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Introduction 
 
Public examinations can be a stressful time for you and your parents or guardians, so it is important that 
all those involved are as well informed as possible.  
 
The Awarding Bodies set down criteria which must be strictly adhered to for all examinations in all 
schools and colleges. 
 
You should therefore pay particular attention to the JCQ notices at the end of this Handbook. 
Failure to do so may result in disqualification from some or ALL of your subjects. 
  
This Handbook is intended to inform you about the rules and regulations and the specific examination 
processes and procedures followed at Royal Alexandra & Albert School. 
 
Please read the information carefully and share it with your parents and / or guardians so that 
they too are aware of the various examination rules, regulations and procedures.  
 
If there is anything that you do not understand, please ask. If you, your parents and / or guardians have 
any queries or need help or advice at any time before, during or after the examinations, please contact 
Miss Richardson our Exams Officer: examsofficer@gatton-park.org.uk 
 
 
 All Students Must: 
 

• Read and fully understand the JCQ Notices to Candidates included in this booklet 
 

• Check all the details on both their DRAFT and FINAL Individual Candidate Timetables (issued 
prior to the written exams) and report any errors to the Exams Officer as soon as possible 
 

• Inform the school, via the Exams Officer, of any event for which special consideration might be 
sought from the Awarding Bodies (e.g. illness before or during an exam, bereavement or other 
trauma, disadvantage or disturbance during an exam) 
 

• Read the instructions on each exam paper very carefully 
 

• Read and fully understand the NEA information for candidates and NEA appeals process 
 

If you break any of the examination rules or regulations, you could be disqualified from all of 
your subjects.  The school must report any breach of the regulations to the relevant Awarding 
Body. 
 

Before the Examinations 
  
Statement of Entry  
 
At the beginning of February, you will receive an Individual Draft Timetable showing the subjects you 
are being entered for and the level of entry, where applicable. Please check carefully that these are 
correct and speak to the Exams Officer if you have any queries.  
 
It is particularly important that all personal details (date of birth, spelling of names) are correct as these 
will appear on your Examination Certificates and may not be able to be changed once they have been 
awarded. Candidate’s names must be their legal name [as shown on their birth certificate] and will be 
shown in the format of Legal Forename, Legal Surname e.g. Andrew Jones.  
 
You will receive your FINAL Individual examination timetable in March. 
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Candidate Number  
 
In Year 10, each student is issued with a four digit candidate number which is then used in all school 
and public exams. This number appears next to their name on seating plans, individual timetables and 
the candidate cards on all the exams desks. This is the number that candidates write on the front of all 
exam papers. 
 
Unique Candidate Identifier (UCI)  
 
In addition to a candidate number, each candidate will have a UCI number (12 digits and 1 letter) which 
is shown on the top of exam timetables and statements of results. This number will usually begin with 
the Centre Number (64235) unless the student has transferred from another school that has already 
issued their UCI. This number is used for administration purposes, candidates are not expected to 
remember it.  
 
Unique Learner Number (ULN)  
 
In addition to a candidate number and a UCI number, each candidate has a ULN number (10 digits). 
This number is used to access the Personal Learning Record of anyone over the age of 14 who is in 
UK education or training.  
 
Timetables 
 
Prior to the start of an examination series, candidates will receive an individual timetable detailing the 
dates, times, and duration of their written exams. This must be checked carefully and if a candidate has 
any queries, they should speak to / e-mail  the Exams Officer immediately. In addition to these 
timetabled exams, there may be practical elements / language speaking tests and Non Examination 
Assessments (NEAs) throughout the course. Details of these will be communicated separately by your 
subject teachers.  
 
If a candidate has a clash where two subjects are timetabled at the same time, the School will make 
special timetable arrangements. If this is the case, the Exams Officer will contact you personally. If you 
think there is a clash on your timetable that has not been resolved, please see / e-mail the Exams Officer 
immediately.  
 
If one of your exams is rescheduled either earlier or later than the published time, you may need to be 
kept under quarantined supervision.  An Invigilator will remain in the same room as you at all times and 
you must not be in possession of any electronic communication or storage device or have access to the 
internet.  
 
Candidates are reminded that they must remain available until Wednesday 24 June 2020 should 
an Awarding Body need to invoke its Contingency Plan.  
 
Seating Plans 
 
Individual seating plans for each day, exam venue[s] and any additional exam information will be 
displayed along the windows of the bottom corridor facing the Cage.  
 
Equipment  
 
Candidates are responsible for ensuring they have all the appropriate equipment before each of their 

examinations - and that they do not bring into an exam room anything that is restricted. Candidates 

must bring all their equipment into the exam hall in either a clear pencil case or a clear plastic bag. 

The minimum amount of equipment needed by an exam candidate is as follows :: 
  
Two black biro pens  

Two pencils and an eraser 

Pencil sharpener  

Ruler  

Highlighter pens (may be used to highlight the questions but must not be used in the answers)  
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Calculator (students may use a calculator in an exam unless it specifically states on the question 

paper that they are prohibited). Calculator covers must be removed and placed underneath your desk 

 

Where the use of a calculator is allowed, candidates are responsible for making sure that their 

calculators meet the regulations of the individual Awarding Bodies / JCQ 

 

A Maths set – including a protractor, set squares and compasses  

 

You must not use correcting pens, fluid or tape, blotting paper, gel pens or highlighters in any 

of your answers.  

 

Medication 
 
If you have any medication, it should be clearly named and handed into an Invigilator before the start of 
every examination. 
 
Food, Drink and Tissues  
 
No food (including sweets and chewing gum) is allowed in the examination room (with the exception of 
students with a particular medical condition – please see the Exams Officer for clarification).  
 
Water may be taken in to the examination room. Bottles must be clear plastic and free of any labels, 
branding or words of any description. No other drinks are permitted.  
 
Tissues are available from Invigilators; students should not bring individual packets of tissues into the 
examination room.  
 
Exams Notice Board / Website  
 
The exams notice board is located in the main school building by the staff room and displays a variety 
of information relating to internal and external exams.  
 
Please check the notice board regularly!  
 
Exams information is also sent electronically via InTouch to both students and parents or guardians 
throughout the year.  You can also find useful information on the exams page of the School website.  
 

Non-Examination Assessments (NEAs) 
 
Non-Examination Assessments (NEAs) cover GCSE, A Level and Project qualifications. NEAs take 
place at various times during your GCSE and A Level courses depending on the subject, and in 
September you will be sent notices from the JCQ regarding the regulations for Non Exam Assessments 
(NEAs) and the use of Social Media.  
 
Royal Alexandra & Albert School is committed to ensuring that whenever it is staff who mark candidate’s 

work that this is done fairly, consistently and in accordance with the Awarding Body’s specification and 

subject-specific associated documents. Therefore, staff who have appropriate knowledge, 

understanding and skill, and who have been trained in this activity will mark the work of the candidate[s].  

Internal moderation and standardisation will ensure consistency of marking so that students can be 

confident that their work has been assessed accurately before marks are submitted to the relevant 

Awarding Body. 

Candidates are informed of their centre-assessed marks before they are submitted to the relevant 

Awarding Body. In the rare event that a candidate wishes to request a review of the centre’s marking 

(for example, if a candidate believes that a mark scheme has not been followed), any such request must 

be made in writing. 

Please note, any candidate who submits their NEA after the published submission deadline, will 

forfeit their right to request a Review of Marking. 
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Non-Examination Assessments Appeals Process (NEAs) 
 

GCE and GCSE non-examination assessments internal review procedures 

 

1. Teachers ensure that candidates are informed of their centre-assessed marks and are made 
aware of the RAAS internal review process, so that they may request a review of the centre’s 
marking before their marks are submitted to the awarding body. 

 

2. A flow chart diagram of our school NEA internal review process is available to all candidates and 
displayed on the examinations notice board in the main school corridor. 

 

3. Candidates may request copies of their marked assessed work and assessment material within 
48 hours of receiving their mark, to assist them in considering whether to request a review of the 
centre’s marking.  

 

4. Heads of Department having received a request for copies of materials from the candidate must 
provide the information within two working days. 

 

5. On receipt of the materials, candidates have two days to review the information. The candidate 
must inform the Exams Officer by email if they wish to appeal the mark.  Our Exams Officer is 
Miss Richardson: email: examsofficer@gatton-park.org.uk 

 

6. The Head of Department / Deputy Head Academic will arrange for a qualified practitioner to 

review the work and make any recommendations. The reviewer must have had no previous 

involvement in the teaching or assessment of that candidate as part of the course. In addition, 

the reviewer must have no personal interest in the outcome of the review. 

 

7. The Exams Officer will inform the candidate in writing of the outcome of the review – within three 

working days. 

 

8.    There is no right to a further appeal by the candidate and the mark may go up, down or stay the 

same. 

 

9. The Head of Centre is advised of the outcome of the review of the centre’s marking.  A written 

record of the review will be kept by the Exams Officer and made available to the awarding body 

upon request. 

 

10.  It is important to note that even after the internal review of marking, the moderation 

process carried out by the awarding bodies may result in a mark change, either upwards 

or downwards, even after an internal review.  The internal review process is in place to 

ensure consistency of marking within the centre, whereas moderation by the awarding 

body ensures that centre marking is line with national standards.  The mark submitted to 

the awarding body is subject to change and should therefore be considered provisional.   

 

 

 

mailto:examsofficer@gatton-park.org.uk
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Preparing for the Examinations  

 
Examination Regulations  
 
A copy of the ‘Information for Candidates’, which is issued by JCQ on behalf of the Awarding Bodies, is 
printed at the end of this booklet and is on the school website. You must read this carefully and note 
that if you break any of the rules or regulations you could be disqualified from all of your subjects. The 
school must report any breach of regulations to the Awarding Body.  
 
Examination Attendance  
 
Candidates are responsible for checking their own timetable and arriving at school on the correct day 
and at the right time, appropriately dressed and with the correct equipment. Candidates are advised to 
arrive at the specified venue at least 15 minutes prior to the start time of the exam having checked their 
seat number.  Morning examinations start at 08.30 and afternoon examinations at 13.30. Candidates 
should line up in the Cage and await instructions.  
 
Candidates who arrive late may still be admitted to the exam.  This is dependent on the reason and is 
at the discretion of the Exams Officer. Once the candidate has arrived and signed in at the main school 
reception, the Exams Officer will be advised. Candidates should wait at Reception to be collected and 
taken to the exam hall. 
  
If you arrive later than 1 hour after the published start time of an exam, or after the end of an exam - if 
it is shorter than 1 hour, you will be considered “very late”. You will be allowed the published time 
allowance to complete the exam. However, the Exams Officer will be required to send a full written 
report to the appropriate Awarding Body including a statement on whether security may have been 
compromised due to your arriving late, including information about the extent to which you were under 
supervision from the actual starting time of the examination. It is quite possible that the Awarding Body 
may not accept your work and they reserve the right not to mark it. 
 
Full school uniform must be worn by all students in Year 11 attending school for exams. Normal dress 

code applies for sixth form students.  

Candidates are not permitted any potential technological / web enabled sources of information 
such as a mobile phone, iPod, MP3/4 player or a watch which has a data storage device (for 
example, an iWatch or Fitbit). These devices, along with headphones must be left at home, in 
lockers or handed in to an Invigilator before you enter the examination room. All phones must 
be switched off – not on silent or vibrate. 
 
If any of these devices are found on a candidate during the exam (even if switched off), it will be taken 
from them and a report will be made to the Awarding Body. This is seen as Malpractice and will likely 
lead to disqualification. No exceptions can be made. Candidates are reminded that such items should 
not be brought in to school and that the school will not accept any responsibility for any loss or damage.  
 
Candidates may no longer wear / bring a standard wristwatch to any examination. 
 
JCQ rules and regulations for examination conditions are in force from the moment you enter 
the examination room.  Please do not communicate in any way with other students as this could 
lead to disqualification. If you have a problem, find your seat, raise your hand and speak to an 
Invigilator as soon as possible. 
 
Candidates must not deface, write on or destroy the candidate name cards placed on their desk.  
 
Candidates must not draw graffiti or write any offensive comments on examination papers and this could 
lead to disqualification from the exam.  
 
Candidates must listen carefully to the instructions given by the Invigilator. Occasionally, there may be 
amendments to a particular exam that need to be noted.  
 
Candidates must check they have the correct question paper – check the day, date, subject, paper and 
tier of entry (if applicable) and notify an Invigilator if anything is incorrect or missing. 
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Candidates must not write anything on the exam paper until specifically told to do so. Once instructed, 
only personal details should be completed in the appropriate boxes. Nothing else should be written on 
the front page. Failure to follow these instructions counts as Malpractice and could lead to 
disqualification.  
 
All instructions on the front of the exam paper must be read carefully and answers numbered clearly 
where necessary.  
 
If the answer booklet has a page boarder, do not write anything outside the boarder as it will not be 
marked. 
 
Do not write anything outside the designated space for each answer.   If you need more space to 
complete your answer, check at the back of the answer booklet, often additional blank pages are 
available. 
 
Should you need additional paper, raise your hand and ask an Invigilator.  You must ensure all of your 
details are completed clearly on any additional sheets / answer booklet[s] used.  At the end of the exam, 
the additional sheets / answer booklet[s] are attached to your main answer booklet.  
 
Candidates must not ask for and will not be given any explanation of the questions. 
 
No candidate will be allowed to leave any examination early. If they have completed the paper, they are 
advised to use any remaining time to check both their written answers and that all of their details have 
been filled in correctly.  
 
At the end of the examination the Invigilator will ask all students to put down their pens, stop writing and 
close all of the documents on their desk. This should be done immediately. You are not permitted to 
finish a word or sentence. Failure to follow this instruction counts as Malpractice and could lead to 
disqualification.  
 
Any students who have not completed all the personal details on any additional answer booklets will be 
allowed to complete these under the supervision of the Invigilator collecting their papers.  All work must 
be handed in.   Any rough work should be neatly crossed through with a single line. All exam papers 
will be collected in before candidates are allowed to leave the room. Absolute silence must be 
maintained during this time. Candidates are to remain seated in silence until dismissed, row by row, by 
the Invigilator. Oher candidates may still be working in the room so silence must be maintained until 
outside the building.  
 
No Question papers, answer papers and / or additional paper MUST be taken from the exam hall. 

In the unlikely event of the fire alarm sounding during an exam, the Invigilators will instruct the 
candidates what to do. Please do not panic. If you have to evacuate the room, you will be asked to leave 
in silence and in the order in which you are sitting.  Leave everything on your desk.  You must not 
attempt to communicate with anyone during the evacuation.  When you return to the exam room do not 
start writing until the Invigilator tells you to.  You will be allowed the full working time for the examination 
and a report will be sent to the Awarding Body detailing the incident. However, should you talk to any 
other candidates during the incident you could be reported for Malpractice and this could lead to a 
disqualification. 
  
 
Absence from examinations  
 
If you have trouble during an exam or the examination period (e.g. Illness, injury, personal problems), 
please inform the school at the earliest possible opportunity so that we can help or advise you.  
 
In exceptional circumstances, candidates are allowed special consideration for absence from an exam.  
It is essential that medical or other appropriate evidence is obtained and given to the Exams Officer 
immediately so that an application may be made for special consideration.  
 
Parents are reminded not to arrange family holidays when examinations are taking place. Please note 
that NEA’s are carried out throughout the whole of the two-year course in some GCSE and A Level 
subjects. 
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Invigilators  
 
The school employs external Invigilators to conduct all exams. Invigilators are respected members of 
the community and are trained in this specific role. Candidates are expected to behave in a respectful 
manner towards all Invigilators and follow their instructions at all times.  Invigilators are in the 
examination rooms to supervise the conduct of the exam in accordance with the regulations. Any 
questions or concerns should be directed to the Invigilators. Candidates are reminded to let the 
Invigilator know if any problems occur during the exam, for example, if a candidate feels unwell.   
 
Please note the Invigilators cannot discuss the examination paper with candidates or explain the 
questions. If a candidate suspects an error on the paper they should advise the Invigilator who will 
contact the Examinations Officer. The candidate should then carry on with the rest of the paper whilst 
the Awarding Body is contacted. 
 

 
After the Examination  
 
Results Days 

 
GCE  / Level 3 Thursday 13th August 2020 

GCSE / Level 1 / Level 2 Thursday 20th August 2020 

 

If you are unable to collect your results in person, you can arrange for them to be collected by a third 
party - provided that you have given written permission to the Exams Officer prior to results day.  All 
results not collected are posted out the same day via first class mail.  Further information about how to 
organise this will be sent out by the Exams Officer nearer the time.  Exam results will also be sent out 
electronically to students via In Touch to your school email address i.e.  ***@gatton-park.org.uk 
 
 
We strongly advise you to try and collect your own results – if at all possible as there will be school 
staff available on the day to answer any questions you may have.  
 
Any questions or queries about results during the school summer holidays should be communicated 
by e-mail to the Exams Officer on examsofficer@gatton-park.org.uk 
 
 
Post Results Services  
 
Advice and Information on post results services will be available on results day. An information sheet 
will be included with your exam results detailing the various options that are available to you.  
 
If a student feels that their external examination results do not reflect their performance and are 
significantly different from what was expected, then they may make an enquiry requesting the mark be 
reviewed.  
 
Teachers may also suggest applying for a review if a candidate’s results are very close to a grade 
boundary. As a result of a review, the candidate’s mark may be confirmed, raised or lowered. 
Therefore, careful thought and discussion with the subject teacher[s] should take place before 
requesting a review of marking.  
 
You may wish to have access to your script[s] to help you determine whether to request a review of 

marking. The school may also request the return of a script to use as an exemplar - with the student’s 

permission. If a student needs to re-sit GCSE English Language and / or Mathematics, we would 

strongly advise you to request getting your scripts back – to help with revision, et cetera. 

 
 

mailto:***@gatton-park.org.uk
mailto:examsofficer@gatton-park.org.uk
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If a candidate wishes to proceed with any of the post result services, they should e-mail 
examsofficer@gatton-park.org.uk giving their permission.  Students will also be asked to make the 
relevant payments through WisePay at the same time.  
  
When the outcome is received, the Exams Officer will inform the student. If the grade goes up, the 
student will receive a refund.  
 
All enquiries must be directed through School, as neither students nor parents are permitted to contact 
the Awarding Bodies directly.  
 
Certificates  
 
Examination Certificates from the Summer Examination Series arrive in school during November and 
will be available for collection from the Exams Office after 01 December.  You will receive further 
information once the certificates have been received.  
 
Students are urged to collect their certificates promptly and keep them safe. They are important 
documents. These days most educational institutions and potential employers will ask to see original 
Certificates. You cannot obtain replacements.  
 
If a student has not collected their certificates and the school no longer has them they will need to 

contact the Awarding Bodies who will supply a certified Statement of Results for a fee. 

 
Frequently Asked Questions 
  
Q. What do I do if there is a clash on my timetable?  
 
A. The school will re-schedule papers internally (on the same day) when there is a clash of subjects. 
Candidates will normally sit one paper and then sit the second paper straight after depending on the 
duration of the exams. Occasionally it may be necessary for a student to be supervised over lunchtime.  
If this is the case, they will be advised beforehand. If in doubt, please contact the Exams Officer.  
 
Q. What do I do if I have the wrong paper?  
 
A. Invigilators will ask you to check before the exam starts. If you think something is wrong, put your 

hand up and tell an Invigilator immediately. 

Q. What do I do if I forget my Candidate Number?  
 
A. Candidate numbers are printed on the candidate cards, which are placed on your desk for every 
exam.  
 
Q. What do I do if I forget the Centre Number?  
 
A. The Centre Number is 64235. It is always clearly displayed in the Exam Room and is also on the 
candidate card on your desk.  
 
Q. What do I do if I am ill, injured or unable to attend on the day of the exam?  
 
A. Inform the Exams Officer immediately or call the School Reception on 01737 649000 as soon as 
possible 
 
Q. What is Special Consideration?  
 
A. Special Consideration is an adjustment to the marks or grades of a candidate who is eligible. The 
Special Consideration allowance ranges from 0% (consideration given but addition of marks considered 
inappropriate) to 5% (reserved for exceptional circumstances). Parents should be aware that any 
adjustment is likely to be small and no feedback is ever provided. Candidates will only be eligible for 
Special Consideration if they have been fully prepared and covered the whole course - but their 
performance in an examination is affected by circumstances beyond their control. Examples may be 
illness (affecting performance on the day of the exam), accident or injury, bereavement or domestic 

mailto:examsofficer@gatton-park.org.uk
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crisis. The Exams Officer must be informed immediately, so that the necessary paperwork can be 
completed. The candidate will be asked to provide evidence to support such an application.  
 
Q. What do I do if I feel unwell during the exam?  
 
A. Put your hand up and an Invigilator will assist you. You should tell an Invigilator or the Exams officer 
if you feel ill before the exam. 
  
Q. If I miss an Exam can I take it on another day?  
 
A. No. Most exams are now taken at the end of a two year course so there will not be another opportunity 

to re-take, apart from GCSE English Language and Mathematics.  You will be awarded zero marks for 

the paper you have missed. 

Q. Do I have to wear school uniform? 
  
A. Yes, normal school regulations apply to uniform, hair, jewellery, make-up, shoes etc. Normal Sixth 
Form dress code also applies.  
 
Q. How do I know how long the exam is?  
 
A. The duration of each Exam is shown in minutes on a student’s individual timetable. Invigilators will 
tell you when to start and finish and will write the finish time for each exam on boards in the Exam room.  
 
Q. Can I leave the Exam Early?  
 
A. No. It is school policy not to allow students to leave an exam early, as this is disruptive to other 
students. If students finish early they should use the time to check their answers and that all their details 
are correctly filled in. 
  
Q. Can I go to the toilet during an Exam?  
 
A. Yes, if it is necessary. Raise your hand to attract the attention of the nearest Invigilator and they will 
escort you.  Bathroom breaks are generally not allowed within the first and last 15 minutes of any exam 
finishing. You will not be allowed the time added on.  
 
Q. Why do I need to check the details on my Statement of Entry? 
  
A. These are the details that will be printed on Certificates. If the name and date of birth on your 
Certificates does not match your birth certificate, it may cause you problems if you are asked to prove 
your qualification to an employer or college/university in the future. You should also check that you have 
been entered for all subjects that you are expecting to get a qualification in.  
 
Q. I am entitled to extra time, how will this affect the way I take my exams?  
 
A. Some students receive an allowance of up to 25% extra time for some of their examinations. Where 
possible, these students will sit in the same area of the room to minimise disruption from other 
candidates who may finish earlier. The Invigilators are aware of those students requiring extra time.  
 
Q. What do I do if I do not get the grades I need?  
 
A. Staff will be available on both results days to offer advice. If your University place is at stake, speak 

to a member of the Sixth Form team or the Examinations Officer immediately, who can advise you about 

‘Priority Reviews’ and the best course of action. 
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Appendix 1: JCQ Warning to Candidates Poster - (Displayed outside all Exam Rooms) 
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Appendix 2: JCQ Information for candidates - written exams 
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Appendix 3: JCQ Information for candidates - non-examination assessments 
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Appendix 4: 

Reviews of Marking - Centre Assessed Marks  

(GCSE controlled assessments, GCE coursework, GCE and GCSE non-examination 

assessments and Project qualifications) 

 
RAA School is committed to ensuring that whenever its staff mark candidates’ work this is done fairly, 

consistently and in accordance with the Awarding Body’s specification and subject-specific associated 

documents. 

 

Candidates’ work will be marked by staff who have appropriate knowledge, understanding and skill and 

who have been trained in this activity.  The Royal Alexandra & Albert School is committed to ensuring 

that work produced by candidates is authenticated in line with the requirements of the relevant Awarding 

Body. Where a number of subject teachers are involved in marking candidates’ work, internal 

moderation and standardisation will ensure consistency of marking. 

 

1. RAA School will ensure that candidates are informed of their centre-assessed marks so that they 

may request a review of the centre’s marking before marks are submitted to the awarding body. 

 

2. RAA School will inform candidates that they may request copies of materials to assist them in 

considering whether to request a review of the centre’s marking of the assessment. 

 

3. RAA School will, having received a request for copies of materials, promptly make them available to 

the candidate. 

 

4. RAA School will provide candidates with sufficient time in order to allow them to review copies of 

materials and reach a decision. 

 

5. RAA School will provide a clear deadline for candidates to submit a request for a review of the 

centre’s marking. Requests will not be accepted after this deadline. Requests must be made in writing. 

 

6. RAA School will allow sufficient time for the review to be carried out, to make any necessary changes 

to marks and to inform the candidate of the outcome, all before the Awarding Body’s deadline. 

 

7. RAA School will ensure that an assessor who has appropriate competence, has had no previous 

involvement in the assessment of that candidate and has no personal interest in the review carries out 

the review of marking. 

 

8. RAA School will instruct the reviewer to ensure that the candidate’s mark is consistent with the 

standard set by the centre. 

 

9. RAA School will inform the candidate in writing of the outcome of the review of the centre’s marking. 

 

10. The outcome of the review of the centre’s marking will be made known to the Head of Centre.  

A written record of the review will be kept and made available to the Awarding Body upon request. 

The moderation process carried out by an Awarding Body may result in a mark change, either upwards 

or downwards, even after an internal review. The internal review process is in place to ensure 

consistency of marking within the Centre, whereas moderation by the Awarding Body ensures that 

centre marking is in line with national standards.  

 

The mark submitted to the awarding body is subject to change and should therefore be 

considered provisional. 
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Appendix 5: JCQ Information for candidates - privacy notice  
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Appendix 6: J JCQ Information for candidates - no mobile phone/electronic devices 

This poster will be displayed outside each exam room.  
 

You must note that “Possession of 
unauthorised items, such as a mobile phone, is a serious offence and could result in 

DISQUALIFICATION from your examination and your overall qualification.” 
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Appendix 7: Procedure for Emergency Evacuation form an Examination 

The invigilators must take the following action in an emergency – alarm bells will ring continuously 

 In Exam room 

• Stop the candidates from writing and immediately record the time stopped.  

• Collect the attendance register (in order to ensure all candidates are present) 

• Advise candidates to remain clam, to leave all question papers and scripts in the examination room and that they 
are still under examination regulations and should leave the room in silence.  

• Evacuate the examination room row by row in line with the instructions below*.  

• Invigilators should spread among the group with one at front and one at rear. Lone invigilators should bring up 
the rear.  

Outside Exam room 

• Take the register and report any missing candidates to the Exams Officer.  

• Make sure that the candidates are supervised as closely as possible while they are out of the examination room 
to make sure there is no discussion.  

After emergency, and return to room 

• Restart the examination and adjust the finish time to allow the candidates the full working time set for the 
examination taking into account the length of the interruption.  

• If there are only a few candidates, consider the possibility of taking the candidates (with question papers and 
scripts) to another place to finish the examination.  

•  

Exams Officer; Exams Officer to make a full report of the incident and of the action taken, and to complete Special 

Consideration form.  

Physically Disabled (PD) Students (and Students with Temporary Mobility Problems)  

• A list of PD candidates will be made available in each examination.  

• PD students will always be seated in examination rooms located on the ground floor.  

• If the student is unable to evacuate the room unaided an invigilator should phone the exams, office and give, 
location and student name and remain with the student. Students should remain in their wheelchair (if 
applicable).  

• A member of the exams office staff will immediately go to a room where a sole invigilator has a PD student. 
 

*Procedures for evacuating an examination room 

Chapel; Candidates will exit via emergency doors, in silence, and assemble on playing fields to the north of Chapel, 

supervised by invigilators.  Registers will be passed to the appropriate secretary in case of whole-school evacuation. 

Sports Hall; Candidates will exit via emergency doors, in silence, and assemble on playing fields to the north of Chapel, 

supervised by invigilators.  Registers will be passed to the appropriate secretary in case of whole-school evacuation. 

Gatton Hall; Candidates will exit via emergency doors, in silence, and assemble on lawn to rear of Gatton Hall.  From 

Ballroom, straight out.  From Colman Study or Connaught Library, through side door. Registers will be passed to the 

appropriate secretary in case of whole-school evacuation. 

In other cases; Accompanied by invigilators/members of staff, follow quickest route, again to north side of Chapel, 

preferably avoiding others exiting the building. Registers will be passed to the appropriate secretary in case of whole-school 

evacuation. 

On-Screen tests, centres should refer to any software specific instructions to safeguard: 

• BS17.1a the security of assessment content and responses (for example by locking an assessment room which has 
been evacuated without closing down software) 

• BS17.2.1 procedures for dealing with hardware, software and communication failures (which may affect 
individual workstations or the whole network) should normally allow the candidate(s) to continue the assessment 
session at a different workstation or at a later time, if necessary, without loss of working time. In extreme cases, 
it may be preferable to provide a paper assessment. 

• BS17.3 procedures for restarting an assessment after an unplanned break (i.e. an emergency or a technical 
failure) should ensure that the invigilator: 

o controls the restart 
o re-sets the timing, where necessary 
o ensures that candidates can re-access their previous responses where this is technically feasible and 

permitted by the assessment regulations. 
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Appendix 8: JCQ Information for candidates - on screen tests 
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Appendix 9:  JCQ Information for candidates - using social media and examinations/assessments 

 

 


