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INTRODUCTION 
 
 
Kingshill School aims to make the examination experience as stress-free as possible for all candidates, to allow them to perform to 
the best of their ability. Hopefully this booklet will be informative in providing helpful guidance for you. 
 
Our examinations are administered by the following Awarding Bodies: 

• AQA 

• OCR 

• Edexcel 

• WJEC 
 

The Joint Council for Qualifications (JCQ), who represent all Awarding Bodies/ Examination Boards in the country, set strict criteria 
for the conduct of examinations and each centre is required to enforce these regulations. 
 
It is essential you are aware and follow all the rules and regulations. 
 
REMEMBER - if there is anything you do not understand, PLEASE ASK either: 
 

• your subject teacher 
 

• Mr Stephen Pritchard – Deputy Headteacher 
(spritchard@cirencesterkingshill.gloucs.sch.uk) 
 

• Miss Jill Huntley – Examinations Officer 
(jhuntley@cirencesterkingshill.gloucs.sch.uk) 
 

mailto:spritchard@cirencesterkingshill.gloucs.sch.uk
mailto:jhuntley@cirencesterkingshill.gloucs.sch.uk


 

Page | 2 

 

INDIVIDUAL EXAMINATIONS TIMETABLE 
 
You will be given your own individual timetable by Friday 29th April 2022.  Make sure you check it carefully.  It is your record of 
which examinations you have been entered for and at what level, as well as telling you where you will be sat. 
 
Details of general timings of examinations can be found in the second half of this booklet, though your timetable gives you an 
exam-specific start time.  When you get your Individual Candidate Timetable, you will be able to see the room, the seat number 
and the exact start time alongside. 
 
If you find that your individual timetable says something different from this booklet, then your individual timetable will contain 
the correct information as this will be most up-to-date. 
 
 
TIMETABLE CLASHES 
Some of you will find sessions when you may have more than one examination scheduled to start at the same time.  To get 
around these “clashes” you will need to sit one of the examinations either earlier or later in the day than everyone else. Miss 
Huntley will speak to you, in person, to clarify the arrangements for your clashing examinations. 
 
If you are required to do this, we will need to keep you separate from the other people sitting the examination to make sure that 
there can be no cheating.  You will not be able to have a school lunch with everybody else that day and you will be kept under 
supervision until all the examinations are finished.  Furthermore, the restrictions on your mobile phone/smart watch will operate 
throughout. 
 
Please refer to the timetable in the second half of this booklet – the ‘Additional Notes’ column contains further information which 
may be important for you. 
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EXAMINATION CANDIDATE NUMBER 
 
This will be printed on your individual timetable and will be needed in all your examinations and Non-examined assessments. 
 
Try to remember your Candidate Number.  You may take your timetable into the exam if you need to, at least until you have 
remembered the number. 

 
INTERNAL APPEALS PROCEDURE 

 
The school has established formal procedures to deal with the occasions on which candidates and/or their parents/carers are 
unable to agree with staff on the evaluation of Non-examined assessments and the administration of Enquiries After Results.  
 
If you wish to use these procedures, please contact the school’s Examinations Officer in the first instance. 
 

THE EXAMINATIONS 
 
WHAT TIME DO THE EXAMINATIONS START? 
Where possible, all examinations will be run in parallel within your normal school day and will start at either 9.15 am or 1.00pm. 
Whenever you do not have an examination, you should be in your timetabled lessons while you remain in school. 
 
For examinations starting at 9.15 am, candidates should go straight to the examination room immediately after morning 
registration.  For examinations starting at 1.00 pm, candidates should go straight to their examination room immediately after an 
early lunch break. 
 



 

Page | 4 

There may be occasions when it is necessary to start examinations at a slightly earlier time.  All examination start times can be 
found in the timetable at the end of this booklet.  More detailed information will also be given on your Individual Candidate 
Timetable, as well as in the School’s Bulletin nearer the time. 
 
WHAT TIME DO YOU NEED TO ARRIVE? 
The start time is the time when you begin to write!  You need to be outside your examination room at least ten minutes before 
the start time.  During these ten minutes you will be allowed in to the examination room and the examination papers will be given 
out. 
 
WHERE DO YOU NEED TO GO? 
Most examinations will be in the Sports Hall.  You will be expected to line up outside by tutor group, in alphabetical order, in 
silence.  Use the lists displayed outside to check your seat number. 
 
If examinations are in other rooms, go to the room but DO NOT ENTER until you are told to do so.  You need to wait quietly 
outside until you are admitted to the examination room by an invigilator. 
 
 
 
WHAT DON’T YOU NEED? 
You do not need your mobile phone.  If you must bring your phone to school, then it must be switched off and left in your bag 
outside the examination area.  If you are found with your phone in the examination room or it rings or bleeps and disturbs other 
candidates, you will be disqualified from the examination.  Other unauthorized items now include ALL watches and all forms of 
MP3 player. These must be left in your bag. 
Do not use Tippex or any other correction fluid. Highlighters may be used on your question papers and on resource materials, but 
not in your answers. 
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WHAT DO YOU NEED TO BRING WITH YOU? 
Bring only those items that you need.  For every examination you will need to bring with you: 

• a good black pen or biro; 

• two or three spare black pens; 

• freshly sharpened pencils; 

• an eraser; 

• a 30 cm ruler. 
These should be in a transparent pencil case/plastic bag. 
 
For all your examinations, you may only use black ink. 
(Other colours, including blue, are not accepted by the examination boards.  This is because only black will scan and photocopy 
reliably.) 
For some examinations, you will need to bring other things as well: 
 

• For ENGLISH PAPERS please bring colouring pencils or highlighters for annotating the examination papers.   
 

• For GEOGRAPHY you will need a calculator and colouring pencils. 
 

• For MATHEMATICS and ADDITIONAL MATHEMATICS, it is essential you have a protractor or angle measurer and a pair of 
compasses.  For Statistics and the Mathematics calculator paper, you will need a scientific calculator (with fresh batteries).  
Your calculator must not have a QWERTY keyboard.  
Tracing paper will be available, but no other equipment will be provided if you forget anything.  
 

• For ALL SCIENCE PAPERS you will need a scientific calculator (with fresh batteries).  Your calculator must not have a 
QWERTY keyboard.  You will be provided a “Data Sheet” containing a Periodic Table in the Chemistry examinations and an 
Equations Sheet in the Physics examinations. 
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ENTERTERING THE EXAMINATION ROOM 
Once in the examination room, you are considered to be under examination conditions. 
 
Enter the examination room silently and leave your bag in the area set aside by the invigilators.  In the Sports Hall, this will be the 
middle section.  Find the desk you have been allocated, sit down and wait in silence. 
 
On your desk you will only be allowed to have writing and drawing equipment and calculators (unless specifically told otherwise).  
You can buy special see-through pencil cases for examinations, or use a transparent plastic bag.  These have to be see-through. 
No pencil cases that are not see-through, calculator cases or any other container will be allowed on your desk.   
 
Reminder:  coats, bags, pencil cases (unless transparent) and calculator cases are not allowed into the examination area so please 
don’t bring them with you. In the Sports Hall, you will be leaving your belongings in the central area. 
 
You are allowed to bring a drink of water into the examination room with you if required. 
However, you must ensure that all labels have been removed from drink containers.  Drink containers must be placed on the floor 
under your desk. 
 
Once in the examination room you must not speak or attempt to communicate with any other candidate. 
 
DURING THE EXAMINATION 
You will not be given permission to leave the examination room and return unless there is some urgent reason. 
 
If you attempt to cheat by copying, allowing others to copy from you, by talking, accessing the internet via a smart watch or phone 
or in any other way, the Examination Board will be notified and may disqualify you and any other candidate involved.  If you 
interfere with the work of, or distract, another candidate in any way, you may be withdrawn from the examination. 
This may affect all further examinations that you are taking with that Examining Board. 
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You are responsible for providing the necessary writing and drawing instruments. 
You must use a pen or biro with black ink.  
Drawings, diagrams and maps may be in pencil or colour. 
 
 
AT THE END OF THE EXAMINATION 
The exam will be ended by an invigilator. 
Do not move from your seat, turn around you have been told you can leave the room. 
  
Do not talk until you have completely exited the Sports Hall building. It is important to remember that there may be candidates 
who may still be working, sitting papers for other subjects in the same room. 
 
The examination papers will be collected in. This will happen before you are allowed to leave. 
Remember, you are considered to be under examination conditions until you are outside of the room. 
It is essential that you leave the building in silence because of others who may still be continuing with examinations. 
 
WHERE SHOULD YOU GO WHEN YOU ARE NOT DOING EXAMINATIONS? 
Until your published leaving date, you are expected to be in school and in your normal timetabled lessons. 
 
If an examination finishes during lesson time, you will be expected to return to your normal timetabled lesson. 
 
After half term (from 6th June), there will be specific revision lessons to go to and a quiet room for individual study. 
You will need to sign in, in the concourse. 
 
Be considerate of others at all times and respect their need to work in peace. 
Do not wander around the school during normal lesson time. You must not disrupt the learning of the rest of the school. 
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HOW WILL YOU FIND OUT IF THERE ARE CHANGES IN EXAMINATION ARRANGEMENTS? 
Any last-minute changes will be written on the pupil notice board under the stairs in the concourse. 
 
WHAT IF I HAVE AN ACCESS ARRANGEMENT? 
If you have an approved Access Arrangement, you will have been told in advance and further details will be sent home. 
 
Your examinations will either be in the North End of the Sports Hall or in a suitably located room in another area of the school.  
They will START at the same time as the main examinations.  If you are entitled to extra time, then you will finish later than 
everyone else. 
 
More details will be provided on your individual timetable. 
 
 
 
WHAT TO DO IF …….. 
 
You are ill 
If you are ill or physically injured, the school must be informed as soon as possible.  
If the illness or injury is likely to make it difficult or impossible for you to do an examination, then a doctor’s note is essential.  
Without a doctor’s note it may not be possible to obtain “Special Consideration” from the Examination Board(s). 
 
You are late 
If you are going to be late for your examination, it is essential that you let the school know immediately (01285 651511). 
 
Providing that you are not more than half an hour late you will be allowed to sit the examination, but you will be warned that your 
work may not be accepted by the Board.  
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You inadvertently miss an examination 
Awarding Bodies regulate the timetable for all examinations and no deviations are permitted, therefore, the school will be unable 
to do anything about it.  In addition, you will be charged the full cost of the examination you have missed. 
 
 
 
REVISION LESSONS 
Normal timetable will continue until 27th May 2022.  After that, revision sessions will be organised before and between each 
examination.   
 
A separate timetable will be issued giving details of all the revision lessons and it will be designed to avoid clashes with 
examinations wherever possible.  You are recommended to attend the revision lessons but you do not have to. 
You must, however, sign in for the exam revisions sessions for fire safety. 

 

 
CONTINGENCY DATE 
 
In the event that there are issues with running examinations, either locally or nationally, examination boards collectively agree a 
date by which they will reschedule any affected papers.  
The date that has been set aside as the contingency day is Wednesday 29th June 2022. 
 
This means that all exam candidates must be available to sit examinations from the date of their first exam until Wednesday 29th 
June 2022. This decision is not a school decision and applies to all students in all schools. 
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YOUR RESULTS 
RESULTS DAY 
You will be given a ‘Statement of Results’, which can be collected from the school dining room on Thursday, 25th August 2022 
between 9.30am and 11.00am. 
These will be in addressed envelopes, set out on tables, in alphabetical order of surname.    
 
You will be required to sign to say you have collected your Statement of Results.  
If you would like someone else to collect your results on your behalf, then the school will require written authorisation from you 
confirming the name of the person who will be collecting them and they should bring a proof of identity. This can be arranged by 
you, the pupil, before school ends in July and can be in the form of an email to: jhuntley@cirencesterkingshill.gloucs.sch.uk 
 
If your results are not collected, we will put them in the post to you at 11.30 am. 
 
WHEN WILL YOU RECEIVE YOUR EXAMINATION CERTIFICATES? 
Examination certificates should be sent to the school by early November 2022.  Your certificates will be presented to you at a 
special Awards Evening in November. You will be notified of the date for this in due course. All pupils having completed Year 11 
and their GCSEs are invited to this, along with their own guests. 
 
 
 
 
WHAT SHOULD YOU DO IF YOU CAN’T COME TO THE AWARDS EVENING? 
If you are unable to attend Awards Evening you will be able to collect your certificates from the School Office.  They are too 
precious to send through the post.   Make sure that you collect your certificates because they are the only legal record you will 
have of your results. 
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It is very important to keep your certificates safe, because you will be asked to produce them for University and College courses, 
and many of your future employers will expect to see them when you apply for jobs. 
 
The JCQ and Awarding bodies have agreed that schools can only retain certificates for one calendar year. After this period, schools 
are required to destroy them. 
 
It is not possible to obtain copies of certificates and if they are lost, candidates will have to apply to each Awarding Body for a 
Certified Statement of Results. Awarding Bodies charge a substantial fee for this service. 
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Appendix 1 
JCQ Posters that will be displayed outside the examination rooms. 
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Appendix 2 
JCQ Information for Candidates  
 
Information for candidates for written  examinations – effective from 1 September 2021. 
This document has been written to help you. Read it carefully and follow the instructions. 
If there is anything you do not understand, especially which calculator you may use, ask your teacher. 
 

A. Regulations – Make sure you understand the rules 
 
1 Be on time for all your examinations. If you are late, your work might not be accepted. 
2 Do not become involved in any unfair or dishonest practice during the exam. 
3 If you try to cheat, or break the rules in any way, you could be disqualified from all your subjects. 
4 You must not take into the exam room: 
(a) notes; 
(b) an iPod, a mobile phone, a MP3/4 player or similar  
 device, or a watch. 
Any pencil cases taken into the exam room must be see-through. 
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. 
5 If you have a watch, the invigilator will ask you to hand it to them. 
6 Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens in your answers. 
7 Do not talk to or try to communicate with, or disturb other candidates once the exam has started. 
8 You must not write inappropriate, obscene or offensive material. 
9 If you leave the exam room unaccompanied by an invigilator before the exam has finished, you will not be allowed to return. 
10 Do not borrow anything from another candidate during the exam. 
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B. Information – Make sure you attend your examinations and bring what you need 

 
1 Know the dates and times of all your examinations. Arrive at least ten minutes before the start of each exam. 
2 If you arrive late for an exam, report to the invigilator running the exam. 
3 If you arrive more than one hour after the published starting time for the exam, you may not be allowed to take it. 
4 Only take into the exam room the pens, pencils, erasers and any other equipment which you need for the exam. 
5 You must write clearly and in black ink. Coloured pencils or inks may only be used for diagrams, maps, charts, etc. unless the 
instructions printed on the front of the question paper state otherwise. 
 
 

C. Calculators, dictionaries and computer spell-checkers 
 
1 You may use a calculator unless you are told otherwise. 
2 If you use a calculator: 
(a) make sure it works properly; check that the batteries are  
 working properly; 
(b) clear anything stored in it; 
(c) remove any parts such as cases, lids or covers which have  
 printed instructions or formulae; 
(d) do not bring into the exam room any operating instructions  
 or prepared programs. 
3 Do not use a dictionary or computer spell checker unless you are 
told otherwise. 
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D. Instructions during the exam 
1 Always listen to the invigilator. Always follow their instructions. 
2 Tell the invigilator at once if: 
(a) you think you have not been given the right question paper or all of the materials listed on the front of the paper; 
(b) the question paper is incomplete or badly printed. 
3 Read carefully and follow the instructions printed on the question paper and/or on the answer booklet. 
4 Do not start writing anything until the invigilator tells you to fill in all the details required on the front of the question paper 
and/or the answer booklet before you start the exam. 
5 Remember to write your answers within the designated sections of the answer booklet. 
 
E. Advice and assistance 
1 If on the day of the exam you feel that your work may be affected by ill health or any other reason, tell the invigilator. 
2 Put up your hand during the exam if: 
(a) you have a problem and are in doubt about what you should do; 
(b) you do not feel well; 
(c) you need more paper. 
3 You must not ask for, and will not be given, any explanation of the questions. 
4 Do your rough work on the proper exam stationery. Cross it through and hand it in with your answers. 
Make sure you add your candidate details to any additional answer sheets that you use, including those used for rough work. 
 
F. At the end of the exam 
1 If you have used more than one answer booklet and/or any supplementary answer sheets, place them in the correct order. 
Place any loose additional answer sheets inside your answer booklet. Make sure you add your candidate details to any additional 
answer sheets that you use. 
2 Do not leave the exam room until told to do so by the invigilator. 
3 Do not take from the exam room any stationery. This includes the question paper, answer booklets used or unused, rough work 
or any other materials provided for the exam. 
 


