a scribe, you will usually be in a smaller room. 

What time will my exams start and finish? 

Morning exams start at 9am. 

Afternoon exams start at 1.30pm. 

These times may be slightly different for mock exams – please check your timetable for details. 

You must stay in the exam room for the full duration of the exam. If you finish early, use the time to check your 
answers. 

What if I have two or more exams timetabled at the same time (a timetable clash)? 

Please see the flow chart below for details on how exam clashes are handled: 

If you have any clash involving 2 different subjects, you will be asked to sign a clash form to confirm your specific 
arrangements.  

Who will supervise the exams? 

Exams are supervised by a team of invigilators, not your usual teachers. Invigilators must follow strict rules and 
regulations when supervising exams.  

Refusal to follow an instruction from an invigilator is a form of malpractice. 
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What are exam conditions? 

You must wait outside your exam room until invited in. Formal exam conditions start as soon as you enter the 
exam room. This means you cannot communicate with or disturb another candidate from this time.  

You must sit in your assigned seat (as noted on your timetable and the seating plan displayed outside the room) 
unless told to move by an invigilator.  

You must only complete the front of your answer booklet when instructed by the invigilator. You must use your 
full legal name and correct 4 digit candidate number. You must not open your question paper or answer booklet 
until clearly instructed. 

If you have any questions during the exam or need additional paper, raise your hand for an invigilator. 

Please use the toilet before your exam starts. Toilet breaks are not added on to your exam time and are not 
permitted in the first or last 30 minutes of the exam.  

What do I bring with me? 

You must bring your student ID card to every exam and place it on your desk 

Answers must be written in black ink 

You can use highlighters on question papers but not in your answers 

Any pencil cases must be see-through 

Any water bottles must be transparent with no labels. 

If you bring tissues, you should remove them from any packaging. 

You may bring a calculator to any exam unless it is explicitly prohibited (e.g. Maths non-calculator papers). 
Remove any lid, case or cover and ensure your calculator is in “exam mode”, if applicable. 

Food is only allowed in exam rooms for medical reasons which must be authorised in advance. Any food brought 
in must be free of labels and in a transparent container. 

What can’t I bring? 

Mobile phones 

Watches of any kind 

Headphones/Earphones of any kind 

Paper, even with nothing on it 

For full details of banned items, see the poster included at Appendix 6. 

Any bags, coats or other personal belongings will be stored securely in the locked bike storage areas. Please 
take all items there before going to your exam room. 

If any items are brought into the room, it will be reported as malpractice. 

What should I wear? 

Y7-Y11 students must wear school uniform for exams, as listed on the school website. 

Sixth Form students should wear appropriate clothing for the school environment, following the sixth form 
dress code policy. Avoid any clothing with large amounts of writing on. 
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What if I am late?  

Please make every effort to be on time for your exams. 

If you are going to be late for a reason out of your control (e.g. bus cancelled), call the school as soon as you 
can to let us know. 

It is crucial that you are in school, or under school supervision (i.e. with a staff member) before 10am for a 
morning exam or 2.30pm for an afternoon exam. If you are, you will be allowed to sit your exam and will be 
given the full exam time. 

If you arrive at school after 10am/2.30pm, we will have to report this as a very late arrival and the exam 
board may (and usually do) give you 0 marks for that paper.  

What if I am ill? 

If you are unwell, your parent/carer must contact school as soon as possible. 

If you are too ill to attend the exam, you must provide medical evidence, such as a doctor’s note. If the 
qualification has other papers, we may be able to apply for you to be given a grade based on your marks in the 
paper(s) you did complete.  

If you are unwell but do manage to attend the exam, we may be able to apply for special consideration, where 
you are awarded an additional 2-3% of marks to reflect the disadvantage you had. 

If you feel unwell during an exam, please make an invigilator aware. 

What happens in an emergency? 

If there is an emergency (e.g. a fire alarm) during your exam, you must follow instructions from the 
invigilators. 

If you need to evacuate, you must not speak to or communicate with other candidates. You will be evacuated 
to the usual assembly point and asked to stand separately from other students, spaced out and remaining 
silent. 

As long as you follow these instructions and it is safe to do so, you will be allowed to return to the exam and 
continue, with the time for the evacuation added on. A report will be sent to the exam board. 

What are access arrangements? Can I have them? 

Access Arrangements are agreed in advance and allow candidates with specific needs and disabilities to show 
what they know and can do without making the exams easier. They include extra time, supervised rest 
breaks, use of a laptop, readers, scribes and various other adjustments. 

Mrs Brocklesby makes the final decisions on which candidates are entitled to access arrangements. You will 
be told of anything you are entitled to before the exams start. 

Candidates with access arrangements will be issued with a green card, which must be brought to all of your 
exams. 
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After the Exams 

Results 

Results for the Summer 2024 exams will be available to students on: 

A Level: Thursday 15th August 2024 – 8am-1pm 

GCSE: Thursday 22nd August 2024 – 8.30am-1pm 

Statements of results will be printed and can be collected from Silverdale School. 

Key Stage teams, some subject teachers and senior staff members will be available for you to talk to at school 
on the day. 

If you are unable to collect your results on the day, you can nominate a friend or family member to do so on 
your behalf but must complete a form (available from the exams office) giving your consent. If you would like 
results posted home, you must provide a stamped, addressed envelope to the exams office. 

Results for exams taken at other points in the year will be given to you on an individual basis. 

Post-results services 

Post-results services include access to scripts (your completed exam papers) and reviews of results.  

Scripts are your completed exam papers. Access to them is free of charge, although the school may charge a 
small admin fee, but we must have your written permission to do it. You will be asked for this on results day. 

Reviews of results include someone checking that marks have been added up correctly and/or checking the 
marking of a paper to see if it was marked correctly. Your marks may go up or down. There are costs to this 
service, which are only refunded if your grade is changed. In 2023, the costs ranged from £18-£106 per paper, 
which is usually paid by the student or their parent/carer. 

Certificates 

Certificates are the official documents confirming your qualifications and grades. You need them for future 
employers, so they are very important! 

Certificates for the Summer exams are usually delivered to school during the Autumn term. 

If you are still a Silverdale student (e.g. Y11 going into Y12), you will be told when and where to collect your 
certificates in late December or early January. 

Departing Y13 students will be invited to a certificate presentation evening in December. 

All other students may collect their certificates from the main school reception. Please contact us in advance 
to ensure they are ready for you. You may nominate someone else to collect your certificates but must do so 
in writing. 

Any uncollected certificates will be retained for at least 1 year but after this time may be destroyed and 
replacement certificates are expensive and difficult to obtain. Many awarding bodies refuse to issue 
replacement certificates at all. 
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