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INTRODUCTION

At King Edward VI King’s Norton School for Boys, we understand that sitting exams
can be extremely stressful, so we aim to make the experience as straight forward as
possible for each student. We try to achieve this through fairness, consistency, and

high levels of communication.

The awarding bodies (examinations boards) provide very prescriptive guidelines
about conducting exams which all centers must follow. We expect students to comply
with the information in this handbook. All students must familiarize themselves with the
JCQ ‘Information for Candidates’ document which is available within this handbook

and on the school website.

We hope this handbook will answer many queries students and parents/carers might
have about the examination process, but if you need more information, please email
the exam officer.

The school telephone number is: 0121 628 0010.
Remember - we are here to help.

GOOD LUCK!



BEFORE THE EXAMINATION: TIMETABLES

You will receive an individual timetable for external examinations showing your own
specific examinations with details of date, time, and duration of exam, venue, and
seat number. Please check it carefully. If you think something is wrong, please see
your exam officer immediately. Some candidates may have a clash where two
subjects are timetabled at the same time. The school will make special timetable
arrangements for these candidates only. This may involve you taking one exam
straight after the other or that you are moved to another room at the end of the first
exam and are supervised by an invigilator until you are ready to do the next exam.
You must check your individual timetable and if you see that you have two exams

timetabled for the same time please see the exams officer immediately.

EXAMINATION BOARDS

At KNSB, the following exam boards are used:

Subject Exam Board
Art AQA
History AQA
Religious Education AQA
Spanish AQA
Drama AQA
English AQA
Food AQA
French AQA
Psychology AQA
iMedia OCR
Computer Science OCR
Design and Technology OCR
Physical Education OCR/CAMBRIDGE NATIONAL
Maths PEARSON EDEXCEL
Sciences PEARSON EDEXCEL
Geography PEARSON EDEXCEL
Statistics PEARSON EDEXCEL




Music WIEC
Business WIEC

CANDIDATE NAME & NUMBER

Each candidate has a four-digit candidate number. This is the number you will enter
on examination papers. It will appear next to your name on seating plans and
examination registers. Your candidate number is on your statement of entry and exam
timetable. Any name changes made after the GCSE’s start in May could result in the
previous name being printed on the certificate - any charges because of this will be

passed onto the parent/carer.

FOOD AND DRINK

Food is not permitted in the examination room unless there is a medical requirement,
evidence of which should be submitted to the Examinations Officer prior to the start of
the exam series. Chewing gum is not permitted in school and should not be brought
into an exam. Water is permitted in the examination room, but it must be in a
clear bottle with the label removed. This must be a plain bottle free of any markings

and fully transparent (not frosted).

EQUIPMENT
You will be required to bring the following equipment: -

e 2 Black Pens

1 Pencil

Ruler

* Eraser

Pencil sharpener

* Compass



¢ Protractor
¢ Scientific calculator

All items of equipment should always be visible to the invigilators. Pens should be

black ink or ballpoint. No ink erasers (e.g. tipex) or correction pens are allowed.

Calculators - in any examinations in which calculators are allowed, they must
conform to examination regulations. For more information, please see
https://www.jcq.org.uk/wp-content/uploads/2023 /08 /FAQs-%E2%80%93-Using-
Calculators FINAL.pdf

UNAUTHORISED MATERIALS
Arrangements for unauthorised materials taken into the exam room

* Mobile phones, watches, iPod, MP3/4 players and any other electrical device,
candidates are asked to switch off and store in your bag or hand to invigilators

before they enter the exam room

* Invigilators collect unauthorised items which are placed in a plastic see-through bag

and the candidates name is written on a label and placed on the front of the wallet.

* In each venue there will be a designated area for candidates to put their personal
belongings, staff will instruct candidates before they enter the exam room where to
place them.

DURING THE EXAMINATION

EXAMINATION REGULATIONS
Copies of the following JCQ notices can be found on the school website -

¢ Information for Candidates - Coursework

Information for Candidates - Non-Examination Assessment

Information for Candidates - On Screen-Tests

Information for Candidates - Privacy Notice

Information for Candidates - Social Media


https://www.jcq.org.uk/wp-content/uploads/2023/08/FAQs-%E2%80%93-Using-Calculators_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/2023/08/FAQs-%E2%80%93-Using-Calculators_FINAL.pdf

¢ Information for Candidates - Written Examinations
* Warning to Candidates
* No Mobile Phones Poster.

It is important that parents, carers, and students read and understand the regulations
as any breach of these rules could result in a student being disqualified from
examinations. KNSB school must report every breach of the regulations to the

examination boards involved.

Full details of malpractice and sanctions can be found at

https://www.icq.org.uk/exams-office/malpractice/.

JCQ Joint Council for Qualifications The ‘Warning to Candidates’ and ‘No Mobile

Phones Poster’ are displayed outside each examination venue.

ATTENDANCE AT EXAMINATIONS

Candidates are responsible for checking their own timetable and arriving at school on
the correct day and time, properly dressed and equipped. Candidates must arrive 30
minutes prior to the start time of their examination. Candidates who arrive late for an
examination may still be admitted but may not receive any additional time. If special
consideration applies, then you must speak to the Examinations Officer. Full School

Uniform must be worn by all students attending school for examinations.

INVIGILATORS

KNSB employs invigilators to conduct the examinations and ensures that they are
trained to a high standard. All students are expected to behave respectfully towards
invigilators and follow their instructions. Invigilators are in the examination rooms to

supervise the conduct of the examination. Their responsibilities involve:
* Ensuring all students enter and leave the exam room under examination conditions
* Distributing and collecting the examination papers

* Informing students when to start and finish the examination


https://www.jcq.org.uk/exams-office/malpractice/

* Handing out any additional materials that are required

* Dealing with any problems that occur during the examination, for example if a

student is feeling ill.

Students who fail to meet the expectations of the examination or behave in an
unacceptable manner will be removed from the examination room by invigilators and

may be prohibited from sitting any further examinations.

CONDUCT IN THE EXAM

Once the student enters the exam room, they are expected to follow exam conditions

which are clearly set out by the exam awarding body JCQ:
* No talking to fellow students

* Hand in any unauthorised equipment to invigilator

* Place belongings (coat and bag) where instructed to

* Once seated, face the front of the room

* No turning around, using facial gestures or smiling to fellow students as this will be
seen as communication and could result in disqualification from the examination and

all further examinations taken by that exam board

* No looking at the students' paper next to you.

ABSENCE FROM EXAMINATIONS

If a student is unable to attend an exam, the Attendance Officer must be informed as
soon as possible. KNSB may invoice parents/carers if a student fails to attend an
exam without appropriate medical documentation. The approximate fee per exam is
£45. Please note that misreading the timetable is not a valid reason for absence or
lateness. In very exceptional circumstances, special consideration can be applied for
absence from an exam due to a medical reason. Evidence (e.g. a note from
hospital/discharge certificate) must be provided to the Exams Officer as soon as



possible for the application to be made. Students must have completed at least 50%
of the total course for special consideration to be considered by the exam board. This

includes coursework units.

BAD WEATHER PROCEDURE

As you know, the weather can be very unpredictable. To avoid any confusion as to
whether an exam will take place in severe weather, we want to remind you of the
procedures. The only occasion where an external examination will not take place is if
the school is deemed unsafe by the School Management Team. Please note exams
may take place even when the school is closed for normal lessons for other students.
Information about this will be given on local radio stations early in the morning on the
day of the exams. If there are any concerns about exams taking place then you will
receive a text message (please ensure that parent phone numbers are updated). If
you have any doubt tune into local radio stations as early as possible on the day in
question but you should assume that exams will take place unless it is announced, or

you receive a text that states exams have been cancelled.

AFTER THE EXAMINATION NOTIFICATION OF RESULTS

* The dates and times for collection of results will be available on the school website

and a text message will also be sent

* If you wish any other person (including family members) to collect your results on
your behalf, you must give your written authorisation to the school before the last day

of term prior to results day.
* We will not post examination results.

* No results will be given out by telephone under any circumstances.

POST RESULTS SERVICES

Post results services give candidates the opportunity to request a copy of an exam

script back (Access to Scripts) or to request a review of marking (Review of Results).



Students need to be aware that, if they decide to progress with a review of results,

there are three possible outcomes:

* The original mark is lowered, so the final grade may be lower than the original

grade received.
* The original mark is confirmed as correct, and there is no change to the grade.

* The original mark is raised, so the final grade may be higher than the original

grade received.

In order for the school to request post results services, the relevant form must be
completed. You can request this form from the exams officer. Please note there are
strict deadlines to submit these applications to the examination boards. To appeal
against the outcome of a review of marking, please read the school’s internal appeals

procedure, available on the website.

KNSB will review all GCSE grades and will contact parents if we feel a remark would

be beneficial. In this instance KNSB will cover the cost of the remark.

If you feel your son is eligible for a remark and the school disagrees, a fee will be

payable by parents.

PRESENTATION OF CERTIFICATES

Certificates are issued by the examination boards to school in November. Parents will
be contacted once the certificates are ready to be collected. Schools are only obliged
to keep certificates for one year after issue. If candidates do not collect their
certificates within this time (or if they are stolen or destroyed through fire or flood)
they can only be replaced via the appropriate examination boards. This will require
proof of identity (such as a birth certificate) and a substantial fee per examination
board. You are therefore urged to collect your certificates as soon as possible

thereafter and to keep them safe.



APPENDIX A: FREQUENTLY ASKED QUESTIONS
WHAT DO |1 DO IF | THINK | HAVE THE WRONG PAPER? It is your

responsibility to check that you have the correct paper before the examination starts.
If you think you have the wrong paper or tier, put your hand up immediately and
advise the invigilator. You will be reminded of this in the announcement before each

exam.

WHAT IS AN APPEAL FOR SPECIAL CONSIDERATION? Special Consideration
is an appeal to the examination board for an adjustment to marks if a candidate is
disadvantaged at the time of their examination because of illness, bereavement or
other similar distressing occurrences. If the candidate is ill, a current medical note is
required. If you feel that you have been disadvantaged during an exam, please

inform an invigilator as a record must be kept of the incident.

IF | AM LATE, CAN | STILL SIT THE EXAMINATION? Students can sit the
examination at the school's discretion. However, if the student is more than one hour
late then this is considered extremely late, and it is possible that the exam board may



decide not to accept their work. Please refer to JCQ Instructions for Conducting

Examinations for further details with regard to this policy.

IF 1 MISS AN EXAMINATION, CAN | TAKE IT ON ANOTHER DAY? No.
Timetables are regulated by the examination boards, and you must attend on the

specified date and time.

WHAT HAPPENS IF | TAKE A MOBILE PHONE, DATA STORAGE WATCH,
IPOD OR EARPHONES INTO THE EXAMINATION ROOM? At the beginning of
an examination, the invigilators will ask you to hand in any unauthorised items. If you
are found to have a mobile phone, IPOD, MP3/4 players or data storage watch in
your possession even if they have been turned off, the school has no choice but to
report the incident to the examination board. Without exception, students will be

disqualified from the examination paper.

WHAT DO | DO IF THE FIRE ALARM SOUNDS? The invigilators will tell you
what to do. If you must evacuate the room, leave everything on your desk and leave
it in silence. You must not attempt to communicate with any other students during the
evacuation. If this does happen, the examination board will be contacted, and special
consideration will be applied for.

CAN | GO TO THE TOILET DURING THE EXAMINATION? Only if it is
necessary. You will be escorted by an invigilator but will not be allowed any exira
time. Toilet breaks are not permitted in the first 30 or last 30 minutes of an
examination unless you have a medical need. Evidence should be submitted to the

Exams Officer prior to the examination series.

WHAT TO DO IF | WANT TO APPEAL FOR AN INTERNALLY ASSESSED
GRADE? Contact the exams officer for a copy of the Internal Appeals Procedures.



Appendix B:
Information for candidates: - coursework assessments

hittps://www.jcq.org.uk/wp-content/uploads/2021/08/IFC-
Coursework Assessments_2021_v4.pdf

Appendix C:
Information for candidates: non-examination assessments

hittps://www.jcq.org.uk/wp-content/uploads/2023/08/IFC-
NE_Assessments_2023_FINAL.pdf

Appendix D:
Information for candidates - Privacy Notice

https://www.jcq.org.uk/wp-content/uploads/2020/01/Information-for-

candidates-Privacy-Notice-10.doc.pdf

Appendix E:
For on-screen tests — effective from 1 September 2023

https://www.jcq.org.uk/wp-content/uploads/2023/08/IFC-On-
Screen_Examinations_2023_FINAL.pdf

Appendix F:
For written examinations - effective from 1 September 2023

https://www.jcq.org.uk/wp-content/uploads/2023/08/IFC-
Written_Examinations_Sep2023_FINAL.pdf

Appendix G:
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Information for candidates - Using social media

https://www.jcq.org.uk/wp-content/uploads/2024/05/JCQ-Social-
Media-Infographic-v6.pdf

Appendix H:
JCQ: Warning to Candidates

https://www.jcq.org.uk/wp-content/uploads/2022/08 /Warning-to-
Candidates-2022_ 23.pdf
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