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Introduction 

UTC Oxfordshire is committed to ensuring that candidates are fully briefed on the exam and 

assessment process in place here and you are made aware of the required JCQ awarding 

body instructions, exam policies and appeals procedures for candidates.  You should be 

aware of the evacuation procedure and our word processing policies. 

The purpose of this handbook is to: 

 compliment the assembly on exams 

 ensure you are provided with all relevant information about your upcoming exams 

 ensure that you are fully aware of all the relevant rules and regulations 

 prepare you fully for your exams 

If you still have any further questions regarding your exams, then we are happy to discuss 

these with you.  Please talk to your teacher or tutor in the first instance or come along to the 

exams office on the first floor, room FT29.  Sarah Mayers is your Exams and Data Officer 

and will be happy to help. 

Who is responsible for exams? 

The Exams Officer is responsible for administering all public exam arrangements.  It is the 

responsibility of the student to ensure that they have notified their teacher if they believe that 

they have been incorrectly entered into a wrong exam. 

A team of invigilators will be present during the exams at all times and are supervised by the 

Exams Officer. 

The Awarding Bodies or Exam Boards set down strict criteria which must be followed for the 

conduct of exams, and the school is required to follow them precisely. 

Statement of entry 

Each student will receive a ‘Statement of Entry’.  This form will provide you with all of your 

exam information.  The statement of entry will include the following information: 

 Candidate name 

 Candidate number 

 Name on certificate 

 Component code 

 Component name 

 Component tier if applicable (foundation or higher) 

 Exam board 

 Exam date 

 Exam time  

You will receive this in late February/early March. Please be aware that all exam boards use 

LEGAL NAME – you will need to write this onto your exam paper and your certificates will be 

printed with this name. 

At the beginning of May, you will receive your Exam Timetable.  This shows you which room 

each exam is in and what your seat number is for each exam (it may be different for every 

exam so please check it carefully). Please also check if it is a morning or afternoon exam.  It 

is your responsibility to get to the correct exam at the correct time. 



If you are unsure about anything then you should speak to your teacher in the first instance 

who will contact the exams office to make any changes if necessary.  It is your responsibility 

to check that you have been entered for the correct exam and tier (foundation or higher). 

Where will you take your exam? 

Most exams will take place in the hall.  However sometimes when we have a small number 

of people taking an exam, the exam will be in a classroom.  Language exams will be in a 

classroom.  You should check your exam timetable for the room your exam will be held in.   

What time will the exam start and finish? 

Your exam will start at the time the exam board dictate.  However, most morning exams will 

start at 9.00am and afternoon exams will start at 1.30pm.  It is important that you check 

when your exam starts, ensuring that you look carefully at am and pm.  You should arrive 15 

minutes early to give yourself enough time for checking your seating arrangements and to 

allow for any unforeseen changes.   The length of the exam varies. 

Can I leave the exam when I have finished? 

No - You must stay in the exam during the whole time and cannot leave before the end time.  

You are encouraged to make use of all available time and should check over your answers.  

If you feel you have finished you should sit quietly at your desk and not disturb any other 

candidates.  If you have special arrangements and are entitled to extra time, then you are 

allowed to leave at any point between the normal end time and the extra time end time. 

What should I do if I am late? 

If you know you are going to be late, don’t panic!  Call reception and let them know that you 

are going to be late and your reason for being late.  Continue to try and get yourself into 

school as soon as possible as you may still be able to sit the exam depending on how long 

the exam has been in progress.  Give your mobile number to reception so that you can be 

contacted if needed.  You will then be given the time you were late at the end of the exam so 

that you are not disadvantaged.  However, we are bound by Exam Board regulations and 

normally a candidate with a genuine reason and who is brought straight to school may be 

admitted within the first 60 minutes of the start time; the exam board will have the final 

decision as to whether to accept any paper started late after the 60 minutes is up.  They will 

usually not accept it. 

Supervision during the exam 

Invigilators will be running the exam and will be there to ensure that you are seated in the 

correct seat and to assist you with any queries during the exam such as needing extra 

paper.  Should you need to attract the attention of an invigilator during the exam put your 

hand up and an invigilator will come over to you to assist you.  An invigilators key role is to 

uphold the integrity of the exam and will therefore ensure that all exam rules are adhered to.  

What should you NOT bring into the exam room? 

 Bags 

 Mobile phones (switch them off! Putting them on silent is not acceptable) 

 Watches (a clock will be on display in each exam room) 

 Notes 

 Gel pens 

 Tippex 



 Food of any kind 

 Bottles containg liquid other than water 

 Labels on bottles 

 Writing on hands/skin 

 Books 

 IPod 

(Make sure that the lid, case, or cover of your calculator does not have printed formulas or 

instructions and that you have cleared anything stored in the memory.  These should be left 

in your bag or placed under your desk.) 

Remember – This is your future! 

So many students are disqualified every year because they do not follow the regulations. In 

2017 over 1300 students were disqualified! 

Don’t let it be you! 

What should I bring to my exam? 

You should bring along your UTC student ID card (if you don’t have one please let admin 

know ASAP), writing equipment (black pens only), coloured pencils, erasers, ruler in a 

transparent plastic bag or case and any other materials that may be required for an exam, as 

advised by your teacher.  Non-transparent pencil boxes or cases will not be permitted in the 

exam room. 

Pens must be black, and we advise that you bring several to your exam.  Increasingly, exam 

papers are electronically scanned for online marking and pens that are not black will not 

scan successfully. 

Candidates are responsible for ensuring that they bring everything they need to the exam.  

The school is not obliged to provide materials to candidates who have forgotten to bring their 

own, and we have a very limited supply of spare equipment. 

Calculators 

You may use a calculator in an exam unless it is prohibited by the awarding body’s 

specification.  Where the use of calculator is allowed, candidates are responsible for making 

sure that their calculators meet the awarding bodies’ regulations. 

Calculators must be: 

 Of a size suitable for the use on a desk 

 Either battery or solar powered 

 Free of lids, cases and covers which have printed formulas. 

You are responsible for the calculator’s power supply and working condition and must 

ensure that anything is cleared from the stored memory in the calculator. 

The calculator must not be designed or adapted to offer any of these facilities: 

 Language translators 

 Symbolic algebra manipulation 

 Symbolic differentiation or integration 

 Communication with any other machine or the internet 

 Have retrievable information stored on them 



Food and drink in the exam room 

You are permitted to bring in water in a clear bottle with no labels.  No food or other drink is 

permitted in the exam room.   

Exam conditions 

When we conduct an exam under exam conditions we mean; 

 We will display the relevant exam board posters outside the exam room 

 We will display the centre number, start and finish times in the exam room 

 We will display a seating plan outside the exam room.  If you have difficulty locating 

your seat, then an invigilator will be able to help you 

 If you require any additional paper this will be provided by an invigilator 

 You should have your candidate number and remember to put it on your exam paper 

and any additional sheets that you use 

 You must remain silent during the exam unless talking to an invigilator 

 No communicating with anyone, this includes looking around and trying to distract 

other candidates i.e. making silly noises. Unless talking to an invigilator 

 Should you require the assistance of an invigilator you should put your hand up and 

an invigilator will come over to you as soon as possible 

 You are expected to adhere to all the rules and regulations of the exam board 

 You must listen to and follow the instructions of the invigilator at all times in the exam 

room 

 You are responsible for producing legible handwriting in your exams 

 You are responsible for writing your legal name clearly on the exam paper along with 

your candidate number and centre number 

Exam conditions will apply from the moment you step into the room until you leave the room. 

What should you wear for your exams? 

You are expected to wear normal school business dress during the exams. 

Do I need to attend classes during the exams? 

You will be informed when your revision period will start.  This is usually after May half term.  

Teachers will be available to assist with revision during your normal study time and the LRC 

will also be available for you to continue to revise.  If you chose to stay in the building after 

your exam please remember to sign in at reception, so that we know who is in the building 

for safeguarding purposes. 

What to do if you are ill on the day of the exam? 

If you are ill on the day of the exam you must inform reception and leave contact details.   If 

you are unwell and intend on sitting the exam, please let the Exams Officer know so that we 

can inform the invigilator in charge of that exam so that they are aware of your illness. Even 

if you would not normally visit the doctor’s surgery for minor illnesses it is important that you 

do so at exam time.  Your doctor will advise you as to whether you are fit to sit the exam.       

If you do chose to sit the paper you should still visit your doctor who can then provide you 

with a letter, which the school can forward to the exam board asking for special 

consideration on the ground of illness.  If you are unable through illness to sit a paper the 

Exam Board may, after examining the doctor’s letter and any evidence of performance on 

other papers, decide to award a grade.  It is essential that the doctors’ note is dated to cover 



each exam missed.  Retrospective information is not accepted by the Exam Boards and any 

doctor’s letters must be forwarded to the Exams Officer within 3 days of the missed exam, as 

there is a tight deadline. 

Please be aware that any medical certificates must be accompanied by a note detailing the 

exams to which it refers and the date on which the papers were taken.  We cannot 

guarantee otherwise that all relevant exams will be covered. 

There is a standard JCQ form available from the Exams Officer for self-certification for a 

missed exam, which can be countersigned by your doctor/nurse or surgery receptionist. 

What to do if you are absent from an exam? 

If you are absent from any exam without presenting a doctor’s note or a satisfactory reason 

for a request for special consideration you will receive a grade based only on those elements 

of the exam which have been marked. 

You must have completed the minimum requirement of the course before the Exam Boards 

will consider awarding a grade for the subject. 

What will happen in an event of an emergency during the exam? 

In the event of an emergency you will be asked to remain seated and wait for further 

instructions.  The exam papers will be left on the desks and everyone will be asked to walk 

out of the nearest fire exit and gather together at the muster point.  Everyone will remain 

under exam conditions and therefore it is important that no one communicates with each 

other.  Once the emergency is over, and only if it is safe for everyone, we will go back to the 

exam and continue.  No one will be disadvantaged by the loss of time as this will be added 

onto the end of the exam. 

What will happen if I have two exams at the same time? Exam clashes 

If a candidate is timetabled to sit more than one exam at the same time this is known as a 

clash.  If these are for the same subject this is intentional on the part of the board and the 

exams are meant to run one after another.  Language exams are an example of this. If not, 

then this should be picked up during the checking process and the Exams Officer notified 

immediately.  She can grant permission so one of the papers can be taken at a different time 

on the same day.  The candidate will have to remain under supervision between the two 

papers with no communication or access to phone/internet. 

If an exam is delayed from a morning to an afternoon session the candidate will be 

supervised over lunchtime.  They should bring some revision or reading material, their lunch 

and a drink, as they will not be allowed to buy food. 

Laptops 

You should know if you are authorised to use a laptop as you will have been told by Iris.  If 

you decide not to use your laptop on the day, then that is fine.  The decision on whether or 

not you use it for each exam is yours. 

Suspected malpractice 

Malpractice is a term the Exam Boards use for any irregularity or breach of the regulations of 

any form.  The Exams Officer is required to, and will, report all infringements to the 

appropriate Exam Board who will decide on what action to take based on the nature of the 



infringement.  The Exam Board take the integrity of exams very seriously and it is important 

that candidates follow the invigilators’ instructions carefully. 

A few examples of malpractice: 

 Failure to follow instructions given by an invigilator 

 Having a mobile phone on you even if it is not switched on 

 Continuing to write after you have been asked to stop 

 Communicating to anyone other than the invigilator or trying to distract another 

candidate.   

 Looking around – you must face the front 

 Attempting to cheat by any methods 

Things that will help 

 Arrive in plenty of time for the exam 

 Go to the toilet before the exam 

 Make sure you are at the correct location 

 Be well prepared physically and mentally 

 Have the correct equipment 

 Make sure you have revised 

Results 

Results will be available to collect from UTC Oxfordshire on Thursday 16th August 2018 for A 

levels and Thursday 23rd August 2018 for GCSE’s.  There will be someone available to 

discuss your results with you from 9am.   

Should you be unable to collect your results in person then we can either e-mail them to you 

or send them in the post.  Alternatively, you can have someone else come and collect them 

on your behalf.  Please ensure that you notify us in writing of your result collection 

preference before the end of the summer term should you be unable to collect your results 

yourself.  If you require your results to be posted then please bring in a stamped, self-

addressed envelope and leave with reception and notify the exams office that you require 

your results to be posted. 

Certificates 

Certificates start arriving at the centre from Mid-November.  We will contact you when they 

have all arrived so that you can come in to collect.  If you wish to have your certificates 

posted to you, please ensure that you provide us with a hard backed self-addressed 

envelope which has enough postage to cover a “signed for” delivery. 

We would like to wish you the very best of luck with your exams and should you have any 

questions them please talk to your teacher or come along to the Exams Office. 

 

 

 


