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[bookmark: _Toc463797247][bookmark: _Toc209615573][bookmark: _Toc443593739][bookmark: _Toc466921640][bookmark: _Toc490083867]Introduction
Emmanuel Christian 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.
[bookmark: _Toc463797248]
[bookmark: _Toc209615574]Purpose of this handbook
	Overtype here the purpose of this handbook in your centre. 
· 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 they need to be made aware of


[bookmark: _Toc209615575][bookmark: _Toc463797251][bookmark: _Toc463797249]Malpractice
	Malpractice should be taken seriously – any suspicion of malpractice will be reported to Awarding bodies and may lead to papers being ‘zero’d’ or disqualification. 
· 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)
Refer to relevant Information for candidates documents, such as social media, as example:
Things not to do on social media: 
• Buy/ask for/share exam or assessment content 
• Pass on rumours of what’s in exams or assessments 
• Share your work 
• Work with others so that your assessment 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 tool used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. 

You should also reference the sources used by the AI tool in generating the content.
You must retain a copy of the question(s) and computer-generated content for reference and authentication purposes in a non-editable format (such as a screenshot) and provide a.brief explanation of how you used it. This must be submitted with your work for final assessment so that your teacher can review the work, the AI-generated content and how it has been used... 
If you copy the words, ideas or outputs of others and do not show your sources in references and a bibliography, this will be considered as cheating. 
Plagiarism 
Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously...
For more information please see our Managing Behaviour Policy (Exams) and/or Malpractice Policy (Exams)


[bookmark: _Toc209615576]Personal data
	Overtype here any relevant information.
Examples 
· Any person involved in completing examinations/assessments where malpractice is suspected, or alleged, personal data about them will be provided to the awarding body (or bodies) whose examinations/assessments are involved. Personal data about them may also be shared with other awarding bodies, the qualifications regulator or professional bodies...
· The centre will provide relevant personal data including name, date of birth, gender to the awarding bodies for the purpose of examining and awarding qualifications. 
· Materials which are submitted by candidates for assessment may include any form of written work, audio and visual materials, computer programs and data (“Student Materials”). Awarding bodies may use the Student Materials to evaluate candidates’ performance in the relevant assessment. They may also use the Student Materials for other purposes as outlined in their privacy policies and in accordance with their terms. Candidates should be directed to the relevant awarding body’s privacy notice if they require further information about how their Student Materials may be used by the awarding body. 
Refer to GR 6 


[bookmark: _Toc209615577]Copyright
	· Candidates are informed that they may access Student Materials (including examination scripts) through the access to scripts arrangements set out in paragraph 5.13. 
Refer to GR 6


[bookmark: _Toc209615578]Coursework assessments/non-examination assessments
	· Please see relevant JCQ information for candidates documents - coursework, non-examination assessments, social media (provided as appendices or found on JCQ’s website)
..Where computer-generated content has been used (such as an AI Chatbot), your reference must show the name of the AI tool used and should show the date the content was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026. You should also reference the sources used by the AI tool in generating the content. You must retain a copy of the question(s) and computer-generated content for reference and authentication purposes in a non-editable format (such as a screenshot) and provide a brief explanation of how you used it. This must be submitted with your work for final assessment so that your teacher can review the work, the AI-generated content and how it has been used... If you copy the words, ideas or outputs of others and do not show your sources in references and a bibliography, this will be considered as cheating. Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them off as your own. It could also include AI-produced material. Plagiarism is a form of cheating which is taken very seriously...
· You will be contacted no later than March 2026 to arrange sitting you NEA assessments. 
· You will be informed of assessment results/center assessed marks (where appropriate) prior to them being submitted to JCQ
· All NEA’s/assessment work is moderated internally and externally by the Awarding bodies. 
Refer to Instructions for conducting coursework, Instructions for conducting non-examination assessments and Information for candidates documents 
Refer to JCQ AI poster for students
Refer to JCQ AI Use in Assessments: Protecting the Integrity of Qualifications (Centre engagement with and discussion of AI)  


[bookmark: _Toc209615579]Written timetabled exams
	Overtype here any relevant information candidates need to know about their written timetabled exams and what additional information is provided to them, when it is provided and its purpose. 
Examples 
· Candidates will receive a statement of entry You must check that personal details and exam entries are correct. 
· What to do if this information is incorrect? Contact Libby Harris straight away ( l.harris@ecsleicester.org.uk )
· Candidate exam timetable (to ensure candidates know the date and time of all their exams/assessments) will be given out with this booklet prior to the exam season.
· The JCQ information for candidates documents – written examinations, social media can be found in the appendices and on the JCQ website. Candidates must read through these. 
· [bookmark: _Hlk19694340]Exam room posters – Warning to candidates, Unauthorised items will be displayed on the doors of exam rooms and around the building prior to exams. 
Refer to GR 5.8
The centre will… notify candidates, including any private candidates entered through the centre, of their examination entries and the dates and times of their examinations/assessments… ensure that the JCQ Information for candidates documents (coursework, non- examination assessments, on-screen tests, social media and written examinations) and awarding body privacy notices are distributed to all candidates whether electronically or in hard copy format prior to assessments and/or examinations taking place...  (Candidates must also be made aware of the content of the JCQ Unauthorised items and Warning to candidates posters.


[bookmark: _Toc209615580]Contingency session - Summer 2026
	24th June 2026 is the contingency day. This date is a reserve day in case of national or significant local disruption to examinations, and all students taking summer exams must remain available until this date. 
Refer to ICE 15


[bookmark: _Toc463797250][bookmark: _Toc209615581]On-screen tests
	Refer to Information for candidates – on-screen tests 


[bookmark: _Toc463797254][bookmark: _Toc209615583]
Where you will take your exams
	On site – Emmanuel Christian School Leicester, Didsbury Street, LE3 1QP. Candidates will be in the main examnination hall unless otherwise instructed. 


[bookmark: _Toc463797255][bookmark: _Toc209615584]What time your exams will start and finish
	· Morning exams start promptly at 9am
· Afternoon Exams start promptly at 1pm
· Candidates must stay in the examination room under exam conditions until at least 10am for morning sessions and at least 2:30pm for afternoon sessions. Please see JCQ guidance for more information on this
· Candidates are expected to arrive 10 minutes before the scheduled start time for their examinations. 
· Candidates arriving after 9am may not be admitted – Refunds will not be given. 


[bookmark: _Toc463797256][bookmark: _Toc209615585]Supervision during your exams
	· Exams are supervised by a team of invigilators 
· Explain invigilators must follow strict rules and regulations when conducting exams as directed by JCQ awarding bodies, etc.


[bookmark: _Toc463797257][bookmark: _Toc209615586]Exam room conditions
	· Candidates are invited/escorted into the exam room Candidates are under formal examination conditions from the moment they enter the exam room until they are given permission to leave by the invigilator. During that time, candidates must not talk to, attempt to communicate with or disturb other candidates. The period begins when a candidate enters the examination room (not just when the exam paper stats). It ends when the candidate is officially given permission to leave the room. While under formal examination conditions, standard rules apply (no communication with other candidates, no disturbance, no opening the paper before instructed, etc.)
· Candidates must listen to and always follow the instructions of the invigilator in the exam room
· Candidates must not communicate with or disturb other candidates 
· Information is displayed in the exam room: centre number, subject title, paper number and the actual starting and finishing times, and date, of each exam.
· You must complete the information at the front of your answer booklet. first name and surname that matches Candidate entry information, candidate number, etc.). Candidates must only do this when the invigilator’s announcement instructs them to. Relevent information can be found on individual candidate ID cards placed on desks. 
· Candidates must not open the question paper until the exam begins
Refer to ICE 19
Candidates are under formal examination conditions from the moment they enter the room in which they will be taking their examination(s) until the point at which they are permitted to leave. 
Candidates must not talk to, attempt to communicate with or disturb other candidates once they have entered the examination room. If they do, this must be reported to the relevant awarding body. 
Candidates must not open the question paper until the examination begins. If they do, this must be reported to the relevant awarding body. 
Refer to ICE 23


[bookmark: _Toc463797258][bookmark: _Toc209615587]Where you will sit in the exam room
	· Candidates are set out in a seating plan which can be found pinned up before the start of the exam.
· Candidates will be shown to their seat. 


[bookmark: _Toc463797259][bookmark: _Toc209615588]How your identity is confirmed in the exam room
	Upon registering, for private candidates, and enrolment for centre candidates, photographic ID is required to confirm identity. 
Candidates will have a small center made ID card with their photograph, Candidate ID number and full name on their desk. This must be visible to invigilators at all times. 
Please see our Candidate Identification Procedure for more information. 
Refer to ICE 16


[bookmark: _Toc463797260][bookmark: _Toc209615589]What equipment you need to bring to your exams
	· Candidates must bring appropriate equipment in a clear, see through pencil case. Candidates are advised to bring a black pen (not a gel pen or erasable pen), a spare black pen, pencil, highlighter, ruler. 
· Candidates are advised to bring a JCQ approved calculator for subjects where this is appropriate. It is candidates responsibility to ensure this meets standards, is free from graphity, and does not have anything stored in its memory.
· A mathematics set where appropriate. 
· Please see specific examination specifications for advice on equipment needed. 
Refer to ICE 18


[bookmark: _Toc209615590]Using calculators
	· [bookmark: _Hlk6503265]You must be aware of JCQ awarding body instructions regarding the use of calculators in your exams
Refer to ICE 10


[bookmark: _Toc463797261][bookmark: _Toc209615591]What you must not bring into the exam room
	· Unauthorised items: Notes, books, papers, mobile phones, smart glasses, watched, ear pods, ear phones, ear buds, communication devices. – You must not bring these into the exam room. Failure to comply WILL lead to a report of malpractice to the awarding bodies. 
· Food
· Drinks that are not in a clear bottle with a small lid. 
· Tissues. If you require a tissue the invigilator can give you some, you must not bring your own. 


[bookmark: _Toc463797262][bookmark: _Toc209615592]Food and drink in exam rooms
	Unless pre agreed and for medical reasons, NO food is permitted in the examination room.
Water is permitted in a clear see-through bottle with a small cap – disposable bottles are the ones we recommend with the label taken off. There must be no writing (letters, numbers, symbols slogans etc…) on the bottle. 
Refer to ICE 18


[bookmark: _Toc463797263][bookmark: _Toc209615593]What you should wear for your exams
	Centre candidates must wear their School Uniform. Private candidates should wear plain clothing, no brands or writing. You must not wear ‘baggy’/’oversized’ clothing to reduce the risk of bringing in unauthorised materials. 
Religious/modesty protecting/head coverings: Please note that we must be able to check identity from the photographic ID that you provided. You will be asked to let a member of our exams team see your face to clarify identity – this can be done in a separate room and with a chaperone of your choice. In cases where your face can be seen but your ears cannot, we will have to ask that a member of our exams team checks your ears for the presence of things like head phones, ear buds/ear pods, communication devices… etc. Again, this will be done respectfully and with your choice of chaperone present. 


[bookmark: _Toc463797264][bookmark: _Toc209615594]Where your personal belongings will be stored during your exam
	Bags, coats, unauthorised items including switched off mobile phones, watches, etc. will be stored in our ‘getting better room’ securely or in our office/reception area.


[bookmark: _Toc463797265][bookmark: _Toc209615595]What to do if you arrive late for your exam
	Late candidates may not be admitted for the examination. This will be looked at on a case-by-case basis depending on the rooms we have available and the invigilators available. Very late arrivals (if allowed to sit) will be reported to the awarding body as per JCQ guidance. 

Any candidates that are late and aren’t allowed to sit the exam will not be given a refund. 

Refer to ICE 21


[bookmark: _Toc463797266][bookmark: _Toc209615596]What to do if you are unwell on the day of your exam
	· If the candidate is unwell, they must call Libby Harris as a priority. 
· We may ask for proof of your illness to pass along to the awarding Body. 
· What I am unwell but manage to attend the exam? Let Libby Harris know! Depending on why you’re feeling unwell, we may be able to apply for special consideration for you. 
· What if I feel unwell during the exam? Let the invigilator know. 
· If you are absent from the exam for any other reason you must let us know. 
· If you feel that you are at a disadvantage for any reason, or that you have had circumstances in life that are affecting you, let us know. We may be able to apply for special consideration for you but we may have to ask for proof of this. Has a close family member, friend, or even family pet been unwell? Are you a carer? Do you suffer from Hay fever? Please do communicate with us.


[bookmark: _Toc463797267][bookmark: _Toc209615597]What happens if you have an unauthorised absence from your exam
	unauthorised absence from exams will not be refunded and you may be charged an extra admin fee of £50. 
Refer to ICE 22


[bookmark: _Toc463797268][bookmark: _Toc209615598]What happens in the event of an emergency in the exam room
	Candidates must stay in their seat under exam conditions until instructed by the invigilators. If you have to evacuate the building, you must remain under exam conditions, do not communicate with anybody except the invigilator. 
Refer to ICE 25


[bookmark: _Toc463797271][bookmark: _Toc209615600]Results
	· Thursday 20th August 2026 is the day provisional statements of results will be available to collect from Emmanuel Christian School.
· The school will be open from 9am – 12pm for you to collect your results. 
· Senior members of centre staff as well as the exams officer will be available for you to speak with immediately after you open your results to talk through any questions you may have. 
· If the candidate is unable to collect their own results, they may designate an appropriate adult to collect them on their behalf – this must be confirmed in writing (email l.harris@ecsleicester.org.uk). You may also request for your results to be emailed, 
· Any uncollected results will be securely stored for 1 year (along with certificates) when they will then be destroyed. 
Refer to GR 5.12 and Post-Results Services information


[bookmark: _Toc463797272][bookmark: _Toc209615601]Post-results services
	· What services are available? Priority access to scripts, clerical re-check, review of marking, original marked paper to be returned. Some of these services entail a cost, a letter about this will be distributed along with your results which will also detail the deadlines for requesting services. 
· Requests for post-results services must be made through the centre
· The centre’s Access to Scripts, Reviews of Results and Appeals Procedures policy – Please ask Libby Harris for access to them ( l.harris@ecsleicester.org.uk )
Refer to GR 5.13 and Post-Results Services information


[bookmark: _Toc463797273][bookmark: _Toc209615602]Certificates
	· Certificates are usually available to collect in November. 
· You will be emailed to alert you to the fact that your certificates are ready to collect. Please ensure you keep all communication channels up to date with us until after you have collected your certificates. 
· If the candidate is unable to collect their own certificates, they may designate an appropriate adult to collect them on their behalf – this must be confirmed in writing (email l.harris@ecsleicester.org.uk ). You may also request for your certificates to be posted. Please note if you choose this option, we cannot guarantee their safe delivery to you and we are not liable for any loss or damage. 
· Unclaimed certificates will be kept until a minimum of November 2027 when they will be securely destroyed as per JCQ guidance. 
Refer to GR 5.14


[bookmark: _Toc463797274][bookmark: _Toc209615603]Internal appeals procedure
	· If you have any queries, complaints or would like to appeal, Please put it in writing to l.harris@ecsleicester.org.uk 
· Our Internal Appeals Procedures can be requested from Libby Harris. Please note most things are time sensitive and so this must be done as soon as possible. Specific timings can be found on information given to you on results day and when any NEA results are given.  
Refer to GR 5.3z), 5.7 and 5.13


[bookmark: _Toc209615604]Complaints policy
	Our full complaints policy can be found on the website.
Any complaint initially should be made to the Head of Centre (Mr. Harris) a.harris@ecsleicester.org.uk . Please see the complaints policy for details on the timings in which you can expect a response. 
Refer to GR 5.8


[bookmark: _Toc463797275]


[bookmark: _Toc209615605]APPENDIX 1
[bookmark: _Toc463797278][bookmark: _Toc209615606]JCQ Information for candidates - coursework
You must read this information if you are undertaking qualifications that contain elements of coursework assessment.
Information for candidates - Coursework 2025-2026 http://www.jcq.org.uk/exams-office/information-for-candidates-documents 

[bookmark: _Toc463797279][bookmark: _Toc209615607]APPENDIX 2
[bookmark: _Toc463797280][bookmark: _Toc209615608]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 2025-2026 http://www.jcq.org.uk/exams-office/information-for-candidates-documents 


[bookmark: _Toc463797281][bookmark: _Toc209615609]APPENDIX 3
[bookmark: _Toc463797282][bookmark: _Toc209615610]JCQ Information for candidates – on-screen tests
You must read this information if you will be taking any externally assessed on-screen tests as part of your qualification(s).
Information for candidates – on-screen 2025-2026 http://www.jcq.org.uk/exams-office/information-for-candidates-documents 
[bookmark: _Toc463797283]

[bookmark: _Toc209615611]APPENDIX 4
[bookmark: _Toc463797284][bookmark: _Toc209615612]JCQ Information for candidates – written exams
You must read this information before you take any externally assessed written exams. 
Information for candidates – written exams 2025-2026 http://www.jcq.org.uk/exams-office/information-for-candidates-documents 
 


[bookmark: _Toc463797285][bookmark: _Toc209615613]APPENDIX 5
[bookmark: _Toc463797288][bookmark: _Toc209615614]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 2024 (Check for any current update by JCQ)  http://www.jcq.org.uk/exams-office/information-for-candidates-documents 


[bookmark: _Toc209615615]APPENDIX 6
[bookmark: _Toc209615616]JCQ Information for candidates - AI (Artificial Intelligence and assessments) 
You must read this information to help you stay within examination/assessment regulations when using artificial intelligence. This information explains: What is AI? What is an AI tool? When can I use AI? When can I not use an AI tool? If I’m allowed to use AI, how is this breaking the rules? How to make sure you don’t misuse AI. 
Information for candidates - AI (Artificial Intelligence and assessments)   https://www.jcq.org.uk/exams-office/malpractice/ 



[bookmark: _Toc463797289][bookmark: _Toc209615617]APPENDIX 7
[bookmark: _Toc463797290][bookmark: _Toc209615618]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.”
[image: A screen shot of a phone and watch

AI-generated content may be incorrect.]Unauthorised items poster http://www.jcq.org.uk/exams-office/exam-room-posters 


[bookmark: _Toc463797291][bookmark: _Toc209615619]APPENDIX 8
[bookmark: _Toc463797292][bookmark: _Toc209615620]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 
[image: A screenshot of a cell phone

AI-generated content may be incorrect.]

[bookmark: _Toc209615621]APPENDIX 9
[bookmark: _Toc209615622]JCQ AI poster for students
This poster is a quick guide to help you to better understand the rules for use of AI in assessments.  
[image: A poster of a person sitting on a computer

AI-generated content may be incorrect.]AI and Assessments: A quick guide for students poster https://www.jcq.org.uk/exams-office/malpractice/ 

[bookmark: _Toc209615623]CANDIDATE CONFIRMATION
To confirm you have received, read and understood the contents of this handbook, please sign and date the tear-off slip below and return to Libby Harris by Friday 27th March 2026.
If there is anything you do not understand, you should ask Libby Harris for clarification.















------------------------------------------------------------------------------------------------------------------------------------
CANDIDATE EXAM HANDBOOK
NAME:   Overwrite your name here	
Date I received the handbook:   DD / MM / YYYY
I have read the contents
I understand (Tick all of the boxes that apply)
· What constitutes malpractice (and what AI misuse is) in examinations/assessments and the consequences of committing malpractice
· What my personal data is used for by awarding bodies
· Copyright
I have read and understand the current JCQ information for candidates documents as they relate to the qualifications I am taking (Tick all of the boxes that apply)
· Coursework
· Non-examination assessments
· On-screen tests
· Social media
· Written exams

By signing here, I am confirming all of the above

Candidate Signature: 	Overwrite your signature here
Date of signature:   	DD / MM / YYYY
[bookmark: _Hlk9276988][bookmark: _Hlk14270877]This template is provided for members of The Exams Office only and must not be shared beyond use in your centre 
CANDIDATE EXAM HANDBOOK TEMPLATE (2025/26)
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‘You must be on time for all your examinations.

2
Possession of a mobile phone or other unauthorised material
is not allowed even if you do not intend to use it. You will be
subject to penalty and possible disqualification from the!
examination or qualification.

3
‘You must not talk to, attempt to communicate with or disturb other
candidates once you have entered the examination room.

4
You must follow the instructions of the invigilator.

5
You must not sit an examination in the name of another candidate.

6
You must not become involved in any unfair or dishonest practice in
any part of the examination

7
If you are confused about anything, only speak to an invigilator.

The Warning to candidates must be displayed in a prominent place outside each
examination room. This may be a hard copy A3 paper version or an image of the poster
projected onto a wall or screen for all candidates to see.
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