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Introduction 

West Bromwich Collegiate Academy is committed to ensuring that candidates are fully briefed on the 
examination and assessment processes 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 support and complement candidate briefings and assemblies. 

• To inform candidates about malpractice in examinations and 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 or assessments being taken. 

• To ensure copies of relevant JCQ Information for Candidates documents and exam room posters are 
provided in advance of any exams or assessments being taken. 

• To answer any questions candidates may have. 

• To let candidates know where to find any exams-related policies and procedures that they need to be 
made aware of. 

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: 

 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. 

You need to know that the following would be malpractice:  
• copying or allowing work to be copied – e.g. posting written work on social networking sites prior 
to an examination/assessment;  
• collusion: allowing others to help produce your work or helping others with theirs;  
• asking others about what questions your exam will include (even if no one tells you);  
• having or sharing details about exam questions before the exam - whether you think these are 
real or fake; or  
• not telling exam boards or your school/college about exam information being shared.  

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

and/or non-examination assessments and coursework, as example: 

Research and using references. 

...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/), 25/01/2024. You should retain a copy of the computer-
generated content for reference and authentication purposes.  
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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. 

 

Personal data 

• The awarding bodies collect information about exam candidates. 

• To understand what information is collected and how it is used, you must read the JCQ Information 
for candidates – Privacy Notice found in this Candidate Handbook. 

Copyright 

• The copyright of any form of 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, royalty-free 
licence to use their assessment materials (referred to as Assessment Licence). 

• If a candidate wishes to terminate the awarding body’s rights for anything other than assessing 
his/her work, the awarding body must be notified by the centre and it is at the discretion of the 
awarding body whether or not to terminate such rights. 

Coursework assessments/non-examination assessments 

• Relevant JCQ Information for Candidates documents - coursework, non-examination assessments, 
social media can be found in this Candidate Handbook 

• Written exams timetables have been handed out to all Y11 students in Form Time at the start if the 
academic year. Additional copies are available from Mrs McQueen in the Exams Office. 

• You will receive your exam entries and timetables before the Easter Holidays 

Some of the Non-Examination Assessments taking place are listed below, however, your subject 
teachers will give you a complete schedule of when assessments will happen for the subjects you have 
chosen. 

Autumn Term 
Year 10 

 Component 1 – BTEC Music 

 Unit R094 – Cambridge National Creative iMedia 

 Art – Personal Portfolio (to complete by Autumn 2024) 
              Year 11 

 Unit R033 – Cambridge National Health & Social Care 

 Component 1 – BTEC Music 

 Component 2 – BTEC Music 

 Unit R094 – Cambridge National Creative iMedia 

 Component 2 - Design & Technology 

 Art – Personal Portfolio 

Spring Term 
           Year 11 

 GCSE PE – Analysis and Evaluation of Performance 

 Art – Externally Set Assignment 

Summer Term 
Year 10 & Year 11 (from 2nd April) 

 Languages – Speaking Exams (German and Home Languages) 
              Year 10 

 Unit 1 - Eduqas Tech Award Drama 

 Component 2 – BTEC Music 

 Unit R033 - Cambridge National Health & Social Care 

 English Language – Speaking and Listening  
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              Year 11 

 Unit 1 - Eduqas Tech Award Drama 

 Unit R035 - Cambridge National Health & Social Care 

• Your subject teacher will inform you of the deadline for each NEA/Coursework you are completing. 
Please ensure that you attend all sessions and that you meet this deadline. 

• After marking and moderation, you will be informed of your NEA/Coursework marks before 
submission to the Awarding bodies. 

Written timetabled exams 

• You will be given your statement of entry as soon as the entries are complete (after February half-
term). You must check that your personal details and exam entries are correct. 

• If these are incorrect, please contact Mrs McQueen immediately. 

• Candidate exam timetable will be available to candidates before the Easter break.  

• The JCQ Information for Candidates Documents – written examinations, social media are available in 
this Candidate Handbook. 

• Exam room posters – Warning to candidates, Unauthorised items are available in this Candidate 
Handbook.  

Contingency sessions - Summer 2024 

The awarding bodies have designated Wednesday 26 June 2024 as the ‘contingency day’ for examinations. 
The afternoons of Thursday 06 June and Thursday 13 June have been designated as ‘contingency afternoons’ 
for examinations. If, for any reason, an examination has to be rescheduled, these contingency days can be 
used for exams. You must make sure that you are available on these days, just in case. 

Mock exams  

The following mock exam seasons will take place during this academic year: 

Year 11 

• 6th November to 17th November 

• 11th March to 23rd March 
Year 10 

• 20th November to 1st December 

• 24th June to 5th July 

These mock exams will follow the same rules and regulations as the official exams. Your mock timetables 
will be given to you prior to each exam season. 

 

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

Please speak to Mrs McQueen in the Exams office. Arrangements will be made for a clash according to JCQ 
Regulations and you will be informed prior to your exams what these are.  

Where you will take your exams 

Most of the students will take their exams in the Sports Hall. If you have Access Arrangements, you may be in 
a different room with a small group. You will be informed prior to your exams where you will take your 
exams.  

What time your exams will start and finish 

• All morning exams start at 9:00am. 

• All afternoon exams start at 1:30pm. 

• You are expected to be in the exam room until the end of the exam. 
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Supervision during your exams 

• Exams are supervised by a team of Invigilators employed by the Academy.  

• Invigilators must follow strict rules and regulations when conducting exams as directed by JCQ 
awarding bodies and internal policies and procedures. 

Exam room conditions 

• You must line up outside of the exam room and will be invited by the Invigilators and Exams Officer to 
enter the room. 

• 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. 

• The following information will be displayed in the exam room (centre number, subject title, paper 
number and the actual starting and finishing times, and date, of each exam) 

• You must complete the front of the exam paper only when you are instructed to do so by the 
Invigilators. 

• Additional answer sheets/answer books, etc., will be provided upon request by the Invigilators.  

• You must not open the question paper until the examination begins. 

Where you will sit in the exam room 

• You can find your seat on your Exams timetable and also on the room plans displayed outside the 
Sports Hall 

• The rows of seats in the Sports Hall are labelled with a grid reference (e.g. Row A seat 14) 

• There will be a candidate desk card with your details on your allocated desk.  

• You must not change seats unless instructed by the Exams Officer.  

How your identity is confirmed in the exam room 

Your identity is confirmed by the Invigilators by using the picture desk cards on your desks. If there isn’t a 
picture available for you on the system, a member of SLT will confirm your identity.  

What equipment you need to bring to your exams 

• You must have your black pens, pencils, mathematical equipment and calculator (if allowed) for each 
of your exams. 

• Only bring the materials you have been advised by your teachers for each exam. 
• Any unauthorised items will be considered malpractice and will be reported to the Awarding bodies. 

• We have a limited supply of equipment that we can provide you with, therefore it is essential that 

you bring yours to each exam. 

Using calculators 

In the JCQ guidance, a calculator is defined as an electronic device whose primary purpose is to carry out 
mathematical calculations. 

The following rules are from the JCQ guidance for conducting examinations: 

• The instructions on the question paper will say whether calculators are allowed or not. If the 
instructions do not include such a statement, calculators should be treated as standard equipment 
and may be used by candidates. 

• Where the use of a calculator is allowed, candidates are responsible for making sure that their 
calculators meet the awarding bodies’ regulations. 

• During an examination a calculator must not be able to offer any of these facilities: 

 language translators; 

 symbolic algebra manipulation; 
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 symbolic differentiation or integration; 

 communication with other machines or the internet; 

• During an examination a calculator must not give access to pre-stored information. This includes: 

 databanks; 

 dictionaries; 

 mathematical formulae; 

 text. 

• A calculator must not be borrowed from another candidate during an examination. 

• Some calculators have an ‘exam mode’. This is acceptable in examinations where the exam mode is 
activated and the exam mode results in the calculator becoming compliant with the above 
requirements. 

• An invigilator may give a candidate a replacement calculator. 

• Where access is permitted to a calculator for part of an examination, it is acceptable for candidates to 
place their calculators on the floor under their desks in sight of the invigilator(s) for the non-calculator 
portion of the examination 

What you should not bring into the exam room 

• You must not bring into the exam room any unauthorised materials such as mobile phones, smart 
watches, internet enabled devices, books, personal belongings, notes etc. 

• If you are in possession of any unauthorised materials, even if you do not use them, you will be 
reported to the awarding body and could be disqualified from the exam.  

Food and drink in exam rooms 

• Food is not allowed in the examination room unless you have a medical condition. Ms Hill will advise 
which students need access to food during the exams. If you are allowed to bring in food for medical 
reasons, this must be in a clear container with no packaging.  

• You can bring in water, however, this must be in a clear bottle with labels removed and no 
inscriptions.  

What you should wear for your exams 

You are expected to wear full Academy uniform for all your exams; apart from the practical PE exam, when 
you will wear the Academy PE kit.  

Where your personal belongings will be stored during your exam 

You will be informed prior to the exam where your belonging will be stored for the duration (e.g. Theatre, 
Immersive room etc.) 

What to do if you arrive late for your exam 

• Sign in at Reception and inform the Office that you are late for an exam.  

• You will be escorted to take your belongings to the designated space and will be escorted to the exam 
room.  

• Before entering the exam room, an Invigilator will read you the Invigilator instructions and ensure 
that you have all the equipment you need for your exam.  

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

• Your parent/carer must follow the Academy procedure for Absence Reporting AND 

• An email should be sent to exams@wbca.shirelandcat.net so that the Exams Officer is aware of your 
absence and the reasons for it. 

• If you are unwell but manage to attend the exam, please inform Mrs McQueen before the exam or 
immediately after so that Special Considerations might be applied for 

mailto:exams@wbca.shirelandcat.net
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• If you become unwell during the exam, please inform the Invigilator who will be able to contact First 
Aid for assistance. 

• If possible, obtain medical evidence to support the application for Special Considerations. 

Please note that your exams cannot be deferred to a different date due to absence/illness as these are 
national exams. You must attend all exams unless you are seriously ill. 

What happens if you have an unauthorised absence from your exam 

Our Academy’s Candidate Absence Policy states the following: 

A candidate will be considered absent from an examination if: 

• The candidate is not present on completion of the attendance register once candidates are seated 
and have started the examination. 

Once a candidate is identified as absent from an examination, the following action will be taken: 

• The candidate will be contacted immediately as to their whereabouts and as far as possible, 
arrangements will be made to ensure their immediate arrival. 

If a candidate fails to sit an examination, the following action is taken: 

• A confirmed candidate absence is clearly recorded on the attendance register which is sent to the 
examiner/marker. 

• The candidate absence is noted on the seating plan by crossing through the candidate details. 

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

• Follow the Invigilator’s instructions. 

• Remain under exam conditions at all times. 

Candidates with Access Arrangements/reasonable adjustments 

• If you have been approved for Access Arrangements, Ms Hill will inform you of what these are. 

• Unless otherwise required, you will be seated in the main Sports Hall. 

• If you are in a small group or require separate invigilation, you will be informed of where your exams 
are taking place prior to your exams.  

Results 

• Your provisional results will be available on the 22nd August 2024. 

• Results will only be available as a hard paper copy. 

• You can collect your results from 9:00am. 

• We will send you a letter to inform you of the Senior Leader’s availability for results. 

• If you cannot attend to collect your results, a written request must be submitted to Mrs McQueen 
before the end of the Summer term with details of the name of the person collecting your results. 
They will need to bring photo ID in order for the results to be released to them. This request must be 
emailed from your school email account to exams@wbca.shirelandcat.net 

• Uncollected provisional statements of results will be posted to your home address at 2pm on Results 
Day.   

Post-results services 

Our Academy’s Access to Scripts, Review of Results and Appeals procedure states: 

Following the issue of results, awarding bodies make post-results services available. 

The JCQ post-results services currently available are detailed below. 

• Access to Scripts (ATS): 

• Copies of scripts to support reviews of marking 

• Copies of scripts to support teaching and learning 
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• Reviews of Results (RoRs): 

 Service 1 (Clerical re-check) - This is the only service that can be requested for objective tests 
(multiple choice tests) 

 Service 2 (Review of marking) 

 Service 3 (Review of moderation) - This service is not available to an individual candidate 

Appeals 

The appeals process is available after receiving the outcome of a review of results. 

The purpose of these procedures is to confirm how West Bromwich Collegiate Academy deals with 
candidates‘ requests for access to scripts, clerical re-checks, reviews of marking, reviews of moderation and 
appeals to the awarding bodies in compliance with JCQ regulations (GR 5.13). 

Details of these procedures are made widely available and accessible to all candidates by: 

 Exams Information assemblies prior to the exams season 

 Information on the Student Portal published before the exam season 

 Letters to students prior to Results Days 

At West Bromwich Collegiate Academy: 

• Candidates are made aware of the arrangements for post-results services prior to the issue of results. 

• Candidates are also informed of the periods during which senior members of centre staff will be 
available/accessible immediately after the publication of results so that results may be discussed, and 
decisions made on the submission of reviews of marking. 

• Candidates are made aware/informed by 

 Exams Information assemblies prior to the exams season. 

 Information on the Student Portal published before the exam season. 

 Letters to students prior to Results days. 

• Full details of the post-results services, internal deadline(s) for requesting a service and the fees 
charged (where applicable) are provided by Mrs R McQueen and Mrs M Henderson. 

Dealing with requests 

All post-results service requests from internal candidates must be made through the exam centre which is 
WBCA. 

At West Bromwich Collegiate Academy, the process to request a service is: 

• By completing a request, consent and payment form to request a Review of Marking (RoM) service 
and/or an Access to Scripts (ATS) service - available from the Exams Officer 

Candidate consent 

• Candidates must provide their written consent for clerical re-checks, reviews of marking and access to 
scripts services offered by the awarding bodies after the publication of examination results (GR 5.13) 

West Bromwich Collegiate Academy will: 

• Acquire written candidate consent (accepting informed consent via candidate email) in all cases 
before a request for a clerical re-check, a review of marking or an access to scripts service is 
submitted to the awarding body 

• Acquire informed candidate consent to confirm the candidate understands that the final subject 
grade and/or mark awarded following a clerical re- check or a review of marking, and any subsequent 
appeal, may be lower than, higher than, or the same as the result which was originally awarded 

• Only collect candidate consent after the publication of results 

• Retain consent forms or e-mails from candidates for at least six months following the outcome of a 
clerical re-check or review of marking or any subsequent appeal. 

• Retain consent/permission forms or e-mails from candidates to request and use their scripts for at 
least six months (PRS 6.2) 
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Submitting requests 

West Bromwich Collegiate Academy will: 

• Submit requests electronically for clerical re-checks, reviews of marking, reviews of moderation and 
access to scripts by the published deadline(s) in accordance with the JCQ publication Post-results 
services (GR 5.13) 

• Submit requests for appeals in accordance with the JCQ publication A guide to the awarding bodies’ 
appeals processes (GR 5.13) 

• Confirm the awarding body's acknowledgement of receipt of a review of results request prior to the 
deadline for submission of post-results services and regularly check the progress of the request online 
(PRS 4.5) 

Dealing with outcomes 

West Bromwich Collegiate Academy will: 

• Ensure outcomes of clerical re-checks, reviews of marking, reviews of moderation and appeals are 
made known to candidates as soon as possible (GR 5.13) 

• Candidates will be notified by being emailed a copy of the outcome from the Awarding body 

Managing disputes 

At West Bromwich Collegiate Academy any dispute/disagreement will be managed: 

• In accordance with the internal appeals procedure to manage disputes when a candidate disagrees 
with a centre decision not to support an application for a clerical re- check, a review of marking, a 
review of moderation or an appeal 

 

Certificates 

• Your exam certificates will be available from 1st December 2024. 

• You must collect your certificate from the Academy during term time after 1st December, between 
10am and 2pm. 

• You must sign for your certificates when you collect them. 

• If you are unable to collect, you can make a request in writing for a third party to collect them on your 
behalf. They will have to bring a photo ID and sign for the certificates.  

• Certificates will be kept for 12 months from the start of collection period (until 1st December 2025). 
Uncollected certificates will be returned to the awarding bodies and you will have to request a 
replacement directly from them. A fee of around £50/certificate will be charged by each awarding 
body. We encourage you to collect your certificates as soon as they become available and make a 
copy or an electronic copy that you can keep safe.  

Internal appeals procedure 

Our Academy’s Internal Appeals Procedure can be found on the school website. 

 

Complaints policy 

Our Academy’s Complaints Policy (Exams) can be found on the school website. 
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APPENDIX 1 

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 2 

JCQ Information for candidates – written exams 

You must read this information before you take any externally assessed timetabled written exams.  
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APPENDIX 3 

JCQ Information for candidates – Privacy Notice 

You must read this notice as it contains “Information About You and How We Use It”                                                                
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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 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 6 

JCQ Warning to candidates poster 

This poster will be displayed outside each exam room. You must note all the warnings. 
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Preparing to sit your exams 

 


