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Suelin Billingham – Exams O�cer

Exam Boards - Awarding Bodies

AQA https://www.aqa.org.uk/

Pearson
Edexcel

https://ocr.org.uk/

OCR https://quali�cations.pearson.com
/en/home.html

JCQ https://www.jcq.org.uk/exams-
o�ce/information-for-candidates-
documents/

sbillingham@bolderacademy.co.uk

We hope this booklet will prove informative and
helpful for both you and your parents.

sbillingham@bolderacademy.co.uk

The JCQ (Joint Council for Quali�cations) along
with the exam boards set down strict rules and
regulations that must be followed for the conduct
of examinations. Please read the information
provided in this booklet carefully particularly the
Notices for Candidates that are in the back of this
booklet.

The school uses the following examination boards:
AQA, Pearson/Edexcel, OCR. Each of these website
will have subject speci�cation and other resources
for their subjects. Useful links can be found at the
end of this document.

You can �nd detailed subject speci�cations as well
as  past papers and lots of other resources on
these sites.

At Bolder Academy we are aiming to make the
exams as stress free and successful as possible.

Alternatively you can email:

Contacts at School

Introduction

 Mrs Billingham, the Exams O�cer will try to help
with any exam questions your have.  
They are based in Room 119.

For Access Arrangement questions, please see 
Ms Maholta.

pmaholta@bolderacademy.co.uk

If you have any questions that are not answered in
this booklet please see Mrs Billingham, the Exams
in Room 119.
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Statement of Entry

Candidates Statement of Entry (sample)

Let us know immediately if there is information that is not correct or missing on your statement of
entry. This includes your name and date of birth as well as the exams you are taking. Corrections to
certi�cates are possible but there will be a charge. 

All students will get a  with their exam entries and the exam details.Statement of Entry

Remember that we will be using your legal name and not your preferred name for our entries.
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Fire Evacuation During the Exams

Exam Invigilators

Listen to the invigilators and raise your hand if
you have a question.

Exam Regulations

Exam Clashes
The main exam boards work together to try and
get the most sensible exams schedule. For most
subjects this means that papers are spread out
through the series, however there may be exam
clashes where two exams are scheduled at the
same time. If this happens to you will advise you
on the steps that you need to take in these
circumstances.

Copies of the JCQ exam information for candidates
and our Exams Policy on the school website. These
should be read carefully as the rules and
regulations are strictly enforced.

If you break any of the examination rules we have
to report you to the Exam Board. This may result
in your exam paper not being marked.

Invigilators are used to supervise the conduct of
the examinations and ensure that all rules and
regulations are adhered to. 

Invigilators cannot discuss the content of an
examination paper with you or explain what the
question is asking you to do.

If the �re alarm goes o� during and exam you will
be asked by the invigilators to stop writing
immediately and put down your pen. You must
remain completely silent as exam conditions will
continue to apply for the duration of any
evacuation, therefore there should be no
communication between you and other
candidates

You will be escorted by the invigilators in silence
from the examination room to the �re assembly
point; all equipment will be left on your exam
desk.

You will not line up with your normal form groups
but on the area next to the MUGA on the
hardstanding entrance to the playing �elds. 
Do not talk with anyone else as this could
compromise the exam.

Once the “all clear” has been given you will return
with your invigilators, again in complete silence
and under exam conditions back to the same
exam room. You will be allowed the full working
time for the examination.

Access Arrangements

Some students may have special arrangements to
support them in their exams.  Ms Gibney (SENDCo)
is responsible for organising this.
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Exam Paper Cover
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Students are responsible for arriving in good time
for their exams. All our morning examinations
start from 9.00 am, so you must arrive at school by
8.30 to have a relaxed start to the exams with your
friends. Breakfast will be available and whenever
possible we will try to arrange for a revision
session before the exam.

Arrive at school . It is much better to
arrive early in case there are problems with your
journey.

ON TIME

Check the noticeboards for the location of your
exam room. Wait in the designated line up area
until your name is called and you can enter the
exam room in candidate order. Your candidate
card will show you where to sit.

Ear pods and any type of watch is not allowed in
the exam room. Smart devices including glasses
are not allowed and will be reported to the exam
board.

Candidate Cards

The Day of the Exams

If you don't want to put your phone
in your bag, you can hand your
phone in to the invigilators or to the
main o�ce for safe keeping.  It is your
responsibility to collect these items after the
exam.

Food and Drink

What else is allowed in the exam
room?

Please ensure you always write your full legal
name on all your exam papers.

All bags and coats must be left in your locker or
the white storage bags, which will normally be
stored by the changing rooms by 1pm at the
latest.

Students  have mobiles phones in their
possession (either on or o�). This is very important
– if a phone is found, there is a good chance that
you will be disquali�ed from the
exam you are taking and possibly
also the whole subject.  

MUST NOT

There will be spot checks to make
sure that you do not have any
unauthorised items in the exam
room and this many include the
use of metal detecting wands.

No food is allowed in the exam room unless you
have speci�c permission and this includes sweets
or chewing gum. 

You should bring a clear pencil case with all the
things you need, including maths sets and
calculators where necessary. Any programming
should be removed and calculators may be
checked for this.

On your exam desk there will be an exam card
with your legal name (this might be di�erent from
the name you use in school), school centre
number and candidate number. 

Clear water bottles with no labels are allowed.

You will need several black biro in case of
breakages. 

Afternoon examinations start from 1.30 pm so you
will need arrive at school by 1.00 pm.

Items that are not allowed in the
exam room

Any paper or notes, even they are nothing to do
with exams are not allowed in the exam room.

Do not use gel pens as these do not scan well and
are not accepted by the exam boards.

Please do not write on this as it will be used for all
of your exams.
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Check that you have completed your details
correctly on the front of the paper.

Forgotten equipment will result in a 30 minute
detention. So be prepared!

Do not scribble, doodle or write o�ensive
comments on examination papers – if you do the
examination board may refuse to accept your
paper for marking.

You will not be provided with paper to do “rough
work” – you must write all rough work on your
exam paper and neatly cross through it with a
single line.

In most cases you will be given a 5 minute
warning. Use this valuable time to double check
your answers and make sure that you have
completed your questions fully.

You will not be allowed to leave an examination
room early. If you have �nished the paper use any
time remaining to check over your answers and
that you have not missed any questions.

Question papers, answer booklets and additional
paper must NOT be taken from the exam room.

You should remain seated in silence, facing the
front of the examination room, until you are told
to leave.  All the exam papers will be checked
before you leave. If you have forgotten to add your
name or candidate number, you will be asked to
chagne this before leaving.

Behaviour During Exams

At the end of the exam

The candidate number you use will be the same
for all of your exams.

Bolder Academy’s Centre Number is .13170

Please leave the room in silence and remain silent
until you are well away from the examination
room to show consideration for other candidates
who may still be working.

Read all instructions printed on the front of the
exam paper carefully and number your answers
clearly.

Listen carefully to instructions and notices read
out – there may be amendments to the exam
paper that you need to know about.

The Start of the Exam

You will not be allowed to go to the toilet unless
you have a toilet pass.

If you need equipment raise your hand and a
invigilator will try and help.

Exam behavior is crucial as it re�ects integrity,
respect, and fairness. Students will have worked
extremely hard at their studies and their revision
and want to do well.  We want to be able to give
them the conditions that will allow all students to
perform their best without distractions. If a
student is not bahaving as expected, their actions
will be noted by the trainined invigilators in the
Exams Incident Form and the student will face
sanctions. 

This could include:                                                

 detention after the exam
 removal from the exam
 suspension
 removal of privaledges such attending the
graduation party.

 JCQ regulations also require that malpractice in
exams is reported to the exam boards and could
result in no marks for that exam. 

Theses consequences can be avoided by adhering
to the instructions and respecting those around
you.
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Results will be available to collect from school on
Thursday 24th August 2023. More details will be
provided about collection times before the end of
term.

If you wish any other person (including family
members) to collect your results on your behalf,
you must complete the Candidate Permission
Form available from Mrs Billingham. The person
you nominate to collect your results will be asked
for proof of id.

Certi�cates

GCSE Results

Once you have collected your certi�cates please
keep them safe as they are important and will
need to be presented if you go on to further
education, an apprenticeship or employment.
Bolder Academy will not keep a photocopy of
students’ exam certi�cates in school.

If you have problems accessing your school email,
contact Mrs Billingham who will help you reset
your password.

GCSE certi�cates should arrive in school by mid-
November. Please ensure you keep the school
updated with any changes of address should you
move house so that we can tell you when and how
to collect your certi�cates.

Bolder Academy is only obliged to keep certi�cates
for a period of three year after issue. After this
period of time the certi�cates will be destroyed.

If a student loses their certi�cates or fails to
collect their certi�cates within this period of time,
it may be possible to request a replacement
certi�cate by applying directly to the appropriate
examination boards. There will be a fee for this
service.

Senior Leaders at Bolder will be at the school on
Results Day and will issue your results to you
directly. We will provide more details of this
before the end of term.

If you are unhappy with any of your GCSE results it
is possible to have certain checks carried out. This
must be done through the school and in
accordance with our appeals procedures.

Examination boards make a charge for this service
and payment for either a review of marking or to
request your exam script back must be paid prior
to an application being submitted. The necessary
forms will be available from us on results day.

Please be aware that on appeal results can go
down as well as up!

Unfortunately no results will be given out by
telephone or text. If you are not able to come into
school, then your results will be emailed to you
the following day, through your school email
address.

After the Results
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Q. What do I do if I have an accident or am ill
before the exam?

In the case of an accident that means you are
unable to write it may be possible to provide you
with a scribe or laptop to write your answers but
we will need as much prior notice as possible. You
will need to obtain medical evidence (from your
GP or hospital).

In some circumstances we can apply for Special
Considerations to be taken into account. These
will need to be supported with evidence of the
issue and will be decided by the Awarding Body.

Inform the Exams O�cer at the earliest possible
opportunity so we can help or advise you. 

Q. Can I eat anything during the exam

No, unless you have speci�c permission. This
includes sweets and gum.

Q. Do I have to wear school uniform?

Yes. Normal school regulations will apply to
uniform

Q. If I am late can I still sit the examination?

It  be possible for you to sit the examination.
Call the Main O�ce as soon as know that you may
be late and get to school as quickly as possible.
You must report to reception on arrival. The
Exams O�cer will take you to the exam room. You

 an examination room without
permission after an examination has begun.

may

must not enter

Not reading the timetable properly is not an
excuse for being late.

Frequently asked questions Q.what if I don't have the right equipment for the
exam.

You are expected to be well equipped for the
exams including having a calculator.

Stationery packs and calculators are available to
buy through ParentMail school shop.

Q. What if I have more than one exam in the same
session?

If you have a clash exam, special arrangments will
be made for you and these will be explained well
in advance.

Q. Can I go to the toilet during the exam?

Please go to the toilet before exam. Most exams
are around one and half hours to two hours and
you should not need the toilet during this time. If
you have medical needs that mean you may need
a toilet break please see Mrs Billingham or Ms
Nicholson, the school nurse for a pass. Any toilet
break taken will not add to the timing of the exam.

No. Going to the toilet will distrupt your exam and
require invigilators to accomany you.  JCQ
regulations also see toilet visits as a risk to the
security of the exam.



Bolder Exam Guide

Page 11

No. Timetables are regulated by the exam boards
and you must attend on the given date and time.

Q. Why can’t I bring my mobile telephone into the
exam room?

Q. What do I do if I feel ill during the exam?

Let the invigilators know that you may be sick and
they will try and help by putting up your hand.
Special Considerations may be applied in some
circumstances but Awarding Bodies often reject or
provide minimal marks for illness, so it is best that
you try an �nish the exam.

Q. How do I know how long the exam is?

Clocks will be visible from all parts of the room.
Invigilators will tell you when to start and �nish
the exam. They will write the �nish time of the
exam on a whiteboard or �ipchart at the front of
the exam room.

Q. What if I run out of paper or break my pen?

Raise your hand and the invigilators will try and
help.

Q. Can I leave the exam early?

You will not be allowed to leave the exam room
early as this is disruptive to other candidates.

https://www.youngminds.org.uk/young-
person/coping-with-life/exam-stress/

Being in possession of a mobile phone (or any
other electronic communication device, e.g. iPod,
headphones etc.) is seen as malpractice (cheating)
and is subject to severe penalties by the awarding
bodies. If a mobile phone or electronic device is
found in your possession, even if it is turned o� –
it will be taken from you and a report made to the
appropriate awarding body.

If you are prone to period cramps or headaches,
please prepare well in advance and have some
painkillers before the start of the exam, if
supported by your parent or carer.
At Bolder we are not able to give any medication
so you will need to bring your own. 

Everyone gets nervous and it is a normal part of
exams. While it's not so easy to stop feeling
nervous, you can use relaxation techniques to
keep your nerves under control and focus on what
you want to achieve. Here are some tips and
techniques you can try if you feel stressed before
and in exams.

Awarding Bodies are unlikely to accept period
pain or headaches as a reason for awarding extra
marks.

Tips to Manage Stress

https://www.nhs.uk/mental-health/children-and-
young-adults/help-for-teenagers-young-adults-
and-students/tips-on-preparing-for-exams/ 

Q. If I miss the examination can I take it on
another day?

Q. What happens if I fail a GCSE exam?

If you fail Maths or English or you wish to try for a
higher grade, you may be able to retake the exam
in November of the next academic year. You may
have to pay for this resit.

At Bolder we only o�er resits to students
attending our 6th Form.

https://www.youngminds.org.uk/young-person/coping-with-life/exam-stress/
https://www.nhs.uk/mental-health/children-and-young-adults/help-for-teenagers-young-adults-and-students/tips-on-preparing-for-exams/
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 Stick to your routine.
 Get a good night's sleep.
 Have a good meal.
 Hydrate for the next day.
 Get in some exercise or a good walk.
 Don't try to study all night, you will forget it
in the morning.
 Arrive early and chat with your �rends.
 Avoid people who are being negative.

What to do the night before an exam During the exam

 Take a deep breath and ignore everyone
else.
 Read the instructions carefully.
 Read the questions even more carefully.
 Make a strategy for writing your answers.
 Manage your time between questions
 Try to answer all questions but move on if
you are stuck,
 Use the 5 minute warning to review your
questions.
 If you start to stress, pause for a moment
and take 10 long breaths.
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Be Prepared!

Have a look at the resources below to be well
prepared for your exams

 See your Show My Homework links for
subject revision links.
 Revision Timetable Excel Worksheet link.
 Set a programmed that works for you..
 

.
Five Secrets to revising that can improve
your grades
 Pin your entries list and exam timetable to
the fridge so that your family can support
you.
 Click on the images below to link up with
some great revision websites.

https://www.innerdrive.co.uk/wp-content/uploads/2016/05/good-vs-bad-revisers-2.jpg
https://blog.innerdrive.co.uk/7-ways-to-reduce-the-fear-of-failure
https://blog.innerdrive.co.uk/15-ways-to-maximise-memory
https://app.designrr.io/_site/data/files/other-documents/2B090549F426831D1F5BC34479AA45CD.xlsx
https://www.theguardian.com/education/2014/jan/08/five-secrets-of-successful-revising
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Useful Video Resources

https://www.youtube.com/watch?v=nkrQmkZznxo
https://www.youtube.com/watch?v=mzCEJVtED0U
https://www.youtube.com/watch?v=ee-3qumk6E0
https://www.youtube.com/watch?v=q8B-FGrYL0o
https://www.youtube.com/watch?v=6V8BIVPpDnc
https://www.youtube.com/watch?v=kV64Bu6sec0&t=2s


Bolder Exam Guide

Page 15

JCQ Exam Day Checklist
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JCQ Warning to Candidates
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JCQ Prohibited Items Poster
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JCQ - Using Social Media


