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Introduction

Arts and Media School is committed to ensuring that candidates are fully briefed on the examination
and assessment process 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/complement candidate briefings/assemblies
● To inform candidates about malpractice in examinations/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/assessments being taken
● To ensure copies of relevant JCQ information for candidates documents and exam room

posters are provided in advance of any exams/assessments being taken
● To answer questions candidates may have etc.
● To inform candidates of/signpost candidates (and where relevant parents/carers) to any

exams-related policies/procedures that they need to be made aware of

Malpractice

To ensure candidates are aware of what malpractice is and the possible consequences:
● 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

Refer to ICE 24 and the Indicative sanctions against candidates (Appendix 6, Suspected
Malpractice - Policies and Procedures)

Information for candidates – Social Media

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.

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.
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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 (insert where this is located…)

Refer to GR 6 and Information for candidates – Privacy Notice

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

Refer to GR 6

Coursework assessments/non-examination assessments

● Relevant JCQ information for candidates’ documents - coursework, non-examination
assessments, social media, are available at the end of this booklet

● Assessments take place in class, you will be informed by your teacher of the date and time
● Your teacher will inform you of the deadline – failure to meet the deadline may result in a ‘0’

for the assessment.
● The work will be marked by your teacher and then sampled by the Exam board
● Your teacher will inform you of your marks for NEA by the dates listed below. If you feel the

marks are not correct you must first approach your teacher – you may also see the exams
officer (or email a.aboo@amsi.school) this must be no later than 4 school days from the date
listed (dates correct at 20th Feb 2024)

Board Subject Head of
subject

Date by which
NEA MUST be
shared with
candidates

Edexcel Art Ms Omotesho TBC

AQA DT Mr Bethell 19/04/24

AQA Drama Ms Harris 19/04/24

AQA Dance Ms Stephanou 19/04/24

Eduqas Media Ms Ebanks 18/04/24

Edexcel Music Mr Dow 26/04/24

OCR PE Mr Panayiotou 29/02/24

Written timetabled exams

● Candidate statement of entry for Summer 2024 will be provided to students in late
February 2024 (to check that personal details and exam entries are correct)

● If information on the statement is incorrect, inform your tutor and the exams officer
a.aboo@amsi.school
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● Candidate exam timetable will be available during tutor time by Monday 25th March 2024

Contingency sessions - Summer 2024

These are now timetabled for the afternoons of the 6th (pm) and 13th June (pm) as well as the day of
the 26th of June 2024. These contingency days are designed to be used in the event of national or
significant local disruption to examinations. All students taking GCSEs must be available to sit exams
up to and including Wednesday 26th of June 2024. Failure to attend an exam moved to this date will
result in failing the relevant GCSE as no special consideration can be given.

Refer to ICE 15

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

● A timetable clash is when two public exams you are sitting are timetabled at the same time
● How will this be managed?
● One paper will be taken, followed immediately after a short invigilator supervised break. You

will not be able to access your belongings or revision materials
● Mr Aboo, the exams officer will explain to you how and where this will take place

Refer to ICE 7

What time your exams will start and finish

● Public exam start times are:
● 9am
● 1:30pm

What to do if you arrive late for your exam

● If you arrive late for your exam, wait at the door of the exam room – an invigilator or the
exams officer will come to you

● You must be on time for your exam – if you are late, you will not be in the best frame of mind
to demonstrate your best work and this can result in a lower grade

● If you are late:

● You will be required to sit the full length of the paper so you will not leave when other
candidates leave

● You will miss revision time

● If you are later than 45 mins you may not be admitted – this will depend on the circumstances.
Come into school and discuss why you were unable to arrive on time

● If you have a reason the Awarding Body will accept, we may be able to request a Special
Consideration if you have sat all the other exams for the qualification. The exams officer Mr
Aboo will discuss this with you and your parent/carer

Supervision during your exams

● Candidates must follow the invigilator instruction – failure to follow instructions may result in
you being removed from your exam and disqualified

Exam room conditions

● Candidates must listen to and follow the instructions of the invigilator at all times in the exam
room

● Candidates must not communicate with or disturb other candidates
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● All unauthorised items such as Mobile phones, data storage – retrieval devices, any device
that has internet potential, headphones, notes, watches of any description must be handed in
before entering the exam room

● Candidates must not borrow from another candidate as to do so constitutes communication
● Only awarding body exam material is permitted on the exam desk
● Pencil cases must be clear and have no writing
● Centre number, subject title, paper number; and the actual starting and finishing times, and

date of each exam will be displayed
● Candidates must not graffiti their exam paper – the awarding body may not mark the paper
● The Barcode on the answer booklet must not be marked
● Candidates must write in black pen only
● Highlighting is not permitted on the answer booklet
● Candidates may not leave an exam early
● Candidates can only leave the exam room in the company of an invigilator – candidates who

need the bathroom must inform the invigilator and wait to be escorted. No candidate can
leave the exam room in the first or last 40 mins of a paper

● Candidates must write their Legal Name on the exam paper only when the invigilator’s
announcement instructs them to

● Candidates must not open the question paper until the examination begins

Where you will sit in the exam room

● Seating will be displayed outside and inside the exam room. Please make yourself familiar to
the exam room layout.

What equipment you need to bring to your exams

● Candidates must bring all equipment needed for the exam
● Black pens, pencil, rubber, scientific calculator and a highlighter
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Using calculators

● You must be aware of JCQ awarding body instructions regarding the use of calculators in your
exams

Refer to ICE 10

Food and drink in exam rooms

● Candidates may bring a small bottle of still water – container must be clear – see through
and have no labels or writing

● No other food or drink is permitted

What you should wear for your exams

● Candidates must wear full school uniform to their exams
● No hoodies or jackets
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What to do if you are unwell on the day of your exam

● If you’re the parent/carer of a candidate who is unwell and unable to attend the
exam, please call the school as soon as possible and send an email to the exams
officer: a.aboo@amsi.school

● If a candidate is unwell but manages to attend the exam, or is unwell during the
exam, it may be possible in some circumstances to request a Special Consideration
from the awarding body. The exams officer will explain the evidence needed in each
circumstance

● Please email the exams officer with the relevant information as soon as possible and
you will be provided with the relevant information and/or request for information
needed: a.aboo@amsi.school

What happens if you have an unauthorised absence from your exam

If a candidate fails to attend an exam and is not able to provide a reason to the exams officer that is
acceptable to the awarding body, they will set the mark to zero

Candidates with access arrangements/reasonable adjustments

● Candidates are involved in any decisions/discussion regarding appropriate arrangements
the SENCO will inform the parent/carers of arrangements

Results

● Results day Thursday 22nd August 2024
● Results are issued from 8.30am as per JCQ restrictions
● If you're unable to collect your results and you wish a member of your family collect

them:
● Inform the exams officer the name of the person who will be collecting the results by the

20th of August 2024
● They must be over 18 and bring with them photo ID

Post-results services

● In certain circumstances the school may wish to ask the exam board to look again at the
student’s grade by reviewing the exam paper. In these circumstances the school will pay
for the review.

● If you wish to have a paper reviewed and this request is not supported by the head of
department, the candidate or parent/carer may request a review – full payment must be
made in advance of a review being actioned (see details below).

● To undertake a Review of Results (ROR) we must have the student’s permission so it is
important that the student provides their contact details, we will be requesting this in the
Spring term before the start of exams.

Please note the entire cost must be paid in advance of the enquiry being undertaken.

Please note prices are correct at time of printing (29th Feb 2024) but are subject to amendment
Board Reviewing for each exam paper/unit With a copy script
OCR £61.50 £72.25

Edexcel £44.50 (e.g., maths 3x 42.40 = £133.50) Free

AQA £40.35 Free

Please note at time of printing copy scripts for AQA & OCR only available when having paper
reviewed, requests for both must be made at the same time
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Remember a grade can go down as well as up

The exam boards have 30 days to provide the outcome of the enquiry.

These are the steps:

1. Decide what papers you would like reviewed
2. The student to see Mr Aboo the Exams Officer on results day (up to 1pm) or between

7.30am -2pm Monday (term time) until Monday 18th September ** with full payment and
contact details and to give written consent

3. The review is requested from the exam board
4. The exam board has 30 days to respond
5. The results will be sent to you once they are in using the email address provided by the

candidate
6. If the grade goes up you will be refunded the cost (this is a rare event)

**No requests for reviews can be accepted after this date

Contact details for the Exams Officer

Abdullah Aboo email: a.aboo@amsi.school

Phone number 0203 873 8492 ext 1023 (term time only)

Refer to GR 5.13 and Post-Results Services information

Certificates

● Certificates for yr11 leavers (those who completed their GCSE the previous Summer) can be
collected from reception from the start of the spring Term (2nd week in Jan)

● Students who are unable to collect can have an adult member of their family collect – please
follow these instructions:

1. Ensure the family member is over 18 yrs old
2. Family member must present photo id of either passport or photo driving licence at reception
3. You must inform the exams officer in advance

a. Giving the name of the person collecting and

b. Agree a time and date with the exams officer who will make an appointment with you by email (a
mobile phone number will also be required)

c. The person collecting should bring a copy of the email from the exams officer a.aboo
@amsi.school

Internal appeals procedure

The Internal Appeals Procedure can be found on the school website

Complaints policy

The Complaints policy can be found on the school website (Exams).
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APPENDIX 2

JCQ Information for candidates – non-examination assessments

You must read this information if you are undertaking qualifications that contain components of
non-examination assessment.

Information for candidates – non-examination assessments 2023-2024
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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APPENDIX 4

JCQ Information for candidates – written exams

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

Information for candidates – written exams 2023-2024
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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APPENDIX 5

JCQ Information for candidates – Privacy Notice

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

Information for candidates – Privacy Notice
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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APPENDIX 6

JCQ Information for candidates – social media

You must read this information to help you stay within examination/assessment regulations when
using social media.

Information for candidates – social media
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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APPENDIX 7

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.”

Unauthorised items poster http://www.jcq.org.uk/exams-office/exam-room-posters
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APPENDIX 8

JCQ Warning to candidates poster

This poster will be displayed outside each exam room. You must note all the warnings.

Warning to candidates poster http://www.jcq.org.uk/exams-office/exam-room-posters
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