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Dear Student and Parents/Carers

This booklet is designed to provide you with all the information you will need regarding
examinations this summer.

It is our aim to make sure that all students access examinations in the best possible way so
that they can have a stress free and successful experience demonstrating their knowledge
and skills to the best of their ability. With this in mind, we are required to follow certain
regulations issued by the Joint Council for Qualifications (JCQC'®), specific details of which
are included in this booklet. Also detailed are important instructions regarding conduct and
behaviour and answers to questions which you may have.

The summer timetabled examination session runs from Thursday 7" May 2026 to Thursday
18" June 2026. Students have been issued with their individual timetable and a copy of the
JCQC'C document ‘Information for Candidates’. Stand down starts on Friday 8t" May 2026.

This year the examination board’s contingency day is Wednesday 24t" June 2026. This will
be used if a significant, unexpected event arises nationally or locally during the exam period
such that no students (or a large number of them) are able to take an exam when planned.
All students must be available on this date.

If after reading this information you have any questions, please do not hesitate to contact
either myself or my colleague Claire Smalley on 01200 414006 or 01200 414002.

Regards

Miss C Routledge
Examinations & Assessment Officer



JCQ REGULATIONS

At the back of this booklet are various documents issued by the JCQC'C which have already
been issued to each student electronically via their school email address. These include:

‘Information for Candidates — Coursework assessment’

¢ ‘Information for Candidates — Non-examination Assessments’
¢ ‘Information for Candidates — For on-screen tests’

¢ ‘Information for Candidates — For written examinations’

¢ ‘Information for Candidates — Privacy Notice’

¢ ‘Information for Candidates — Social Media’

It is the responsibility of every student to read these documents and to be aware of the rules
and regulations set by the Awarding Bodies and JCQC/C.

There is a ‘Warning to Candidates’ notice and mobile phone notice placed outside each exam
room to remind students of the regulations. Copies of these are included in this booklet, for
your reference.

Students must adhere to the JCQC'C rules and regulations. Any case of malpractice must be
reported to the Awarding Body concerned and appropriate penalties applied. In extreme
cases, the Awarding Body may decide to disqualify a candidate from all examinations in the
session.

PROBLEMS DURING THE EXAMINATION PERIOD

e If you experience difficulties during the examination period (illness, injury, personal
problems etc), please let us know as soon as possible.

e If you are too ill to attend school for an exam, please advise the school as soon as
you are able, prior to the exam. You and your parent/carer will be required to complete
a Special Consideration form and obtain medical documentation certified by a
doctor/nurse which confirms you were unable to sit the exam. Special Consideration
forms are available from the exams office.

e The responsibility for attending your exams lies with you and your parents/carers.
Failure to attend may result in an account being sent to cover the appropriate exam
entry fees unless a medical certificate verifying the cause of absence has been
submitted. The 1988 Education Act also gives Governors a legal right to reclaim all
examination expenses incurred on behalf of candidates who fail to sit exams for which
they are entered or to submit course work which represents an integral part of the
examination process.



Absence from an exam due to misreading the timetable will not be considered a
satisfactory explanation.

PRIOR TO THE EXAM

Revision Facilities

The School Library and Quad at York Street will be available for revision work should
you wish to use them. Rooms will also be made available at Chatburn Road for study
purposes. Please check for details of allocated rooms in reception at Main School.
We must however, stress that you do not occupy form rooms of current Y7-10
and that you must wear full school uniform whenever you are on school
premises during the examination period.

Timetables

You are issued with an individual candidate timetable prior to each exam session. You
are then responsible for checking the seating plans within school (on the walls outside
the Lecture Theatre at York Street and in the foyer of the Sports Hall at Chatburn
Road) to see which room you have been seated in and your seat number. It is

important to check these seating plans regularly in case any amendments have been
made to your exams.

Seating plans will be in CANDIDATE NUMBER ORDER. Calls must not be made to
school asking for this information.

Please check your timetable very carefully — paying particular attention to the duration
of each exam.

Candidate Numbers

Learn your candidate number off by heart. You will be required to write this number
on every exam paper.

Exam Clashes & Timetable Variations

If you have a clash, you will be notified in writing by the exams officer with details of
alternative arrangements. You will need to sign a return slip confirming your
understanding of the situation.

Exam Times
Arrive at your allocated room 10-15 minutes before the start of each exam.

Morning exams start at 9am and afternoon exams start at 1.30pm. However,
afternoon exams in Alternative Arrangements rooms will start at 1.15pm.



Occasionally a change in starting times is required for administrative purposes.
Details can be found on the notice boards.

Exams at Main School

If you have an exam at the Chatburn Road site, we ask you to go directly to your exam
room.

Parking

If you are driving to school, please note that you cannot park in the school grounds.
For exams at Chatburn Road, cars near the school entrances must be parked on one
side of the road only to allow buses to turn in and out easily. Do not park partly on
a pavement.

Wait outside the exam room until permitted to enter by invigilation staff. This ensures
that the room is ready and that the exam can start as promptly as possible. If taking
an exam in the Sports Hall, you must wait OUTSIDE until you are called in.

IF YOU ARE LATE

If you are going to be late for an exam you must contact school on 01200 423118 as
a matter of urgency. It may be possible for you to sit the exam depending on how late
you are, but it is imperative that once the call to school is made you do not use your
mobile phone again unless in an emergency. This is so that we can prove to the
Awarding Body that the security of the exam has been maintained.

UNIFORM

Full school uniform must be worn during each exam. You will be asked to remove
items of non-uniform regardless of the weather. Stiletto heels must not be worn in
the Sports Hall as they damage the floors.

MOBILE PHONES AND WEB ENABLED DEVICES

Mobile phones, watches and data watches and similar web-enabled electronic
devices MUST NOT be taken into the exam room. The Awarding Bodies have the
right to disqualify you from an exam or indeed, the whole exam session, if you
are found to have any of these items in your possession. Do not run the risk.

NO WATCHES (smart or regular) OR HEADPHONES, AIRPODS, EARPHONES,
EARBUDS are permitted in the Exam Room.



EQUIPMENT

You are responsible for bringing all the equipment you require to the exam. We cannot
guarantee that equipment can be borrowed and failure to bring this equipment may
jeopardise your final result.

Equipment required in a see-through pencil case:

e 2 x Black ink pens or biros (gel pens should not be used)

e Calculators are permitted for some exams. Please make sure you check
with your subject tutor that it conforms to exam regulations (please see the
table below outlining the JCQC'C regulations regarding calculators).

e 2 x pencils

e 1xruler

e 1 xeraser

e 1 x pencil sharpener

e Do not use erasable pens, correcting fluid etc.

Calculators

Please ensure that you know how to put your calculator into examination mode when
the invigilator instructs you to do so in the examination room.

If your calculator is Graphic Calculator Casio CG-50, please ensure you know how to
put it into Exam Mode.
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How to enter the UK examination mode

Make sure that you use the UK examination mode, not the IB examination mode.

Switch your calculator OF
calcuator is switched on.

Press and hold the keys marked with the letters

Whilst continuing to hold <, press
and hold the "7 button until you see
the following message

If you wish to continue, press (Fi. If you do
not wish to use the UK examlnatuor maods,
press [Fi,

You will then be asked if you really mean to
gnter examration mode (because it's hard
to get out of it!),

to continue to examination mode,
o to exit.

Press (7

or

You'll get a final warning (we want 1o make sure
you don't wani the 1B examination mode).

Press (¥ 1] to anter the UK examination
mode, or {75 to exit. You are now in the
UK exammat:on mode.

Press i1 lo start using the calcuiator.

The UK examination mode has a magenta screen

border, There is a flashing [ symbol in the top right. |

£, It is not possible t¢ enter examination mode while the

UK {13 214

MAIN MENU

Examination

No

[F6]
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L. How to exit
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e Water

Water may be brought into the exam room in a clear plastic bottle with the label
removed. You will be asked to dispose of any bottles that do not meet these guidelines.
Food is not allowed unless for medical reasons and prior permission must be obtained
from a member of the exams office team.

MEDICAL

e If you use an EpiPen or an inhaler, please make sure it is in date and that you have
one with you for emergencies. This must be placed on your exam desk.

ONCE INSIDE THE EXAM ROOM

¢ Once inside the exam room, you are under exam conditions and must remain silent
for the duration of the exam except if you must ask the invigilator for something. From
2023 the JCQ have stated that any communication once you enter the exam room will
be classed as malpractice.

e Listen carefully to the information the invigilators give you as they will notify you of
any erratum notices for the exam paper.

¢ Do not attempt to communicate with other students or distract them as this WILL lead
to malpractice concerns.

¢ Do not have writing on your arms or hands as this may lead to malpractice concerns.

o Exam desks are checked before and after every exam. If graffiti is found on any desk
you will be asked to pay for a new one.

¢ Do notdoodle or write offensive comments on your exam paper. School will be notified
by the examiner, and you may be disqualified from the exam.

e On receipt of your paper, check the details carefully, making sure the paper is the
correct unit/level and subject. Notify the invigilator immediately if you have any

concerns.

e Read all instructions thoroughly.

¢ When filling in your details on an exam paper, write your name in full. Do not use
abbreviations or nick names.

e |tis your responsibility to write clearly, ensuring your handwriting is legible.
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e If you require a toilet break during the exam, put your hand up to attract the
invigilator's attention. Be aware that you will not be allowed any extra time.

e Ifyou feelill during the exam, put your hand up and the invigilator will assist you. You
should inform an invigilator if you feel ill before or during an exam and you feel it may
have affected your performance.

» Atthe end of the exam, the invigilator will tell you to stop writing. You must stop writing
at this point regardless of whether you are in the middle of a sentence.

e You must stay in the exam room for the duration of the exam. You will not be
permitted to leave early so please don't ask. Use the time to check what you have
written and cross through any work you do not want to be marked.

» All question papers, answer booklets and additional paper will be collected at the end
of the examination by the invigilators. You must not take any examination material
from the exam room as you leave.

e On leaving the exam room, please do so in silence being mindful of any students who
may still be in exams.

* Ifafire alarm sounds during an exam, listen to your invigilator carefully. They will give
you strict instructions regarding leaving your exam papers on the desk and will lead
you to a designated area outside and away from the building. When it is safe to come
back into the building you will be able to continue with the exam and be awarded the
full time allocated. We will notify the awarding body of the incident.

INVIGILATION STAFF

» CRGS employs external invigilators who are fully trained regarding exam processes
and regulations.

e You are expected to behave in a respectful way towards all members of invigilation
staff and follow their instructions at all times.

* The invigilators will give you concise instructions regarding the rules and regulations

of the exam and will distribute the exam papers and any additional stationery you may
need.

» Please raise your hand if you require their attention during an exam.



LIBRARY BOOKS

e Library books must be returned by Friday 24t April 2026. You are welcome to use
the library and its resources during study leave to revise.

TEXTBOOK RETURN

e A book drop will be available in the Quad from stand down until the end of the
Examination Period. Please return all textbooks to the book drop when you have

finished using them. Alternatively, books can be handed directly to the relevant
department.

e Your name must be written neatly inside the front cover of the book.

¢ If you do not return your books, you will be sent an invoice for the cost of a
replacement.
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AFTER THE EXAMS

GCE A LEVEL RESULTS DAY THURSDAY 13™ AUGUST 2026

Y13 Students will receive an email with their examination results to your school
email address at 8.00am when the JCQ embargo lifts. Members of Sixth Form
Team (Senior Tutors, Student Support Managers, Careers Advisor, members of SLT)
will be available in Sixth Form at York Street on that day. You are welcome to
come into Sixth Form to speak with us.

In addition to the email with your examination results, your results will also be posted
out to you on A Level results day. If you would like another person (e.g. family
members) to collect your results on your behalf, you must give your written
authorisation to the exams office before you stand down (Friday 8" May 2026).

All Y13 students should complete an electronic ‘Leavers Destination Form’ after
receiving their results on results day.

POST RESULTS SERVICES - Enquiries about Results (EARS)

Following the issue of exam results in August the following post result services will be
available should they be required:

Clerical Re-check

A clerical check is applied to your script, making sure that all questions have been
marked and all marks added up correctly.

Priority Review of marking

This is for A Level students whose university place depends on the outcome. A fast-
track review of marking service, this checks that the mark scheme has been applied
correctly to the marking of your paper. This service also includes a clerical check. This

service can result in your mark going up, down or staying the same. Once a paper is
reviewed the result cannot be reversed.

Photocopy Script

A copy of your script can be ordered to help you decide whether to apply for a standard
review of marking.

Standard Review of marking

A review of marking service checks that the mark scheme has been applied correctly
to the marking of your paper. This service also includes a clerical check.
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Standard Script

Your ‘original’ script can be recalled for future learning purposes. Once this service is
applied for, a review of marking cannot be requested. We would advise all students to
use the Photocopy script service instead because of the faster delivery time.

The fees and deadlines for these services will be printed on the reverse of your results
slip and posted on the Exam Notice boards. Forms for each service are available from,
and must be returned to, the exams office at York Street. Payment must be submitted
with the completed request forms. Only debit/credit card payments are accepted.

The deadline dates for all EAR services are final and forms cannot be accepted after
this date.

When considering a review of marking, particular attention should be paid to the
overall grade boundaries to decide whether a review is advisable.

CERTIFICATES

A level certificates will be available from December 2026. There may be a
presentation morning at Sixth Form in December 2026. An invitation is sent to all
students to advise of the exact date; please check your emails regularly for updates.

Alternatively, you may collect your certificate in person from the sixth form reception.
Or, if you would like someone to collect your certificates on your behalf, please email
exams@ecrgs.org.uk granting authorisation. If you cannot collect your certificates in
person, please email exams@crgs.org.uk to arrange payment for your certificates to
be posted out recorded delivery to you.

We are required to keep certificates for only one year after issue. Please make sure
you collect your certificate promptly. Failure to collect your certificates will mean that
you will have to apply to the Awarding Bodies directly for replacement ones at a
considerable cost of approximately £40 per certificate.

EXAMS OFFICE CONTACT DETAILS

Carolyn Routledge 01200 414006
Claire Smalley 01200 414002 E-mail: exams@crgs.org.uk
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