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INTRODUCTION 
 

It is the aim of Heart of England School to make the 
examination experience as stress-free as possible for all 
candidates to allow them to perform to the best of their 
ability. 
Hopefully this booklet will provide informative and helpful 
information to guide you and your parent/carers through the 
examination process. Please read it carefully as Awarding 
Organisations set strict criteria for the conduct of 
examinations through JCQ and each centre is required to 
enforce these regulations. 
If there is anything you do not understand, please ask. 
 
Mrs Williams 
Exams & Data Manager 
01676 536750 
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UNAUTHORISED ITEMS 
 
The following items MUST NOT be brought into the 
examination room. 

• Mobile Phone 

• Web Enabled Electronic Devices (inc iWatch) 

• Written Material, which could help you 

• Bags and Coats 

• Tippex and Gel Pens 

• Reading Pens 

• Bottles with labels 

• Non transparent pencil cases 

• Calculator cases 
 

CALCULATORS 

 
Where use of a calculator is allowed, it is your responsibility 
to ensure it meets regulations, is in working order and has 
been cleared of anything stored. Calculators must be a 
suitable size with either a battery or solar power and MUST 
NOT be designed or adapted to offer any of the following:- 

• Language translators. 

• Symbolic algebra manipulation, differentiation or 
integration. 

• Communication with other machines or Internet. 

•  Be borrowed from another candidate during an 
examination. 

• Have retrievable information stored including 
databanks, dictionaries, mathematical formulas or 
text. 

• Have a lid, case or cover. 



PLAGIARISM & MALPRACTICE 
 
Coursework, Controlled Assessment and NEA is an important 
element of many qualifications. Deadlines will be set at 
various stages throughout the course and MUST BE 
ADHERED TO.  If you have difficulty in completing 
assignments please speak to your subject teacher. 
We wish to bring to your attention concern being expressed 
by Awarding Organisations regarding the authenticity of 
coursework/CA/NEA submitted by candidates. In an effort to 
combat this all candidates are required to sign an 
authentication form for each separate piece of work 
submitted. You are required to acknowledge used sources. In 
the interest of fairness to ALL candidates we ask 
parent/carers to do their best to ensure their son/daughter 
is clear about this and that they are aware of the implications 
of submitting work which is not their own (either wholly or in 
part). 
Neither copying nor allowing your work to be copied is 
acceptable. Both practices constitute infringements of the 
regulations which can be sanctioned by disqualification. 
Awarding Organisations are very likely to disqualify anyone 
caught cheating, certainly from the subject concerned and 
possibly from all examinations in the series. We too, as 
guardians of the integrity of the examination process at 
Heart of England School, are unlikely to support any 
candidate found guilty of malpractice and always report 
incidents to Awarding Organisations, without exception. 
For further information on malpractice and the appeals 
procedure please visit https://www.jcq.org.uk/exams-
office/malpractice.  

 

ACCESS ARRANGEMENTS (AAs) 

 

The Equality Act 2010 requires that all candidates taking 

examinations have fair access to assessment. AAs are not 

there to give candidates an unfair advantage, but to put all 

candidates on a level playing field on which to demonstrate 

their skills, knowledge and understanding. All assessments 

for AAs are arranged by the SENCo, we use Solihull Specialist 

Inclusion Support Services to conduct the tests. Applications 

go through a rigorous checking procedure to ensure JCQ 

criteria have been met. Access arrangements may no longer 

be awarded on a privately commissioned report alone. 

If you have approved AAs, you will have been told in advance. 

Normally only candidates requiring a scribe will be 

accommodated away from the main hall and will follow 

exactly the same rules as everybody else. Candidates’ 

permitted extra time for written examinations will usually 

have this added to the end, however, on a small number of 

occasions you may have to start earlier. Reading pens and lap 

tops are normally accommodated in the main hall. The full 

timetable is published on the website, please check and if you 

are unsure ask the Exams and Data Manager. 
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EMERGENCY EVACUATION PROCEDURES 
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BEFORE THE EXAMINATIONS 
 
Entries and individual timetables can be viewed on Insight. 
Candidates should check all personal details very carefully as 
this information will appear on certificates and Awarding 
Organisations charge for amendments.   
Your name format will be first name + one initial only + 
surname. You must check that you have been entered for all 
subjects at the correct tier, if applicable.  
Your candidate number is 4 digits and will be on your desk.  
You will have to write it on every examination paper with 
your legal name. Invigilators are not permitted to amend any 
errors you make on your paper, even your candidate details. 
The centre number is 20724 and will be on the board at the 
front of the hall. 
Heart of England School uses the following Awarding 
Organisations AQA, OCR and Edexcel. 
Your individual timetable will show your own specific 
examinations and seating arrangements; check it carefully – 
if you think there is an error report it to Mrs Williams 
immediately. 
Occasionally you might have a clash if two subjects are 
timetabled at the same time. School will make special 
arrangements for these candidates to be supervised until all 
the examinations have been completed. 
Whilst we make every effort to contact you if you fail to turn 
up for a timetabled examination, this may not always be 
possible. It is your responsibility to ensure you arrive 15 mins 
before the start of each examination. Please ensure we have 
an up to date contact telephone number for you. 
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❖ Remain calm and follow 
instructions from invigilators.   

❖ Leave papers and scripts in 
the exam room. 

❖ Assemble in silence on the 
lower tennis court. 

❖ Candidates will remain 
separate to rest of cohort. 

❖ Remain under examination 
conditions. 

❖ Do not attempt communicate 
with anyone. 

❖ Full working time will be 
allowed for the examination. 

❖ Awarding Bodies will be 
notified of any disturbance      
which may qualify for special 
consideration. 



 
DURING THE EXAMINATIONS 

 
Please be on the yard 15 mins before the start time i.e. 

8.45am for morning sessions and 1.15pm for afternoon 

sessions. You must wear full uniform, no stiletto heels and 

you will be asked to remove piercing other than a pair of 

small stud earrings. Line up within tiers alphabetically 

(shortest examinations are called in first). Do NOT talk on the 

yard when registers are called not only do you not hear your 

name but others can’t hear what is being said either. Bring all 

the equipment that you need, only BLACK pens may be used. 

When you are asked to enter the examination room YOU 
MUST REMAIN SILENT AND NOT COMMUNICATE OR 
ATTEMPT TO COMMUNICATE WITH ANY OTHER 
CANDIDATE.  If you attempt to communicate with any other 
candidate, you may be disqualified from all examinations. 
Look for your name on a label on the desk.  When you have 
found your place, sit down and wait in silence.  DO NOT 
TOUCH ANYTHING THAT MAY BE ON YOUR DESK. LISTEN 
CAREFULLY TO ALL INSTRUCTIONS and if you are not sure 
then raise your hand and wait for a member of staff to come 
to you.  Watches must not be worn and must be placed on 
the desk in full view of invigilators. Smart watches must be 
handed in with phones. 
Please check you have been given the correct examination 
paper (including tier where applicable). 
NEVER LEAVE YOUR SEAT WITHOUT PERMISSION. If you 
require extra paper during the examination, raise your hand 
and an invigilator will bring some to you.  
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During the examination, be aware of the time and make sure 
that before the examination finishes, you have completed 
the details on the front of your answer booklet (you must use 
your legal name) and place additional answer sheets inside 
the answer book. 
Do not write on desks, this is regarded as vandalism and you 
will be asked to pay for any damage caused. 
Candidates must stay in the exam hall until the exam has 
finished and the papers have all been collected. You are 
under examination conditions until you have left the hall. 
Please do not wait outside the hall talking as candidates with 
extra time will still be working. Question papers, scripts and 
extra paper may not be taken from the exam hall, everything 
is sent to examiners to be marked. 
 

INVIGILATORS 

The school employs external invigilators to ensure 
examinations are conducted within JCQ regulations. 
Students are expected to behave in a respectful manner 
towards all invigilators and follow given instructions at all 
times. Remember invigilators are expected to report any 
incidence of suspected malpractice to Awarding 
Organisations. 
Teaching staff will normally be present at the start of an 
examination only. Please note invigilators cannot discuss the 
examination paper with you or explain the questions. Any 
student behaving in an unacceptable manner will be 
removed from the examination room by invigilators; they will 
not a have an opportunity to complete the examination. 
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ABSENCE 
If you experience any difficulties during the examination 
period please inform the school at the earliest possible point 
so that we can help or advise you. Only in ‘exceptional 
circumstances’ are candidates allowed special consideration 
for absence from any part of an examination. It is essential 
that medical or other appropriate evidence is obtained on 
the day of the examination by the candidate/parent/carer 
and is given to the Exams and Data Manager without delay. 
Parents/carers are reminded that the school will seek 
reimbursement of entry fees should a candidate fail to attend 
an examination without good reason, failure to pay may 
result in withholding your prom ticket. 
Awarding Organisations do not accept misreading of the 
timetable as a satisfactory explanation of absence. 
 

EXTERNAL COURSES 

If you are planning to sit examinations for extracurricular 
courses at this centre, please advise the Exams and Data 
Manager by the end of autumn term. We have in the past 
been able to assist students in many subjects however please 
note GCSE specifications have now changed. Unfortunately 
we are unable to do entries for subjects that have a 
controlled assessment or speaking element (unless 
appropriate arrangements can be made at another centre). 
All costs for entries, visiting examiners and invigilation must 
be paid in full before the entry is processed.  
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AFTER THE EXAMINATIONS 

 

RESULTS 
Results are published on Thursday 15th August 2019 GCE and 
Thursday 22nd August 2019 GCSE. Y11 & Y13 may collect 
results in person from 8.30am in M011. Results will be on 
Insight (student view only) from 6am on results day, please 
ensure you update your password before the end of the 
summer term if you wish to collect your results via Insight, 
Exams staff do not have access to passwords. If you wish any 
other person to collect your results (including 
parent/carers) YOU must give written authorisation to the 
Exams and Data Manager before the end of the summer 
term. Candidates who wish their results to be posted must 
supply the Exams and Data Manager with an A4 SAE (large 
letter stamp is required) before the end of the summer term. 
Results WILL NOT be given over the phone or to an 
unauthorised person under any circumstances. 
 

POST RESULTS SERVICES 

Unfortunately some of you may be disappointed with your 
grades. You will be sent an email outlining full details of the 
post results services offered by Awarding Organisations 
including reviews of marks, clerical checks and access to 
scripts. All post results services must be paid for by the 
candidate before the application is made, current fees will be 
included in the detailed document e-mailed to students in 
May 2019 before study leave commences. A copy will be 
available on the website. 
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JCQ Exam Contingency Day 
 
Weds 26th June 2019 has been declared a contingency day in 
the summer 2019 timetable by JCQ. If there is an emergency 
during the summer 2019 series exams may be moved to this 
date. Therefore all candidates both GCSE & A Level must be 
available on this day.  
 

CERTIFICATES 
 
Certificates received before summer results day will be in 
your results envelopes. 
Y11 staying in Sixth Form - you will be given your certificates 
via your tutor in November.  
Y11/Y13 leavers - certificates should be collected from the 
main office from November. Parents may collect on your 
behalf.  
 

All Awarding Organisations require that certificates are 

posted registered mail. Returned & uncollected certificates 

will be confidentially destroyed after 1 year and copies are 

not available from Heart of England.  If you later require a 

certified statement of results each Awarding Organisation 

will charge you for this service.  The costs vary but are as 

much as £42.00 per certificate and you could incur charges 

from all 3 Awarding Organisations! 
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FREQUENTLY ASKED QUESTIONS 
 

Q What do I do if there is a clash on my timetable? 
A The Exams and Data Manager will schedule papers 

internally on the same day to minimise breach of 
security and numbers of candidates requiring 
supervision. You will be notified of any clash 
arrangements should this happen. 

Q What do I do if I think I have been given the wrong 
paper? 

A Invigilators will ask you to check at the start of the 
examination. If you think something may be wrong 
put your hand up immediately. 

Q What is Special Consideration? 
A It is an adjustment to the marks of an eligible 

candidate. The tariff range is 0%-5%, which is 
reserved for exceptional cases. Any adjustment is 
likely to be small and the centre receives no feedback.  

Q What do I do if I feel unwell during an exam? 
A Put your hand up and an invigilator will assist you. 
Q If I’m late can I still sit the examination? 
A If you arrive before 10am or 2.30pm for exams at 

least an hour long, with a valid reason, you should be 
able to sit the examination, remember it may not be 
possible to allow you extra time. If you arrive after the 
published finishing time of the exam you are not 
permitted to sit the paper. 
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Q If I miss the examination, can I take it another day? 
A No – Awarding Organisations regulate the timetable 

and no deviations are permitted. 
Q Can I use the cloakroom during an examination? 
A Most examinations are short enough that this should 

not be necessary, unless there is a medical reason. If 
it becomes absolutely necessary you will be escorted 
by an invigilator and you will not be given any extra 
time. 
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KEY DATES 

Thu 8th Nov 2018 GCSE Music Solo Performances 

Mon 19th Nov 2018 2 day Photography mocks 

Mon 19th – Fri 23rd Nov 2018 GCSE Speaking mocks  

Wed 21st Nov 2 day Art & Photography mocks  

Mon 26th Dec – Fri 7th Dec 2018 Y11/Y13 mocks in SH 

Fri 14th Dec 2018 Y11 Mock Results Day 

Thu 28th Feb/ Fri 1st Mar 2019 GCSE Food Practical exam 

Thu 28nd March 2019 2 day Photography & BTEC exams 

Mon 1st April 2 day Art, Photography GCSE & BTEC exams 

Mon 8th April 2019 3 days GCSE Art moderation M011 

Mon 29th April 2019 3 day A Level Art exam 

Fri 3rd May 2019 A Level Spanish Speaking exam 

Tue 7th May 2019 GCSE speaking exams start 

Friday 10th May 2019 A Level French Speaking exam 

Mon 13th May 2019 – Wed 19th Jun 2019 summer exams 

Weds 26th June 2019 – JCQ Exam Contingency Day 

 



SCHOOL WEBSITE                   

 

 

 

You can find up to date information on the website 

including 

• Timetables 

• JCQ regulations 

• Guides 

• Appeals Procedure 

https://heart-england.co.uk/academic/examinations/ 
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INSIGHT 

The most up to date information can be found on Insight 

 

 
 

• Personal entries (including tier where applicable) 

• Individual timetables with seating arrangements 

• Results (from 6am on results publication days) 
 
Please remember your password expires every 6 weeks 
so you are strongly advised to change it before the end of 
the summer term if you are planning to view your results 
on Insight.  
 
Due to data protection Results can only be viewed on 
your Insight account.  Parents cannot view public exam 
results. 
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