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Introduction 

Thomas Knyvett College is committed to ensuring that candidates are fully briefed on the examination 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 this handbook 

This handbook is provided to all year 11 students (‘candidates’), and their parents/carers, to share 
important information ahead of the summer GCSE exams. It will complement candidate briefings and 
assemblies, and signpost further help and advice should this be needed. 

It is important that all candidates understand the strict regulations that are in place for examinations. 
These are set by the Joint Council for Qualifications (JCQ). Please read the Information for Candidates 
document provided to you alongside this handbook, as well as the important information contained in 
the appendices of this document, including the Artificial Intelligence (AI) infographic, which is new for 
this current year.   

Malpractice 

To maintain the integrity of qualifications, strict Regulations are in place. 

Malpractice means any act or practice which is in breach of the Regulations.  

Any alleged, suspected or actual incidents of malpractice will be investigated and reported to the 
relevant awarding body/bodies. 

JCQ provides information regarding what constitutes malpractice: 

o Introduction of unauthorised material into the examination room 
o Breaches of examination conditions 
o Exchanging, obtaining, receiving, or passing on information which could be examination 

related (or the attempt to) 
o Offences relating to the content of candidates’ work 
o Undermining the integrity of examinations/assessments 

Personal data 

• Any person involved in completing examinations/assessments where malpractice is 
suspected, or alleged, personal data about them will be provided to the awarding body (or 
bodies) whose examinations/assessments are involved. Personal data about them may also 
be shared with other awarding bodies, the qualifications regulator or professional bodies 

• The centre will provide relevant personal data including name, date of birth, candidate 
number and gender to the awarding bodies for the purpose of examining and awarding 
qualifications. 

• Materials which are submitted by candidates for assessment may include any form of written 
work, audio and visual materials, computer programs and data (“Student Materials”). 
Awarding bodies may use the Student Materials to evaluate candidates’ performance in the 
relevant assessment. They may also use the Student Materials for other purposes as outlined 
in their privacy policies and in accordance with their terms. Candidates should be directed to 
the relevant awarding body’s privacy notice if they require further information about how 
their Student Materials may be used by the awarding body 

 

Non-examination assessments 

If any of the subjects you are taking at GCSE involves non-examination assessment, this will be 
explained in full by your subject teacher/s. They will be able to explain expectations and deadlines, 



   

 

5 

as well as provide guidance on how this kind of work will be marked or assessed and the extent to 
which this will contribute to your final grade.   

Written timetabled exams 

You will be entered to sit examinations in all of the core subjects plus those you have chosen to 
study at GCSE level. Different subjects have different numbers of exams. 

  

STATEMENT OF ENTRY  

A statement of entry is a log of all of the subjects you have been entered for. This was given to you 
before the Easter break. You are required to check that all of your personal details, plus the subjects 
you have been entered for, are correct.   

CANDIDATE TIMETABLES  

An individual candidate timetable has also been issued to you. This will provide you with the exact 
date, time and duration of each of the examinations you are expected to sit.  

In the case of any queries relating to the statement of entry or candidate timetable, you must see 
Mrs Warner in A28 immediately. A mistake in the spelling of your name or an incorrect date of birth 
cannot be changed after the certificates are printed.  

INFORMATION FOR AND WARNINGS TO CANDIDATES 

Please see the appendices of this handbook for further important information on what is and is not 
permitted during exams.  

Contingency session - Summer 2026 

Wednesday 24th June 2026 has been designated what's called a 'Contingency Day' and it is in place in 
case national or significant local disruption to examinations delays the delivery of exams which are 
scheduled for earlier in the series. We won't know whether this date is needed or not until all other 
exams have been sat as planned, so every student must ensure that they are available to attend school 
and sit exams up to and including this date, until all of their exams have been taken as planned. 

On-screen tests 

Most candidates will not need to undertake on-screen tests; however, the rules for these are the same 
as for written exams. You will be advised by your subject teacher as to whether or not there will be an 
on-screen test for their subject. 

What to do if you identify you have two or more exam papers timetabled at the same time (a 
timetable clash) 

We do not believe that there will be any timetable clashes between exams this summer. However, you 
must check your own exams timetable very carefully. We recommend that you highlight all the exams 
you expect to be taking. Please see Mrs Warner as a matter of urgency if you believe that any of your 
exams clash with one another. Exams are set nationally and not by the school. There are rules as to how 
exams that clash must be rescheduled, and supervision must be put in place to avoid malpractice.    

Where you will take your exams 

Our summer examinations will be held in various exam venues at TKC –  

• Main Exam suite (and side room) on the E floor  
• D01, D02 & D03 on the D floor  
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• Other small venues as needed  

You will know your venue as it will be wherever you sat during the last set of mock exams in 
February/March.  

These venues will be strictly off limits to the rest of the school. The purpose of using different venues is 
to ensure any Access Arrangements allocated can be provided to you. 

What time your exams will start and finish 

Your morning exams will start at 9.00am each day. 

Your afternoon exams will start at 1.15pm each day. 

Supervision during your exams 

Exams are supervised by a team of external invigilators. They may have invigilated your exams in the 
past, or they may be totally new to you.  

Invigilators must follow strict rules and regulations when conducting exams as directed by the JCQ and 
awarding bodies. You must listen to them carefully and follow any and all instructions from invigilators. 

Exam room conditions 

Exam conditions must be followed from the moment you step inside of the exam venue and remain in 
place until you leave again after the end of the exam. ‘Exam conditions’ means, among other things, that 
you must not:  

• talk to, attempt to communicate with, or disturb other candidates  

• open your question paper (or write anything at all) before you are told to do so by an invigilator  

Further information can be found in the JCQ documents accompanying this information pack. Failure to 
follow exam conditions will result in malpractice being reported to the exam board. Malpractice can result 
in your having all marks for that exam deducted from your final grade, or being disqualified completely 
from a subject, or even from multiple subjects. It is vitally important that you follow the rules. 

Inside the venue will be displayed the following information for each exam: date, centre number, subject 
title, paper number and the actual starting and finishing times. You must not open your exam paper until 
you are told you may do so at the formal start of the exam.  

You will need – once told to – to fill in the front of your answer paper with your full legal name (as it 
appears on your desk label) and your candidate number. You must not write anything other than these 
details on the front of your answer paper, or the front of your question paper either. 

If you find you need more space to complete your answers, you should put up your hand and ask an 
invigilator. They will be able to supply you with additional answer sheets or answer books. 

Should you have any problems during the examination, raise your hand to attract the attention of an 
invigilator. Please remember that they are not able to offer you any help or give their opinion on the 
exam paper. Should you notice a suspected issue with a question, please notify the invigilator who will 
inform the Exams Officer and provide further advice as necessary. 

Students must sit the full duration of the examination paper. Early dismissal is not permitted and is very 
disruptive to others.   

You will only be permitted to leave the exam room during the exam if you have supervised rest breaks 
as an access arrangement, or if it is absolutely necessary. Toilet breaks must be kept to a minimum and 
you will be expected to have used the toilet prior to arriving (on time) at your exam venue.  You will not 
be allowed to use the toilet during the first hour or the last 10-15 minutes of any exam. 

Any student who displays anti-social or disruptive behaviour may be refused entry to future 
examinations.   
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FINISHING AN EXAM  

Please ensure you use the duration of the examination wisely. Check that you have attempted to answer 
every question to the best of your ability and make sure that all of your personal details written at the 
front of the question paper are clear and correct.  If the paper asks for a signature, you must sign it 
before it is collected. If the paper asks you to list out the questions you have attempted, you must also 
do this.  

You will be dismissed from the exam venue by invigilators. Please listen carefully to them and follow 
their instructions. Any behaviour issues will be reported and sanctioned accordingly. 

Where you will sit in the exam room 

Once you have been allocated a seat, you will remain in the same seat for every exam.    

Seating plans will be displayed in various areas around the school, including in the Exams Office (A28) 
and at the bottom of the tower block staircase near the Science Hub. 

How your identity is confirmed in the exam room 

You will be identified by invigilators during exams with reference to your desk label. Your desk label will 
show your full legal name, your candidate number and your school photograph (it will also show tier and 
access arrangement details, if applicable). It is very important that our attendance record for each exam 
is accurate. You must not in any way deface your desk label or photo – this must remain visible and 
readable at all times. Remember that invigilators do not know you as well as your teachers would, so it’s 
very important that they have this information to help them identify you. 

What equipment you need to bring to your exams 

You must provide any pens, pencils, rulers, etc. needed and they must be in a CLEAR pencil case or 

plastic bag. A BLACK pen (not a gel pen) is essential for EVERY examination. Your work will not be 

marked if it is written in another colour.  

Correcting fluid is not permitted for use in an examination. Mistakes should be neatly crossed through. 

You should also bring the relevant equipment if needed for a particular subject, such as compasses and 

a protractor for Maths, as well as a pencil sharpener and an eraser. 

Using calculators 

Calculators are permitted for exams unless stated otherwise. Calculators must have their cover 
removed and be in good working order. You must bring your own calculator to any exam in which 
you may need one and in which they are permitted.   

What you must not bring into the exam room 

• MOBILE PHONES 
• WATCHES OF ANY KIND 
• SMARTGLASSES  
• MEDIA PLAYERS, iPODS, AIRPODS OR BUDS   
• REVISION NOTES/BOOKS 

Should any unauthorised items be brought into the exam room, this is likely to constitute malpractice. 

Food and drink in exam rooms 

The only food or drink permitted in exam rooms is water. This must be in a completely clear, see-
through and unlabelled bottle.  

We strongly encourage you to take water into the exam with you. Your brain performs better when 
hydrated! 



   

 

8 

What you should wear for your exams 

You must wear full school uniform, and only school uniform, to all of your exams. 

Where your personal belongings will be stored during your exam 

Personal belongings such as:  

bags, coats, unauthorised items including switched off mobile phones, watches, etc.  

will be stored in the personal belongings room which is adjacent to the exam suite. 

What to do if you arrive late for your exam 

If you do not attend an exam or are delayed in arriving for any reason, contact the school immediately 
and please do not panic. Ask to speak to a member of staff in relation to exams or the Year 11 team as 
messages left on a voicemail may not be picked up until after the exam has started.  

You are responsible for attending your examination on the correct day and at the correct time.  

If you arrive more than 30 minutes after the exam has started, you may not be able to sit the exam.  

If you miss any exam completely, you WILL NOT be able to sit the paper at any other time. 

What to do if you are unwell on the day of your exam 

If you miss an exam due to illness, contact the school as soon as possible to notify the exams officer, 
Mrs Warner. A doctor’s certificate will be required if you wish to apply for Special Consideration as a 
result of your illness.   

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

In case of an emergency during an exam, you must remain seated in silence and await instructions from 
the invigilator. Exam conditions must be maintained throughout any emergency situation, e.g. an 
evacuation or lockdown. 

Candidates with access arrangements/reasonable adjustments 

If you have access arrangements for your exams, you should already be aware of these as they will have 
been in place during mock exam sessions.  

The venue you are seated in will be decided based on your access arrangement needs.  

Once you have been allocated a seat, you will remain in the same seat for every exam.   

Seating plans will be displayed in various areas around the school, including in the Exams Office (A28) 
and at the bottom of the tower block staircase near the Science Hub. 

Results 

GCSE exam results will be published on THURSDAY 20th AUGUST 2025. 

Your results will be available for collection from the school hall. We will write to you nearer the time with further 
advice about results day, including timings and information regarding post-results services available to you, such 
as reviews of marking. 

If you are unavailable to collect your results in person, you may give written permission for somebody to collect 
on your behalf.  

If you would rather receive your results via email, please send this request to examsofficer@tkc.thpt.org.uk from 
your school/TKC e-mail address. Requests from parents, or from personal e-mail addresses, will not be accepted. 
You must also state which e-mail address you would like your results sent to, as your school e-mail address will no 
longer work by August. All requests must be made prior to results day. 

mailto:examsofficer@tkc.thpt.org.uk
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Please note – if you take this option, you will be emailed your results AFTER 1pm on the 21/08/25. This is because 
we are unable to prioritise sending e-mails over managing the physical results collection process on the day. G 

 

Certificates 

You will be invited to attend a Celebration Evening in late November/early December 2026. Your 
certificates will be awarded to you and will then become your responsibility. Exam boards charge 
individual certificate replacement fees so please keep them very safe. You will also have an 
opportunity to collect your Art or Design Technology pieces.   

Internal appeals procedure 

Please see the school website for details of our Internal Appeals procedure. 

Complaints policy 

This can be found on the school website, along with a number of other exams-related policies 
and procedures. 
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APPENDIX 1 

Revision hints and tips  

Revision – and planning it effectively – is a crucially important part of preparing for your exams. The 

information and advice on the following pages has been put together by your teachers to help you to do 

your best and achieve your full potential. 
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APPENDIX 2 

JCQ Information for candidates – non-examination assessments 

You must read this information if you are undertaking qualifications that contain components of non-

examination assessment.  
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APPENDIX 3 

JCQ Information for candidates – written exams 

You must read this information before you take any externally assessed written exams.  
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APPENDIX 4  

JCQ Information for candidates – social media 

You must read this information to help you stay within examination/assessment regulations when using 

social media.  
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APPENDIX 5 

JCQ Information for candidates - AI (Artificial Intelligence and assessments)  

You must read this information to help you stay within examination/assessment regulations when using 

artificial intelligence. This information explains: What is AI? What is an AI tool? When can I use AI? When 

can I not use an AI tool? If I’m allowed to use AI, how is this breaking the rules? How to make sure 

you don’t misuse AI.  
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APPENDIX 6 

JCQ Unauthorised items poster 

This poster will be displayed outside each exam room. You must note that “Possession of 
unauthorised items, such as a mobile phone or any watch, is a serious offence and could result in 
DISQUALIFICATION from your examination and your overall qualification.” 
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APPENDIX 7 

JCQ Warning to candidates poster 

This poster will be displayed outside each exam room. You must note all the warnings. 
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APPENDIX 8 

JCQ AI poster for students 

This poster is a quick guide to help you to better understand the rules for use of AI in assessments.   
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ANY QUESTIONS? 

If there is anything at all which you do not understand, you should ask Mrs Warner for 
clarification ASAP. 

Otherwise, we will assume that you have read the contents of this handbook and that you understand: 

 What constitutes malpractice (and what AI misuse is) in examinations/assessments and the consequences of 

committing malpractice 

 What your personal data is used for by awarding bodies 

and that you have also understood the current JCQ ‘information for candidates’ documents as they relate 

to the qualifications you are taking: 

 Non-examination assessments 

 On-screen tests 

 Social media 

 Written exams 

 


