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Introduction

The City of Peterborough Academy 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 this handbook

To inform candidates about malpractice in examinations/assessments
To inform candidates about the use of their personal data and copyright

To ensure candidates are provided with all relevant information about their exams and
assessments in advance of any exams/assessments being taken

To ensure copies of relevant JCQ information for candidates’ documents and exam room posters
are provided in advance of any exams/assessments being taken

To answer questions candidates may have etc

To inform candidates of any exams-related policies/procedures that they need to be made
aware of

Malpractice

Malpractice is any practice which is in breach of the JCQ regulations, or which compromises
the integrity of any qualification/examination or the validity of an examination result or
certificate

Examples of malpractice are possession of an unauthorised item (mobile phone, watch,
headphones, notes), talking whilst under exam conditions, plagiarism, not referencing
correctly, graffiting exam papers, posts on social media.

Further information can be found in Information for candidates documents - JCQ Joint Council
for Qualifications

Possible consequences are a warning, receiving 0 marks for a particular
exam/assessment/section/unit, disqualification from an exam/unit/whole qualification/all
qualifications in the exam series.

Personal data

The awarding bodies collect information about exam candidates

To understand what information is collected can be found here GDPR - JCQ Data Privacy
Policy - May 2018 - JCQ Joint Council for Qualifications

Copyright

The copyright of any work created by a candidate that is submitted to an awarding body for
assessment (referred to as Assessment Materials) belongs to the candidate

By submitting this work, a candidate is granting the awarding body a non-exclusive, licence to
use their assessment materials



https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/exams-office/information-for-candidates-documents
https://www.jcq.org.uk/privacy-policy-2/gdpr-jcq-data-privacy-policy-may-2018/
https://www.jcq.org.uk/privacy-policy-2/gdpr-jcq-data-privacy-policy-may-2018/

Coursework assessments/non-examination assessments

‘Coursework’ relates to AQA Applied General, OCR Cambridge Nationals, and ELC
qualifications

NEA (Non-examination assessments) relates to GCSE specifications

Relevant JCQ information for candidates’ documents - coursework, non-examination
assessments, social media can be found here Information for candidates documents - JCQ
Joint Council for Qualifications

Subject teachers will advise candidates when coursework/NEA will take place during the
course

All deadlines for coursework/NEA will be confirmed by subject teachers

Candidate’s work will be marked in accordance with the awarding body’s specification,
teaching staff have appropriate knowledge, understanding and skill and have been trained in
this activity

Candidates will be informed of their centre assessed marks in writing at the end of the
course and will be given the opportunity to request a review of the centre assessed mark
before it is submitted the awarding body BTEC

For BTEC, candidates will complete internally assessed units

Internal units are assessed by the teacher and subject to external standards verification.
Subject teachers will advise candidates of internally assessed unit deadlines throughout the
course

Written timetabled exams

Candidate statement of entry will be available mid-February in ARBOR, candidates should
check that personal details and exam entries are correct and report any issues to the Exam
Officer immediately

Candidate exam timetable will be available in ARBOR to ensure candidates know the date and
time of all their written exams. Exam rooms and seat numbers can also be viewed in ARBOR
when downloading the exam timetable

For further information, please see the JCQ information for candidate’s documents Information
for candidates documents - JCQ Joint Council for Qualifications

Exam room posters — Warning to candidates (Appendix 3), Unauthorised items (Appendix 2).
These posters will also be outside each exam room

Contingency days - Summer 2026

In the event of a national or significant local disruption to examinations, the awarding bodies
will designate ‘contingency days’. The contingency day for examinations in June 2026 is 24
June 2026



https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/

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

» If a candidate is taking two or more papers in a session (AM or PM) and the total time is three
hours or less, both papers must be taken in the same session. Candidates may have a
supervised rest break (no longer than 20 minutes) between papers, but this must be conducted
within the exam room, under formal examination conditions. This means the candidate cannot
use this time to revise

*For candidates with approved supervised rest breaks, the rest break may be conducted outside
the examination room, with the candidate being supervised at all times

+ If a candidate is taking two or more papers timetabled in the same session and the total time
is more than 3 hours (including approved extra time allowances and/or supervised rest
breaks), candidates may be able to conduct on examination in a later or earlier session in the
same day. Candidates must be under centre supervision between the exam sessions.

+ Candidates should speak to the Exam Officer if they have a clash of any sort, to discuss.

» Formal examination condition: no access to any unauthorised material or be able to speak to
other candidates or staff members other than the invigilator and exam office staff until all
papers are complete.

» Centre supervision: Candidates will be in a separate room, supervised by a member of the
exam team, (but not the subject teacher for the re scheduled exam) and must not be in
possession of any electronic communication device or have access to the internet. Candidates
will then be escorted to the exam room for the second session of the day.

Where you will take your exams

» All exams will take place in the Sports Hall.
+ Candidates with exam Access Arrangements may be in a smaller exam room, close to the
Sports Hall

What time your exams will start and finish

» Exams start at 9.00am and 1.30pm, in the event of an exam clash times may be changed in
order to accommodate both exams. This will be reflected in the student’s timetable.
e Candidates must remain in the exam room for the duration of each the exam

Supervision during your exams

« Exams are supervised by a team of external invigilators

* Invigilators must follow strict rules and regulations when conducting exams as directed by the
exam awarding bodies. Candidates must listen carefully and follow all instructions from the
invigilators.




Exam room conditions

Candidates should line up outside the exam room, in candidate seat number order, at their
designated entrance (a poster outside the exam room will confirm your seat number and
entrance ).

You are under formal exam conditions from the moment you enter the exam room until you are
given permission to leave by the invigilator.

You must listen to and follow the instructions of the invigilator at all times in the exam room
You must not communicate with or disturb other candidates

In every exam room, the following information will be displayed on the white board; centre
number, subject title, paper number; and the starting time, finishing time, any extra time allowed
and date of each exam

At the beginning of every exam, candidates will be asked to complete the front of their answer
books with your legal name and candidate number (this information will be on a candidate card
on your exam desk) This must not be completed until instructed to do so by the invigilator

If, during the exam you need extra paper, raise your hand to attract the attention of an
invigilator.

At the end of the exam, candidates will be dismissed row by row. Always remember there may
still be other candidates completing an exam so you must leave in silence.

Where you will sit in the exam room

Candidates are seated in candidate number order by exam paper. Seats ‘snake’ from the front
of the room to the back.

Candidates should enter the room by rows starting in Row A seat 1. Exam staff will direct you
where to go. If you cannot find your seat, please speak to the Exam Officer or one of the
Invigilators who will help you locate your seat. Do not speak to other candidates to ask for
help finding your seat.

How your identity is confirmed in the exam room

Candidate cards are placed on exam desks at the start of the exam. The cards include the
candidate’s photo; this is to help the Invigilators identify candidates.

Candidate cards must not be removed from the exam room.

What equipment you need to bring to your exams

Candidates will be provided with all equipment needed for each exam.

Where an exam required clean copies of formula booklets or reading texts, these will be
provided to you.

Using Calculators

Candidates will be provided with a calculator

What you should not bring into the exam room

The following items should not be brought into the exam room; notes, iPad, a mobile phone, a
MP3/4 or similar device, any sort or wrist watch, smart glasses, headphones or ear pods




* Remember: possession of unauthorised material is breaking the rules, even If you do not
intend to use it, and you will be subject to penalty and possible disqualification.

Food and drink in exam rooms

* No food should be brought into the exam room, this includes sweets or mints.

* You may bring a bottled drink into the exam room, the bottle should be see-though and free
from any labels or writing.

What you should wear for your exams

» School uniform should be worn to all exams
* No hats or other headwear are allowed to be worn in the exam room, with the exemption of
religious headwear.

Where your personal belongings will be stored during your exam

* All bags, coats and unauthorised items should be left in a designated classroom for the duration
of the exam (students will be advised of the classroom room location prior to the start of the
exam).

What to do if you arrive late for your exam

» If you arrive late to an exam, you must report to the exam officer as soon as you arrive in
school.

* If you arrive within 1 hour of the official start time (10am or 2.30pm), you will be permitted to
enter the exam room and be given the full time.

* If you arrive very late (after 10am or 2.30pm) you will still be permitted to complete the exam. A
full report will be sent by the exams officer giving the reasons for the late arrival but the exam
board may not accept your exam paper.

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

» If you are unwell on the day of an exam, you or your parent, should contact the school as soon
as possible to discuss. If you are unable to attend, a self-certification form (JCQ form 14) will
need to be completed and a request for special consideration may be applied for. This is not a
guarantee that the exam board will accept the form and they may ask for further evidence.

» If you are feeling unwell but are still able to attend the exam, a special consideration application
can be made.

+ If you feel unwell during an exam, raise your hand to get the attention of an invigilator. If needed,
you will be able to leave the exam room if supervised. If after a short break you are able to return
to the exam, you will be given the full time. If you are too unwell to return to the exam room, an
application for special consideration may be made.




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

» Ifthere is an emergency during an exam and the exam room needs to be evacuated, candidates
should remain silent and listen to the instruction of the invigilators.

» All exam materials should be left in the exam room and silence must be maintained throughout
the evacuation.

» If the Head of Centre confirms you can re-enter the exam room after the evacuation, you will
be given the full exam time.

» Areport will be submitted to the exam board and special consideration will be applied for all
effected candidates.

Results

* GCSE results — Thursday 20 August

* A provisional statement of results will be issued on the date above. Candidates are invited into
school to collect their results.

* There will be senior members of staff and some subject teachers available on results days to
discuss your next steps.

+ Candidates who wish to request a clerical re-check, review of marking and reviews of moderation
must submit their request by TBC

» If you cannot collect your results in person, you may request an emailed copy (this request must
be made prior to results day) or you can nominate a person to collect your results for you.

Certificates

» Certificates will be available in school from mid November 2026
» Certificates are issued during our GCSE Award Ceremony or can be collected in person anytime
during the school day after the event.

» Ifyou are unable to collect your certificates, you may nominate a person to collect on your behalf.
This must be written consent to the Exam Officer (paper or email consent is acceptable)




Appendix 1

The following information is available on the Academy website

City of Peterborough Academy - Examinations

« Exam Timetable — Timetable to be confirmed for 2026

* Practice Exam Papers Practice exam papers



https://www.cityofpeterboroughacademy.org/page/?title=Examinations&pid=67
https://www.cityofpeterboroughacademy.org/page/?title=Practice+exam+papers&pid=68

Appendix 2
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, is a serious offence and could result in DISQUALIFICATION from your
examination and your overall qualification.”

JCQ

clc

AGA City & Guilds CCEA MCFE OCR Pearson WJIEC

NO MOBILE PHONES
NO WATCHES

NO TECHNOLOGICAL OR WEB-ENABLED
POTENTIAL SOURCES OF INFORMATION

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.

This poster must be displayed in a prominent place autside each examination room.
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JCQ Warning to candidates poster

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

Warning to candidates J1CQ

i

EUI : ced NCFE DCR @I‘mnrﬁ:m '!"'.'J'F.

KR UiH PLETH Mesmariing Loy COOC

AQA City & CCEA NCFE OCR Pearson  \WJEC

1
You must be on time for all your examinations.

2
Possession of a mobile phone or other unauthorised material
is not allowed even if you do not intend to use it. You will be
subject to penalty and possible disqualification from the
examination or qualification.

3
You must not talk to, attempt to communicate with or disturb other
candidates once you have entered the examination room.

VA
You must follow the instructions of the invigilator.

5
You must not sit an examination in the name of another candidate.

6
You must not become involved in any unfair or dishonest practice in
any part of the examination.

7
If you are confused about anything, only speak to an invigilator.

The Warning to candidates must be displayed in a prominent place outside each
examination room. This may be a hard copy A3 paper version or an image of the poster
projected onto a wall or sereen for all candidates to see.
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JCQ AI and Assessments Poster

@@] Al and Assessments
3 A quick guide for students

" whatisar | el g
in assessments?
Al stands for artificial
intelligence and using it is like
hawving a computer that thinks
Al toals like ChatCGPT ar
Smapchat My Al can write
text, make art and create
music by learning from
data from the internet,
but watch out - they can
also make things up and
be biased

Al misuse is when you take
something made using A
amd say it's your own work

THIS IS
CHEATING!

How do | make sure

1 don'"t misuse Al?

Know the rules Reference reference reference! Declare it's all YOur own

If you're allowed to use Al tools, wark - When you hand in your
you must reference them clearly assessent, you have to skgn a
declaration. Anything without &
referente mMust be all your ouwn

@ ‘You're not allowed o use A
tools wihen you're In an axanm

“ Ia - . " . Marne the Al ool you used
@ Your teachers will tell you If you're

asliowed to use Al tools when o Add the date you generated winrk If you've used an Al toal,

dioirvg your courseswork - the rules the content dom't sign the declaration until

will depend on wour gualification i . you're sure you've added all
Explain how you used it thie refarances

@ Even if you're allowed to use Al
toals, o cant get marks for
content just produced by Al
your marks came from showing
your own understanding and

D Save ascreenshot of the
Gguestions you asked and

the BNSWEers you got

producing your i wWork

What happens if | misuse AI?

f you'we misused Al, you
could lose your marks

for the assessment - you
could even be disqualified
from the subject.

DON'T RISK IT!

REMEMBER

Misusing Al is cheating!
Know the rules

Talk to your teachers
Reference clearly
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