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[bookmark: _Toc463797247][bookmark: _Toc182394945][bookmark: _Toc443593739][bookmark: _Toc466921640][bookmark: _Toc490083867]Introduction
Huxlow Academy 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.
[bookmark: _Toc463797248]
[bookmark: _Toc182394946]Purpose of this handbook
	· To complement candidate briefings/assemblies
· To inform candidates about malpractice in examinations/assessments
· 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.

The JCQ Information for candidate’s documents (coursework, non- examination assessments, on-screen tests, social media and written examinations) and awarding body privacy notices are included in the appendices in this booklet.


[bookmark: _Toc182394947][bookmark: _Toc463797251][bookmark: _Toc463797249]Malpractice
	Malpractice means any act or practice which is in breach of the Regulations.

To ensure the integrity of qualifications, strict Regulations are in place and any alleged, suspected or actual incidents of malpractice will be investigated and reported to the relevant awarding body/bodies.  The awarding bodies will investigate the alleged malpractice and upon conclusion may impose sanctions including disqualification from the exam, all exams in that subject, or all exams in that exam series (refer to JCQ Indicative sanctions against candidates (Appendix 6), Suspected Malpractice: Policies and Procedures).

JCQ provides information regarding what constitutes malpractice:
· Introduction of unauthorised material into the examination room
· Breaches of examination conditions
· Exchanging, obtaining, receiving, or passing on information which could be examination related (or the attempt to)
· Offences relating to the content of candidates’ work
· Undermining the integrity of examinations/assessments
 
Plagiarism 
Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It is a form of cheating which is taken very seriously...

Research and using references in non-examination assessments and coursework
...Where computer-generated content has been used (such as an AI Chatbot), your reference must show the name of the AI bot used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2025. You must submit a copy of the computer-generated content with your work for reference and authentication purposes. 
If you copy the words, ideas or outputs of others and do not show your sources in references and a bibliography, this will be considered as cheating. 

Things not to do on social media: 
• Buy/ask for/share exam or assessment content 
• Pass on rumours of what’s in exams or assessments 
• Share your work 
• Work with others so that your assessment is not your own independent work 


[bookmark: _Toc182394948]Personal data
	· The centre will provide relevant personal data including name, date of birth, gender to the awarding bodies for the purpose of examining and awarding qualifications. 
· 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.
· Coursework and non-examination assessment materials which are submitted by candidates for assessment may include any form of written work, audio and visual materials, computer programmes and data (“Student Materials”). Awarding bodies use the Student Materials to evaluate candidates’ performance in the relevant assessment. 


[bookmark: _Toc182394949]Coursework assessments/non-examination assessments
	Your teacher will inform you of:
· the dates when coursework/non-examination assessments will be conducted 
· the deadlines for submitting your work 
· whether the work is internally or externally assessed
· the mark awarded for internally assessed work and how to request a review of the marking and/or appeal internal assessment decisions
Please Refer to Instructions for conducting coursework, Instructions for conducting non-examination assessments and Information for candidates documents included in appendices. 
AI in assessments
· Misuse of AI is cheating.
· Make sure you know the rules
· Talk to your teachers
· Reference clearly
Please refer to Appendix 7 AI and Assessments 


[bookmark: _Toc182394950]Written timetabled exams
	Individual candidate statements of entry will be issued to candidates in early February.  Please check personal details and exam entries to ensure they are correct.  If there is an issue with the information please see Mrs Gidney, Exams Manager.
General timetables will be able to be viewed on the Huxlow Academy website and individual timetables will be issued to students in April 2025 with details of exam times and venues.  
· [bookmark: _Hlk19694340]Exam room posters (see appendices) – Warning to candidates, Unauthorised items are on display outside the Gym on the exams notice board, and on exam days these will also be on the door to the Sports Hall, and in the lobby outside the Library, EN7 and IT3.  Please ensure you are familiar with these.



[bookmark: _Toc182394951]Contingency sessions - Summer 2025
	In the event of a national event or emergency affecting exam dates during the Summer 2025 series the Joint Council for Qualifications (JCQ) have allocated Wednesday 25th June 2025 as a contingency exam date.
Please ensure you are available on this date. 


[bookmark: _Toc463797253][bookmark: _Toc182394952]What to do if you identify you have two or more exam papers timetabled at the same time (a timetable clash)
	Where a candidate has two or more exams timetabled in the same session and the time allocated for all the exams is 3 hours or more, candidates will be allowed to take the exams over the morning and afternoon sessions on that day with a supervised rest and lunch break between the two exams.  Candidates will be allowed to revise during the supervised break but will not be allowed access to mobile phones or other media devices, the internet, or be allowed any contact with students that have already taken the exam. 
Timetable clashes where the length of both exams totals less than three hours (i.e. GCSE French Listening and Reading) will be sat in the same session with a short supervised break of no more than 15 minutes between each exam.



[bookmark: _Toc463797254][bookmark: _Toc182394953]Where you will take your exams
	· December and February GCSE mock written exams will take place in the Gym with provision for access arrangement students in the Library and EN7.  Practical exams will take place in the relevant practical rooms.
· January BTEC exams will take place the Gym, EN7 and the Library.
· 6th Form mock written exams will take place in the 6th Form Centre.
· Summer 2025 exams will take place in the Sports Hall with provision for access arrangement students in the Library, EN7, IT3 and other smaller rooms as necessary.  Practical exams will take place in the relevant practical rooms.

Please check seating plans on the exams notice board and outside the exam room prior to your exam for any room changes.



[bookmark: _Toc463797255][bookmark: _Toc182394954]What time your exams will start and finish
	· The official exam start times are 9am and 1.30pm and can start within half an hour either side of these times.
· Huxlow Academy morning exams generally start at 9am – please check your timetable for any variations.
· Huxlow Academy afternoon exam start times will vary depending on the length of the exam.  They will start no earlier than 1pm and no later than 2pm. 
· Mock exams are aligned with the school day in Autumn and Spring terms and will begin at 9:10am (after registration) and 11:30am (after break) – Please check timetables for any variations.



[bookmark: _Toc463797256][bookmark: _Toc182394955]Supervision during your exams
	· Exams are supervised by a team of invigilators 
· Invigilators must follow strict rules and regulations when conducting exams as directed by JCQ and awarding bodies.  Please put your hand up and request assistance if you are feeling unwell, are missing any necessary equipment for the exam, think you may have been given an incorrect paper, or have any questions not related to the content of the exam.  Please remember invigilators will not be able to give you any assistance with understanding the content of the exam. 



[bookmark: _Toc463797257][bookmark: _Toc182394956]
Exam room conditions
	· Candidates should line up in the relevant area outside the exam room (your tutor will confirm where this is) and wait to be invited into the exam room 
· Candidates are under formal exam conditions from the moment they enter the exam room until they are given permission to leave by the invigilator this means 
· Total silence – do not talk or attempt to communicate or disturb other candidates
· Do not write anything or open the question paper until you are told to do so by the invigilators
· No unauthorised materials allowed in the exam room once the exam has started – if you have accidentally taken anything into the exam room that you shouldn’t have you must declare this to the invigilators
· Candidates must listen to and follow the instructions of the invigilator at all times in the exam room
· All exam subject information will be displayed in the exam room including centre number, subject title, paper number and the actual starting and finishing times, and date, of each exam
· Additional answer sheets/answer books, are available - please ask an invigilator
When leaving the exam room, please make sure you have moved away from the building before talking to one another as there may be exams still continuing in the exam room and you may be disturbing candidates still taking exams.


[bookmark: _Toc463797258][bookmark: _Toc182394957]Where you will sit in the exam room
	· In the main exam rooms (Sports Hall, Hall and Gym) candidates are seated in candidate number order per subject and tier where possible.
· In all other rooms seating is arranged to accommodate specific access arrangements.  
· Seating plans are displayed on the Exams Notice Board and outside each exam room.
· Seating arrangements are listed on candidate timetables – however these are subject to change, so please check the seating plans before each exam.



[bookmark: _Toc463797259][bookmark: _Toc182394958]How your identity is confirmed in the exam room
	Checking the identity of candidates is a regulatory requirement.
· All candidates will have a named place card on their desk displaying the candidates photograph so that invigilators can identify them easily.  Please do not deface the place cards.  Ensure all cards are face up at all times.
· A senior member of staff will also be present to confirm candidates’ identity.



[bookmark: _Toc463797260][bookmark: _Toc182394959]What equipment you need to bring to your exams
	· Students are expected to provide a BLACK pen for all written exams.
· Students are advised to bring any other equipment necessary for the completion of the exam such as pencils, erasers, pencil sharpeners, highlighter pens, etc. in a clear plastic pencil case.
· Huxlow Academy is able to provide maths equipment i.e. calculators, rulers, protractors, compasses, however students are welcome to bring their own in a clear plastic pencil case.




[bookmark: _Toc182394960]Using calculators
	· Exam papers will say whether calculators are allowed or not.  If there is no instruction on the paper, calculators may be used.
· In exams where calculators are required, Huxlow Academy will provide standard regulation calculators.  
· Students may bring their own calculators, however these need to be checked by an invigilator to ensure they meet awarding body regulations.  All lids/protective cases must be left in your bag/outside the exam room/or handed to an invigilator.
· [bookmark: _Hlk6503265]All calculators brought into the exam room MUST meet the awarding bodies regulations. You must be aware of JCQ awarding body instructions regarding the use of calculators in your exams.
· You MUST NOT borrow or lend a calculator in the exam room.  If your calculator is not working, please ask an invigilator to provide you with another one.



[bookmark: _Toc463797261][bookmark: _Toc182394961]What you MUST NOT bring into the exam room
	Please do not enter the exam room with 
· Any type of electronic storage or web enabled device including :
· All types of mobile phone *
· Watches
· Earpods/headphones
· MP3/MP4 players
· Revision notes, bits of paper
* students with known medical conditions that use mobile phones/devices as a health monitor/alarm will be accommodated in a smaller room where their mobile phones will be checked by the invigilator and placed on a desk at the front of the room, within sight of the student, to ensure their wellbeing at all times.

Please note:  Invigilators will have mobile phones switched to silent mode in the exam room to enable them to summon assistance from outside the exam room if required



[bookmark: _Toc463797262][bookmark: _Toc182394962]Food and drink in exam rooms
	Only water in clear plastic bottles is allowed in the exam room.  This must be placed on the floor next to the desk.
Please talk to the exams manager, Mrs Gidney, if there is a medical requirement for food/drink to be brought into the exam room.



[bookmark: _Toc463797263][bookmark: _Toc182394963]What you should wear for your exams
	Full correct uniform (years 7-11)
Smart casual (6th Form)



[bookmark: _Toc463797265]
[bookmark: _Toc182394964]What to do if you arrive late for your exam
	Please call Huxlow Academy on 01933 650496 as soon as possible if you know you are going to be late for an exam.
Late arrivals will be allowed to enter the exam room and sit the examination at the discretion of the Exams Manager.
Late arrivals allowed into the exam room will be given the full time for the examination.
Very late arrivals (after 10am for morning sessions and after 2.30pm for afternoon sessions) may still be allowed to sit the exam, but the awarding body must be notified with details of the circumstances.  The awarding body will decide whether to accept the script. 


[bookmark: _Toc463797266][bookmark: _Toc182394965]What to do if you are unwell on the day of your exam
	Candidates or parents/carers must call Huxlow Academy on 01933 650496 as soon as possible to inform us if the student is unwell and/or unable to attend an exam and the reason why.
Special consideration
Special consideration is a small post-examination adjustment that compensates candidates who were suffering from a temporary illness or condition or who were otherwise disadvantaged at the time of the examination. Exams officers may apply for special consideration on a candidate's behalf.
Absent candidates
If a candidate is absent from a timetabled written exam for an acceptable reason, and the centre is prepared to support an application for special consideration (where the minimum requirements for enhanced grading in cases of acceptable absence can be met i.e the candidate was fully prepared for the exam and able to complete at least one whole component), the awarding body may make an adjustment to the grade. 
Medical evidence e.g Dr’s note, clinical appointment or hospital admission letter, may be required to support any application for special consideration.
Present but disadvantaged candidates
If a candidate is unwell during an exam they should alert the invigilators who will manage the situation according to the severity and record all actions taken.  
Where a candidate is present but disadvantaged for a timetabled written examination special consideration will be applied for. 



[bookmark: _Toc463797271][bookmark: _Toc182394966]Results
	Results days 2024-25
GCSE Maths and English Language re-sits
Thursday, 9th January 2025
BTEC Nationals/BTEC Level1/2 Tech Awards
Thursday, 19th March 2025
A’Level/BTEC Nationals/EPQ/Level 3 Certificates
Thursday, 14th August 2025
GCSE/BTEC Level1/2 Tech Awards/Level 1/2 Vocational Awards/Level 1/2 Cambridge Nationals
Thursday, 21st August 2025


[bookmark: _Toc463797272][bookmark: _Toc182394967]Post-results services
	Please refer to Huxlow Academy website for details of post-results services including applications for a review of marking and access to exam scripts.



[bookmark: _Toc463797273][bookmark: _Toc182394968]Certificates
	Certificates generally arrive in November.  They will be available to collect from reception during school opening times from December onwards.
Students will need to sign for the collection of their certificates.  
If the student wishes a nominated person to collect the certificates on their behalf, they need to provide the nominated person with a signed letter/note stating that they give permission for their representative (please ensure you include their name) to collect certificates on their behalf and confirm that the representative will provide photographic ID on collection and will sign to confirm collection. 
On collection, you should carefully check that your personal details (name, date of birth, etc.) are correct and that the correct final grade(s) issued to you is/are shown. 
Unclaimed certificates will be destroyed after 5 years.
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[bookmark: _Toc182394969]APPENDIX 1
[bookmark: _Toc463797278][bookmark: _Toc182394970]JCQ Information for candidates - coursework
You must read this information if you are undertaking qualifications that contain elements of coursework assessment.

Information for candidates - Coursework 2024-2025 
http://www.jcq.org.uk/exams-office/information-for-candidates-documents




[bookmark: _Toc463797279][bookmark: _Toc182394971]APPENDIX 2
[bookmark: _Toc463797280][bookmark: _Toc182394972]JCQ Information for candidates – non-examination assessments
You must read this information if you are undertaking qualifications that contain components of non-examination assessment. 

Information for candidates – non-examination assessments 2024-2025 
http://www.jcq.org.uk/exams-office/information-for-candidates-documents


[bookmark: _Toc463797281][bookmark: _Toc182394973]APPENDIX 3
[bookmark: _Toc463797284][bookmark: _Toc182394974]JCQ Information for candidates – written exams
You must read this information before you take any externally assessed written exams. 
Information for candidates – written exams 2024-2025
 http://www.jcq.org.uk/exams-office/information-for-candidates-documents


[bookmark: _Toc463797283][bookmark: _Toc176718629][bookmark: _Toc182394975][bookmark: _Toc463797285]APPENDIX 4
[bookmark: _Toc463797288][bookmark: _Toc182394976]JCQ Information for candidates – social media
You must read this information to help you stay within examination/assessment regulations when using social media. 
Information for candidates – social media 2024
http://www.jcq.org.uk/exams-office/information-for-candidates-documents



[bookmark: _Toc463797289][bookmark: _Toc182394977]APPENDIX 5
[bookmark: _Toc463797290][bookmark: _Toc182394978]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.”
Unauthorised items poster 
http://www.jcq.org.uk/exams-office/exam-room-posters



[bookmark: _Toc463797291][bookmark: _Toc182394979]APPENDIX 6
[bookmark: _Toc463797292][bookmark: _Toc182394980]JCQ Warning to candidates poster
This poster will be displayed outside each exam room. You must note all the warnings.
Warning to candidates poster 
http://www.jcq.org.uk/exams-office/exam-room-posters

[bookmark: _Toc182394981]APPENDIX 7
[bookmark: _Toc182394982]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.  
AI and Assessments: A quick guide for students poster 
https://www.jcq.org.uk/exams-office/malpractice/


























[bookmark: _Toc182394983]CANDIDATE CONFIRMATION
To confirm you have received, read and understood the contents of this handbook, please sign and date the tear-off slip below and return to your Form Tutor
If there is anything you do not understand, you should ask the Exams Manager, Mrs Gidney for clarification.















------------------------------------------------------------------------------------------------------------------------------------
CANDIDATE EXAM HANDBOOK
NAME:   Overwrite your name here	
Date I received the handbook:   DD / MM / YYYY
I have read the contents
I understand (Tick all of the boxes that apply)
· What constitutes malpractice (and what AI misuse is) in examinations/assessments and the consequences of committing malpractice
· What my personal data is used for by awarding bodies
· Copyright
I have read and understand the current JCQ information for candidates documents as they relate to the qualifications I am taking (Tick all of the boxes that apply)
· Coursework
· Non-examination assessments
· On-screen tests
· Social media
· Written exams

By signing here, I am confirming all of the above

Candidate Signature: 	Overwrite your signature here
Date of signature:   	DD / MM / YYYY
[bookmark: _Hlk9276988][bookmark: _Hlk14270877]CANDIDATE EXAM HANDBOOK TEMPLATE (2024/25)
2
