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Candidate examination handbook 
 

 
Ballyclare Secondary School 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. 
 

This handbook is designed as a brief introduction to the procedures/arrangements for students 
taking external examinations in Years 11-14. Included in this guide are copies of several notices 

issued by the Joint Council for Qualifications (JCQ is the single voice of the awarding bodies 
offering the majority of the UK’s qualifications) which every student should read. 

Coursework/controlled assessments/non-examination assessments  
Controlled assessment and non-examined assessments have replaced coursework in GCSE. There 
are various levels of control and supervision in the setting, completion and marking of the work to 
ensure that all students nationally get an equal opportunity to demonstrate their own work. The 
supervision can vary from normal classroom working to more formal exam conditions supervised 
by invigilators. Subject teachers will make students aware of when and where their assessments 
will take place and what the conditions are – this might include banning access to email, the 
internet and mobile phones at times. In some situations, the scheduled assessment cannot be 
repeated as it may involve the whole group or may be difficult to rearrange without disrupting 
other subjects, therefore, please ensure that any absence from school during term time is 
avoided.  
 
In some subjects, work is marked by the awarding body but usually it is marked and cross checked 
by teaching staff and then moderated by the awarding body.  
Teachers give the work a raw mark and this is submitted to the awarding body. Teachers will let 
students know what this raw mark is and may give an opinion of what grade it is likely to be. 
However, it is important to know that two things can happen to change the final grade:  

• Samples of controlled assessments are moderated (checked) by an external examiner 
(moderator) from the awarding body, and they may decide to adjust the marks (for the 
whole cohort) up or down if they do not agree with the original marking.  

• The raw grade boundaries also change at each session for example a mark of 37/50 may 
be an A one year and a B the next.  

 
Written exams  
These exams are set by awarding bodies (exam boards) such as CCEA, AQA, OCN, 
Edexcel/Pearson and WJEC. Candidates can only take them on the days/times that they are 
scheduled so that everyone in the country who is sitting a particular written examination 
does so at the same time. It is important that you do not make any arrangements to be 
absent from school during the examination periods.  
As soon as all the exam entries have been made (February for summer exams), an individual 
timetable and statement of exam entries, listing all the exams you will be sitting during an 
examination period will be given to you. It will tell you which exam is on which day plus the 
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length of the exam and if it is in the afternoon or morning. Your personal details, including 
legal names and date of birth, are included on your exam timetable. These details will 
appear on your certificates. Please check them carefully and let the exam officer, Miss 
Trimble, know immediately of any errors. You must check your timetable carefully to ensure 
you have been entered for the right exams. Ask your subject teacher if you are not sure.  
 
On-screen tests  
Some tests or assessments may be completed on a computer. The same examination rules 
and regulations apply to these as written exams or assessment.  
 
What to do if you identify you have two or more exam papers timetabled at the same 
time (an exam clash)  
If you are scheduled to sit two or more papers and the total time is more than three hours, 
it may be necessary to conduct an examination in a later or earlier session within the same 
day. You will need to be supervised to ensure the security of the exams is upheld and 
maintained between the sessions. During the supervision (isolation) you must not be in 
possession of an electronic communication/storage device, have access to the internet, a 
mobile phone or a watch. If the total of the two exams is three hours or less, then the two 
exams will be taken back-to-back without any revision between. Either way, you should 
discuss the schedule of exams with Miss Trimble.  
 

Where you will take your exams  
On the day of your exam, check the exam board in the pupil entrance of the school. This will 
have on it the location of your examination. The majority of exams will take place in the 
Gym, however, on days with larger numbers, the Gym and Assembly Hall will also be in use.  
 
Supervision during your exams  
All external exams are supervised (invigilated) by people who are specially employed for this 
job and who are not teachers at the school. They are responsible for making sure the exam 
is run according to JCQ’s rules and regulations; they have a key role in upholding the 
integrity of the external examination/assessment process. Listen carefully to their 
instructions and don’t be afraid to ask if you are not sure about anything. The invigilators 
are there to ensure good behaviour from the candidates and to answer any queries you may 
have. If you need any additional materials during the exam raise your hand and an 
invigilator will come to assist you where possible. They are not allowed to help you with any 
part of the examination or tell you which questions to answer - they can only read out the 
instructions on the front of the question paper.  
 

Exam conditions  
The invigilators will tell you when you can enter the room and once you are in it you are 
under examination conditions and must obey the rules. You should then find your desk, 
which will have your candidate number on it. Only material listed on the question paper is 
permitted in the examination room. You may not have on or near you any other material. If 
you are found to have any material with you which is not allowed, even if you had no 
intention of referring to it, this will be reported to the examination board. The normal 
practice in such circumstances is to disqualify the candidate from the paper or the subject.  
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For examinations with permitted books, check that no notes or papers have accidentally 
been left inside any book which you are permitted to have in the examination room. You 
must write only in black ink or ball-point pen, except for drawings and rough notes. All 
rough work must be written in your answer book and neatly crossed through with a single 
line. Any mistakes should also be crossed through neatly with a single line. Correcting fluid 
or correcting pens must not be used. For computer marked multiple-choice papers rough 
work should be written on the question paper.  
 

You may not communicate in any way with another candidate. You may not give assistance 

to any candidate or ask for assistance from another candidate. You should put up your hand 

if you need to attract the invigilators’ attention.  

What equipment you need to bring to your exams  
You should bring with you the equipment you will need for that examination - such as pens, 
pencils, calculators etc. They should be placed in a clear bag. This is so the invigilator will be 
able to check that you have nothing else on your desk that could be used to help you. You 
must write in black ink, unless the instructions on the front of the question paper say 
otherwise. Gel pens should not be used in examinations.  
 

What you should not bring into the exam room:  
Mobile phones or any other device capable of storing information or connecting to the web 
which could potentially be used in an exam, should never be taken into exam rooms. We 
recommend they are left at home or can be left into the school office. You will be able to 
collect any items after the exam. Mobile phones in the exam hall are regarded as an 
attempt to cheat and candidates will always be penalised if they are reported to have one of 
these items on their person, even if it is switched off. The minimum penalty is to get zero 
marks for the exam. No watches of any kind are allowed in the exam hall. This is a new rule 
from 2021. From 2023, no earphones or ear pods are allowed to be in your pocket during 
exams.  
 

Food and drink in exam rooms  
You should not bring food into the exam room, but you may bring a clear plastic bottle of 
water with no labels.  
 

What you should wear for your exams  
As all examinations are taken during school time, you must wear your school uniform. You 
can be refused entry to the examination room if you are wearing your own clothes. 
Remember that school uniform does not include facial piercings or coloured nail polish.  
 

What to do if you are unwell on the day of an exam  
It is vital that you telephone the school as soon as you think you may be too ill to sit an 
exam. Additionally, if there are other reasons why you are unable to come in for an exam 
you must inform the school office as soon as possible. You will be advised as to what you 
need to do depending upon the circumstances. You may need to get a letter from your 
doctor to confirm that you were too ill to attend, particularly if the exam you will miss is the 
final opportunity to sit it. Even if you are able to sit an exam but feel disadvantaged due to 
illness, or other circumstances on the day of the exam please let the exam officer, Miss 
Trimble, or your Head of Year know as we may be able to apply for special consideration or 
make some special arrangements for you. 
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