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Introduction 

The Blue Coat 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 

This handbook is designed to:   

• inform you about malpractice   

• prepare you for your BTEC Tech Awards/GCSEs in May/June 

• answer any queries you may have about the examinations    
 

It is your responsibility to read this handbook carefully and to follow the rules and 

regulations. Failure to do so will result in Malpractice! 

 

Malpractice 

Malpractice involves cheating or some form of wrongdoing. Examples include:   

• sharing answers  

• leaking exam papers or other assessment materials or using leaked materials 

• swapping scripts  

• inappropriate use of artificial intelligence (AI) 

• smuggling information into the exam room 

• taking mobile phones and communication devices into the exam room 

• communicating with others during the exam   

• disruptive behaviour in the exam room  

• failing to stop writing when asked to by the invigilator  

• writing on your hands 

You MUST NOT be in possession of a MOBILE PHONE, iPOD, AIRPODS/EARBUDS, GLASSES CASE or any 
kind of WATCH when you enter the exam room.     

If you cheat or commit malpractice you will face serious consequences, including being 
disqualified from your qualifications. 



Where and when your exams will take place 

Most exams will take place in the Sports Hall or DW1. 

In the canteen, there will a seating plan to show you where your seat will be in the exam room.  

Please report promptly to the Canteen at 8.40am for morning examinations and 1.15pm for afternoon 
examinations.  Further information will be given relating to the organisation and location of individual 
examinations. 

You will then be asked to line up on the Bolton Playground before going to your Exam room. 

Don’t be late!  There are strict rules that we need to follow regarding lateness and depending on the 
examination you may not be allowed entry into the examination hall. 

 

What uniform you should wear 

Full school uniform should be worn to all examinations. You are not permitted to wear coats or hoodies in 
the exam rooms. 

 

Where your personal belongings will be stored during your exam 

Your personal belongings (bags) will be stored securely in Street Vibes. This includes mobile phones, 
calculator lids and glasses cases. 

 

What equipment you need to bring to your exams 

You are responsible for providing your own equipment for examinations. Please bring with you:  

• at least two BLACK pens  

• pencils  

• eraser  

• ruler  

• pencil sharpener  

For some exams, coloured pencils/highlighters, a protractor or a compass may also be required. 

You may take a bottle of water into the exam, but it must be in a transparent bottle and have any labels 
removed. 

Equipment should be in a transparent pencil case or a small transparent plastic bag. 

 

Supervision during your exams 

There is a team of The Blue Coat School invigilators. 

It is important you listen carefully to their instructions. 

If you have any queries or problems, put your hand up and they will come to you. 



Exam room conditions 

Do sit down when you enter the exam room and put your equipment on the desk. 

Do not start filling in your details – this would be malpractice!  

The invigilator will tell you when to record the centre number, your candidate number and the paper 
number. All the details are either displayed at the front oof the room or on your desk. 

The invigilator will tell you when you may open your exam paper. 

 

Using calculators 

1. You may use a calculator unless you are told otherwise. 

2. If you use a calculator: 

a) make sure it works properly; check that the batteries are working properly 
b) clear anything stored in it 
c) remove any parts such as cases, lids or covers 
d) do not bring into the exam room any operating instructions or prepared programs 

  

Food and drink in exam rooms 

Only water is allowed in the exam room in a transparent, colourless bottle.   

Ensure all labels are removed.   

 

Toilet Pass 

Only pupils with a Toilet Pass will be allowed to go to the toilet during an exam. Please make sure you 
visit the toilets before lining up in the playground. 

 

What happens in the event of an emergency in the exam room 

In the event of the fire bell sounding, continue working.   

If the exam room requires an evacuation, you should follow the invigilator’s instructions:  

• close your script  

• leave everything on your desk  

• exit the room calmly and in SILENCE  

 

Candidates with access arrangements/reasonable adjustments 

Please see Miss Alm if you are unsure of your Access Arrangements for the exams. 



Examination Results 

Results release day is THURSDAY 20 AUGUST 2026.   Results will be available for collection 

at 10.00am.  The Gazette will be in attendance on this day to report on your success.   Any uncollected 

results will be sent via first class post at 2.00pm on that day.   

If you wish somebody else to collect your results on your behalf: 

• please email enquiries@tbcs.sfet.org.uk requesting this 

• or provide a written note and pass to Ms Wilding.   

These are your results and we will only release to parents, or anybody else, with your 

permission.  Anybody collecting results on your behalf will be asked for ID. 

 

 

 

 

 

Please take time to look at the following Appendices – there is important information. 
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Appendix 1 

JCQ Unauthorised Items poster 

 



Appendix 2 

JCQ Warning to Candidates poster 

 

 

 

 



Appendix 3 

JCQ Social Media Infographic 

 

 



Appendix 4 

JCQ AI and Assessments 

 

 



Appendix 5 

JCQ Information for candidates – written exams 

This document has been written to help you. Read it carefully and follow the instructions. 
If there is anything you do not understand, especially which calculator you may use, ask your teacher. 

A Regulations – Make sure you understand the rules 

1. Be on time for all your exams. If you are late, your work might not be accepted. 
2. Do not become involved in any unfair or dishonest practice during the exam. 
3. If you try to cheat or break the rules in any way, you could be disqualified from all your exams. 
4. You must not take into the exam room any unauthorised material, including: 

o notes; 
o earphones or earbuds (e.g. AirPods), mobile phones, MP3/4 players or similar devices, smart devices, 

smart glasses, tablets (e.g. iPads or iPods); 
o a watch. 

Any pencil cases taken into the exam room must be see-through. 
Remember: possession of unauthorised material is breaking the rules, even if you do not intend to 
use it, and you will be subject to sanctions and possible disqualification. 

5. Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens in your answers. 
6. Do not talk to or try to communicate with or disturb other candidates once you have entered the exam 

room. 
7. You must not write inappropriate, obscene or offensive material. 
8. If you leave the exam room unaccompanied by an invigilator before the exam has finished, you will not be 

allowed to return. 
9. Do not borrow anything from another candidate during the exam. 

 
B Information – Make sure you attend your exams and bring what you need 

1. Know the dates and times of all your exams. Arrive at least ten minutes before the start of each exam. 
2. If you arrive late for an exam, report to the invigilator running the exam. 
3. If you arrive more than one hour after the published starting time for the exam, you may not be allowed to 

take it. 
4. Only take into the exam room the pens, pencils, erasers and any other permitted equipment needed for the 

exam. 
5. You must write clearly and in black ink. Coloured pencils or inks may be used for only diagrams, maps, charts, 

etc., unless the instructions printed on the front of the question paper state otherwise. 
 

C Calculators, dictionaries and computer spellcheckers 

1. You may use a calculator unless you are told otherwise. 
2. If you use a calculator: 

o make sure it works properly; check that the batteries are working properly; 
o clear anything stored in its memory; 
o remove any parts such as cases, lids or covers which have printed instructions or formulae; 
o do not bring into the exam room any operating instructions or prepared programs. 

3. Do not use a dictionary or computer spellchecker unless you are told otherwise. 

D Instructions during the exam 

1. Always listen to the invigilator. Always follow their instructions. 
2. Tell the invigilator at once if: 

o you think you have not been given the right question paper or all of the materials listed on the front 
of the paper; 

o the question paper is incomplete or badly printed; 
o you think you have not been given the expected access arrangement(s). 



3. Read carefully and follow the instructions printed on the question paper and/or on the answer booklet. 
4. Do not start writing anything until the invigilator tells you to fill in all the details required on the front of the 

question paper and/or the answer booklet. Do not open the question paper until you are told that the exam 
has begun. 

5. Remember to write your answers within the designated sections of the answer booklet. 
6. Do your rough work on the proper exam stationery. Cross it through and hand it in with your answers. 
7. Make sure you add your candidate details to any additional answer sheets that you use, including those used 

for rough work. 

E Advice and assistance 

1. If, on the day of the exam, you feel that your work may be affected by ill health or any other reason, tell the 
invigilator. 

2. Put up your hand during the exam if: 
o a) you have a problem and are not sure what you should do; 
o b) you do not feel well; 
o c) you need more paper. 

3. You must not ask for, and will not be given, any explanation of the questions. 

F At the end of the exam 

1. If you have used more than one answer booklet and/or any supplementary answer sheets, place them in the 
correct order. 
Place any loose additional answer sheets inside your answer booklet. 
Make sure you add your candidate details to any additional answer sheets that you use. 
For CCEA examinations, any loose additional sheets should be placed behind your script. 

2. Do not leave the exam room until told to do so by the invigilator. 
3. Do not take any stationery from the exam room. This includes the question paper, answer booklets (used or 

unused), rough work or any other materials provided for the exam. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix 6 

JCQ Information for candidates – on-screen tests 

This document has been written to help you. Read it carefully and follow the instructions. 
If there is anything you do not understand, ask your teacher. 
 
A Regulations – Make sure you understand the rules 

1. Be on time for your on-screen test(s). If you are late, your work might not be accepted. 
2. Do not become involved in any unfair or dishonest practice during the on-screen test. 
3. If you try to cheat or break the rules in any way, you could be disqualified from all your exams. 
4. Only take into the exam room the materials and equipment which are allowed for that exam. 
5. You must not take into the exam room any unauthorised material including: 

o a) notes; 
o b) earphones or earbuds (e.g. AirPods), mobile phones, MP3/4 players or similar devices, 
smart devices, smart glasses, tablets (e.g. iPads or iPods); 
o c) a watch. 
Unless you are told otherwise, you must not have access to: 
o d) AI tools, email, graphics packages or computer aided design software, portable storage 
media, e.g. floppy disks, CDs, memory sticks, social media sites, spreadsheets or the internet; 
o e) prepared templates. 

Bringing unauthorised material into the exam room is breaking the rules, whether you intend to use it or 
not. You will be subject to sanctions and possible disqualification. 

6. Do not talk to, try to communicate with or disturb other candidates once you have entered the exam room. 
7. If you leave the exam room unaccompanied by an invigilator before the on-screen test has finished, you will 

not be allowed to return. 
8. Do not borrow anything from another candidate during the on-screen test. 

B Information – Make sure you attend your on-screen test and bring what you need 

1. Know the date and time of your on-screen test(s). Arrive at least ten minutes before the start of your on-
screen test. 

2. If you arrive late for an on-screen test, report to the invigilator running the test. 
3. If you arrive more than one hour after the published starting time for the on-screen test, you may not be 

allowed to take it. 
4. Your centre will inform you of any equipment which you may need for the on-screen test. 

C Calculators, dictionaries and computer spellcheckers 

1. You may use a calculator unless you are told otherwise. 
2. If you use a calculator: 

o make sure it works properly; check that the batteries are working properly; 
o clear anything stored in its memory; 
o remove any parts such as cases, lids or covers which have printed instructions or formulae; 
o do not bring into the examination room any operating instructions or prepared programs. 

3. Do not use a dictionary or computer spellchecker unless you are told otherwise. 

D Instructions during the on-screen test 

1. Always listen to the invigilator. Always follow their instructions. 
2. Tell the invigilator at once if: 

o you have been entered for the wrong on-screen test; 
o the on-screen test is in another candidate’s name; 
o you experience system delays or any other IT issues; 
o your access to the on-screen test has not been set up correctly; 
o adjustments to the on-screen test have not been made for you, e.g. additional time has not 
been added, computer reading software or speech recognition software has not been uploaded. 

3. 3 You may be given a question paper or the instructions may be on-screen. In either case, read carefully and 
follow the instructions. Do not open the question paper until you are told that the exam has begun. 



 

E Advice and assistance 

If, on the day of the on-screen test, you feel that your work may be affected by ill health or any other reason, tell the 
invigilator. 

1. Put up your hand during the on-screen test if: 
o a) you have a problem with your computer and are not sure what you should do; 
o b) you do not feel well. 

2. You must not ask for, and will not be given, any explanation of the questions. 

F At the end of the on-screen test 

1. Ensure that the software closes at the end of the on-screen test. 
2. If you are required to print off work outside the time allowed for the on-screen test, ensure that you collect 

your own work. 
You must not share your work with other candidates. Make sure that another candidate does not collect 
your printout(s). 

3. Do not leave the exam room until told to do so by the invigilator. 
4. Do not take any stationery from the exam room. 

This includes rough work, printouts or any other materials provided for the on-screen test. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Appendix 7 

 JCQ Information for candidates 

 

• non-examination assessments  

Non-examination assessments.pdf 

 

• coursework  

Coursework Assessments.pdf 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://southfarnhamschool-my.sharepoint.com/:b:/g/personal/ewilding_tbcs_sfet_org_uk/IQBLjyrS73t8TrZjs_RhPQ3zAYg6wErFUYl7XYJepK3m7YY?e=SvBeBO
https://southfarnhamschool-my.sharepoint.com/:b:/g/personal/ewilding_tbcs_sfet_org_uk/IQAkMSgaKRpUS5AWTMht_27lAb3sChm5YDzSxC3K5G3By6Q?e=VRpfi5


 


