Claires Court School

Exam Arrangements

Rules and Regulations
from 1 September 2024

A Guide for Pupils and
Parents




CONTENTS

J—

Introcluction and Examination Overview

Contingency Day and Results August 2025

Candidate Number and Statement of Entry

Exam Start Times

What to Wear

Exam Clashes

What to do if you have a problem affecting you performance

Starting Your Exam

NP0 N Tos o N

Who will supervise your examinations?

NN OO s Oy Oy s

()

Eguipment . What to bring/What not to bring

p—
p—

Mobile ‘Phones and Electronic Devices

[R]

Calculators

w

Food and Drink

N

l.aptop Users Information

n

Joint Council for Qualificalions Regulations {ICQ) ~ Documents and
information for Candidates - pledgse read these Appendices carefully

Appendix 1
Warning o Candidates effective from 1 September 2024

Appendix 2
Use of Technology Nofice effective from 1 September 2024

Appendix 3
Information for Candidates: Coursework Assessments 2024-2025

Appendix 4
Information for Candidates: Non-Exam Assessments 2024-2025

Appendix 5 _
Information for Written Examinations from 1 September 2024

Appendix é
Information for Candidates: On-screen Testing 2024-2025

Appendix 7
Breaking the Rules: JCQ Types of Offences that will lead to you
being reported for Malpractice and Sanctions given by JCQ

Appendix 8
Al and assessments — A Guide for Students

Appendix ¢
Information for Candidafes: Using Social Media and
Examinations/Assessments




INTRODUCTION

Your results will influence what you can and cannot do in the future, it is therefore
important that your exams run as smoothly as possible. This booklet tells you about
the arrangements and the Rules and Regulations that you MUST be aware of. Most
of the Rules and Regulations mentioned in this booklet are setf by the Joint Councll
for Qualifications (JCQ). who advises all of the Examination Boards in this counftry,
and these details can be found in the Appendices at the end of the booklet.

Not only should you read this booklet thoroughly, but your Parents/Guardians also
need to read if as some issues affect them foo.

Your Examinations Officers are: Mrs Carr for Senior Boys, and Mrs Whetton for Senior
Girls and Sixth Form. If you wish to see them for any reason, the Examination Officer's
desk is located in the Main School Office at Senior Boys and Senior Girls/Sixth Form
inside the room at the side of the Chapel.

PLEASE MAKE SURE THAT YOU READ THE FOLLOWING INFORMATION CAREFULLY.
IF THERE IS ANYTHING YOU DO NOT UNDERSTAND, THEN ASK FOR HELP.

EXAMINATION OVERVIEW - brief outline of what to expect

1. Before you sit any exams there is an administrative procedure that is gone
through to make sure you have all the information you need to take the right
exam, at the right time and in the right place.

Your teachers will indicate to the Exams Officer in January 2025 which
exam(s) you are going fo fake.

Once the entries have been made and submitted to the Exam Boards by 21
February 2025, you will be sent an individual STATEMENT OF ENTRY in the post.
This tells you which written exams you are due to take together with the date
for each one, along with the length of each exam, as well as your own
personal details such as your Date of Birth and Candidate number. You MUST
tell the Exams Office if the Statement of Entry for your written exams has any
mistakes on it.

After the Statement of Eniry you will receive a TIMETABLE, shcowing all exams
which are specific to your site. This will fell you where and when each exam
will be taken. This is a very important piece of paper so do your best to keep it
safe, and study it so that you know when your exams are.

. The next stage is where you might be sent a letter called ADVANCE NOTICE
OF QUARANTINE. This is where you might have a clash of exams (ie two exams
at the same time) and special arrangements may need to be made for you.
Don't worry if you don't get one of these, the vast maijority of pupils will not
get onel

After this you will sit your exams. The first written examination for 2025 is 8 May
2025 for GCSE but this will depend on which subjects you are studying. The




final exam paper will be round about 22 June 2025, again dependent upon
which subjects you are studying.

The Joint Council for Qualifications (JCQ) have informed all schools that they
have designated 11 June 2025 (pm only) and 25 June 2025 (all day) as
“Conflingency Days”. This means that should there be a prablem with any
examinations, they will use these days as ‘reserve’ days. This is the statement
that the Joint Council for Qualifications (JCQ), who oversee all Examinations,
have issued on their website. “In the highly unlikely event that there is
national disruption to a day of examinations in the summer of 2025, the
Awarding Bodies will liaise with the qudlifications regulators and the DfE to
agree the most appropriate option for managing the impact. As a last resort
the affected examinations will be re-scheduled. Although every effort would
be taken to keep the impact to a minimum, it is possible that there could be
more than one timetable date affected following the disruption, up to and
including the provisional contingency day on 25 June 2025. Centres will be
alerted if it was agreed to re-schedule the examinations and the affected
candidates will be expected to make themselves available in such
circumstances. The re-scheduling of examinations will always rest with the
Awarding Body. The cenfre must conduct the examination on the scheduled
date unless insfructed to do otherwise by the Awarding Body. Where
candidates choose nof fo be available for the re-scheduled examination(s)
for reasons other than those traditionally covered by Special Consideration,
they will not be eligible for enhanced grading arrangements. Cenfres must
therefore ensure candidates and parents are aware of this confingency
arrangement so that they may take this into account when making their plans
for the summer". Candidates are advised to make themselves available up
to and including until the end of the day on 25 June 2025.

Finally, your RESULTS will arrive. In 2025 the results days are: for GCE and BTEC
results will be released fo candidates on Thursday 14 August 2025, and GCSE

and IGCSE Examinations results will be released to you on Thursday 21 August
2025. Allresults will be emailed to you using your school Gmail account, after
8.00 am.

These results are your resulfs, and as such cannot be given to anyone else to
collect for you. If you would like someone to collect your Results Envelope
from school instead of posting to you, you can nominate someone else to
collect your results, provided you let the Exams Officer know in advance by
completfing a Form which can be provided. It is too late on the day.

The nominated person must have some form of identification with them, as
well as a note/lefter, signed by you, giving your permission fo collect on your
behalf.

Please do not telephone for resulls, as we do not disclose results over the
tfelephone.




YOUR CANDIDATE NUMBER AND STATEMENT OF ENTRY

Please note your 4 digit Candidate/Exam number on your STATEMENT OF ENTRY.

The number refers only to you. When you enter the exam room, your allocated
place willhave a small card placed on it, which contains a photo for ID and your
Centre Number and four digit number - you need this number to complete the front
covers of all your Examination answer booklets correctly. In most examinations you
will be seated in candidate number order within your subject, sometimes according
to Higher or Foundation Tiers.

You must tell your Exam Officer if your STATEMENT OF ENTRY is incorrect. Do check
date of birth and spellings. Once any errors have been corrected we will issue you
with an updated statement. Mistakes that are not corrected by this stage could
mean that your Final Examination Certificate is printed incorrectly and you may
need to pay a fee to get them changed.

Check your exam dates carefully, and
AM OR PM? check to see if they are in the morning or the

‘Come on... how much afternoon.
difference could two little

lotters make?22 It is critical that you get this right, because if

you think the examination is in the afternoon
session, when it is actually scheduled for the
morning session, you risk missing your examination. We will do our best fo contact
you to alert you to the fact that the Exam is taking place and that you need to
come in as soon as possible. However, if you arrive more than 1 hour after the exam
has been started, we will have to write a Report to the Awarding Body of the paper
being faken. We can allow you to take the examination, but we cannot guarantee
that the Exam Board will allow your paper to be marked. If you arrive within the hour
of the start time, we will also record this on the Exam Incident Report Log and we will
allow you the full time to complete your exam. So, please, treble check when you
should be on site for your examinations. It is your responsibility.

Don'trisk it - arrive early at least 30 minutes before the scheduled starl!

am Examinations will start at 9.00 am
pm Examinations will start at 1.30 pm

If there is an exam on your Statement that you were not expecting fo take (e.g. if
you know you have already dropped or have been withdrawn from a subject) or an
exam is for the wrong tier, you MUST check with your subject teacher and tell your
Exams Officer BEFORE the examination. If not, we may ring you up on the day of the
exam to find out why you are missing. Please make sure you know which ROOM you
need to go to for each exam. Most written papers will take place in the main Sports
Hall, or Chapel at Senior Girls, but practical exams will be in other rooms.

YOU ARE RESPONSIBLE FOR CHECKING YOUR EXAM TIMETABLE.




WHAT TO WEAR FOR YOUR EXAMINATIONS

When taking your exams you MUST wear your normal school uniform or business
dress for Sixth Form. All pupils know the uniform rules and it is your responsibility fo
ensure you observe them. Pupils not dressed properly may not be permitted to sit

their examination — this includes trainers/ties/blazers. Please note ‘hoodies’ and
coats MUST NOT be worn in the exam room.

IF YOU DO NOT ATTEND IN FULL UNIFORM, YOU MAY BE SENT HOME TO CHANGE

CLASHES AND QUARANTINE

A clash is when the timetable expects you to take two exams at the same fime and
this will be indicated on your Individual Candidate Timetable.

If you have a clash, arrangements will be made for you to take these subjects one
after the other, with a short break of 20 minutes in between. If the total time for your
two exams is more than three hours (including extra time), the exams will be split
between the morning and afternoon sessions. If this happens, an invigilator will
supervise you when you have finished your first exam and over lunch time (ie you will
be in ‘quarantine’), so you may need to bring a packed lunch and a drink with you
on that day. You will not be allowed to communicate with anyone else (although
you can talk to anyone who is in the room with you in quarantine!) and you will not
be allowed to use your mobile phone (or any other electronic communication
device) during quarantine time. You are allowed to revise though! You will be
informed of arrangements if you have a session with a clash of papers.

WHATTO DO IF YOU HAVE A PROBLEM THAT MAY AFFECT YOUR EXAMINATION
PERFORMANCE

Any illness, or family circumstances, which may affect examination performance,
arising immediately before or on the day of the examination, should be notified as
soon as possible to the Examinations Officer so that an

application for Special Consideration can be made to

the Examination Boards. There is no Special

Consideration available for long term iliness.

Examples of acceptable reasons for an application are

bereavement (if a very close relative), injury or illness

(you will need to sign a JCQ Declaration Form fo

support any illness/or provide medical evidence). The

School should receive any request for Special

Consideration as soon as possible and preferably WITHIN

TWO DAYS of the examination affected. Late

applications cannot be accepfed.

Candidates will not be eligible for Special Consideration, “If preparation for
performance in the examination is affected by long term illness or other difficulties
during the course affecting revision time, unless the illness or circumstances manifest
themselves at the time of the assessment.” (ICQ Special Consideration Process 2.3)




Parents should be aware that any Special Consideration is only granted in ‘extreme’
situations, and that any adjustment is likely to be small and is determined by the
Awarding Body, not the School. No feedback is ever provided by the Exam Board.

STARTING YOUR EXAM

WHAT TO DO WHEN YOU ARRIVE AT SCHOOL FOR AN EXAM
You should arrive in school AT LEAST 30 MINUTES BEFORE THE START TIME

This is so that you are not in a rush before your examination and have time to collect
the equipment you will need for your examination, and to check the Seating Plan to
see where you will be sitting.

Before you line up to go into the Examination Room you should check the Seating
Plan which will be posted on the Exam Board outside the Sports Hall for Senicor Boys,
or outside the Chapel at Senior Girls. This will show your Candidate 4 digit Exam
Number and show you where you will be sitting, so that when you enter the room
you can make your way quickly to your allocated seat.

At Senior Boys, you will line up on the asfro area outside of the Sports Hall, where you
will be required to get into the correct rows according to the Seating Plan, before
being admitted to the exam rooms.

Senior Girls should gather outside the Entrance to the Chapel. Sixth Form should wait
outside the Main Hall or outside their allocated Rooms.

Once you enfer the designated Exam Room, you must not talk or make contact with
another candidate. You must make your way to the desk that has been allocated
to you.

If for any reason you are going to be late and will miss the start of an examination,
you MUST telephone school (01628 327600 for Senior Boys - 01628 327500 for Senior
Girls) and leave an urgent message with the School Secretary, as the Exams Officer
will more than likely be organising the Exam Room at this time.

SUPERVISING THE EXAMINATIONS

Trained adult external invigilators will supervise pupils under the direct management
of the Examination Officers. Once candidates enter the examination room they
must remain supervised and must follow the invigilators' instructions at all times




BAGS, BOOKS, NOTES AND VALUABLES

You are not allowed to keep any bags, bocks or notes
with you in the exam room or immediately outside the
venue. These should be left in your locker or allocated
area for Sixth Form at Senior Boys site. It is not allowed
to accommodate bags etc in an examination room.

EQUIPMENT

Apart from specialist resources, eg Word Processors, you MUST provide all your own
equipment.

Borrowing from other candidates in the exam room is NOT allowed under any
circumstances.

Candidates are responsible for ensuring that they bring everything
they need to the examination.

WATCHES

JCQ ICE Regulation 18.2 now includes the rule that candidates cannot
take any wrist watch into the examination rcom.

Therefore, you will not be allowed to bring a watch info the Exam

Room. There will be several large clocks visible within the Exam
Room, for you to check the time.

PENCIL CASES

You should bring your equipment in a CLEAR PLASTIC BAG OR TRANSPARENT
PENCIL CASE or Plastic Bag — they must be completely see-through




The following equipment should be brought to EVERY exam:

2 biro pens (at least) - black ink only

2 HB pencils

Ruler (marked with millimetres)

Pencil sharpener (preferably one which cafches the
shavings!)

Eraser

For certain exams you will also need the following: 0 N LY US E
BLACK
D Coloured Pencils (for diagrams/maps only) P E N S !

(CJ caLcuLator

The invigilator will have a limited number of spare pens, which are for emergency
use only.

Highlighter pens, Gel Pens or Correcting Pens MUST NOT be
used in Answer Booklets, but you ARE allowed 1o highlight

. parts of the printfed guestions if you wish. You must do any
rough work in the Answer Booklet provided. Cross out
anything that you do nof wish to be marked with a single
line. We cannot give out paper purely for rough work.

YOU ARE NOT ALLOWED TO USE ANY FORM OF CORRECTION FLUID
(Tippex/Correction Pens) etc IN ANY ANSWER BOOKLET.

They should not be brought intfo the Examination Room.

Candidates should not bring lucky mascots or any other unauthorised item
info the examination room.




MOBILE ‘PHONES AND OTHER ELECTRONIC DEVICES
(but NOT Calculators)

The use or possession of mobile 'phones, watches, earbuds/earphones, ipods, MP3/4
players, headphones, Smart Glasses or any type
of electronic communicaftion or storage device IS
NOT ALLOWED IN THE EXAMINATION ROOM OR IN
A ROOM WHERE YOU MAY BE QUARANTINED.

You MUST leave your ‘phone, watch,
earphones/earpods etc in YOUR LOCKER.

You will be asked, as a matter of routine at the
start of any examination, to check if you have any electronic devices in your
possession and to hand them in to an invigilator, who will then take it to Reception at
Senior Boys or Mrs Whetton's Office at Senior Girls. Any device found in your
possession after this announcement, will be reported to the relevant Awarding Body.
Exam Boards will not accept excuses eg "l forgot”. As a school, we have to abide
by the rules of the Joint Council for Qualifications. (Please see document on Pages
29-34 for the penalties you may receive, called “Indicative Sanctions against
Candidates" if you disobey the rules).

IF A MOBILE '‘PHONE OR OTHER ELECTRONIC COMMUNICATION DEVICE IS FOUND IN
YOUR POSSESSION DURING AN EXAM OR PERIOD OF QUARANTINE, EVEN IF IT IS
TURNED OFF, THE DEVICE WILL BE CONFISCATED AND A REPORT MADE TO THE
APPROPRIATE EXAMINATION BOARD, and you are likely to be DISQUALIFIED.

NO EXCEPTIONS CAN BE MADE!

DICTIONARIES

Dictionaries cannot be used in examinations unless they are specifically permitted.
Your Access Arrangements will indicate if you have been awarded this concession
and you will have used one during your normal subject lessons. If you have an
Access Arrangement to use a Bi-Lingual Dictionary you will be provided with one for
use in the Examination Room.




CALCULATORS

Calculators may be used in most examinations: your subject teachers or the
supervising Invigilators on the day, will tell you if they are not allowed for a particular

paper.

YOU MUST BRING YOUR OWN CALCULATOR IF YOU NEED ONE.

You CANNOT USE A MOBILE ‘PHONE AS A CALCULATOR.

Your calculator should be no larger than the regular handheld size, and printed
instructions are not allowed.

: ' | Calculator lids should not be
vy brought into the examination room.

TR
%

The Examination Boards DO NOT make any allowances for

calculator failure or operational mistakes - YOU are

responsible for making sure your calculator works properly.

Test your calculator before you come into the

Examination room and make sure you have a SPARE
BATTERY.

Calculators must not;

X Be dependent on mains supply (ie it must not use a plug!)
Have alphabetic keys
Be programmable
Have noisy keys which would disturb others
Use magnetic card input

Have a permanent memory.

MALPRACTICE/CHEATING

If you are caught cheating or attempfting fo cheat, you WILL be reported to the
Examination Boards.

Plagiarism - particularly for subjects with Non-Examination Assessment (NEA) or
Coursework is explained in detail within the NEA and Coursework information which
can be found in the Appendices.




If you copy the words or ideas of others and don’t show your sources in
references and a bibliography, this will be considered as cheating.

‘Cheating’ means doing anything that is against the Rules both for Non-Examination
Assessments (NEA's) Coursework and in Written Examinations. This also include any
use of Al which you do not Reference.

These rules are stated on the Information for Candidates -Written Exams
provided by the Joint Council (JCQ)J which can be found on Pages 23 to 25
of this booklet. You are strongly advised to read these pages, a short
summary of which is given below:

X Being in possession of a Mobile Phone/earpods or any Electronic Equipment
- EVEN IF IT IS SWITCHED OFF!

& Using unauthorised aids.

& Communicating or aftempting to communicate with other candidates, this
includes talking, making signs at, making visual contact with or throwing bits
of paper at another pupil.

Copying from other candidates.
Turning around.
Having words/numbers written on your hands eg a felephone number; it may

be construed as cheating.

Writing anything on the Front Cover of your Question/Answer booklet before

being instructed told to do so by the Invigilator who is making the
announcement for that examination.
Refusing to carry out an instruction from an Invigilator eg by not stopping

writing when instructed to do so.

FOOD AND DRINK

Candidates must make sure that they visit the bathroom before
entering the exam room. Toilet breaks should not be required in
examinations unless there is an emergency. In order for a candidate to
visit the bathroom during an exam, a member of staff will need fo be
contacted to escort the candidate to the bathroom. The invigilators
cannot compromise the candidate/invigilator ratio of 30:1, as JCQ
Regulations sfipulate that this this ratio must be maintained AT ALL
TIMES.

There is no additional time allocated for a toilet break.
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Chewing gum and any other food or drink (other than water)
eg juice is NOT ALLOWED.

You will not be able to leave the examination room to refill a bottle of water, and
invigilators cannot leave the room to do this for you.

WHAT SHOULD YOU DO IF YOU FINISH YOUR EXAM EARLY?

You should use all of the available time on your examinations and spend any time
left before the end of the examination checking your answers. Do make sure that
you have answered all the questions; it is very easy to furn over two pages at once in
the pressure of the exam!

Candidates are NOT permitted to leave the examination room before the
scheduled end of the examination.

Also, you will not be allowed to leave the examination room until your examination

answer bocklet and question paper have been collected by the Invigilator(s). You
will be dismissed by an invigilator one row at a time.

You must not leave the room until your paper has been collected.

PUPILS WHO HAVE PERMISSION TO USE A WORD PROCESOR FOR THEI
EXAMINATION

Pupils use a word processor in their examinations, are granted permission to do so by
the Special Needs Co-ordinator.

This permission is granted where a learning difficulty or a medical condition has been
identified and using a word processor is therefore part of the candidate's normal
way of working.

Permission is not necessarily granted for use in all examinations, and it is the
responsibility of the pupil to be aware of their own personal ‘Exam Concessions’



