
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Guidance for GCSE and BTEC Examinations for Students, 
Parents and Carers 

 
 

Centre Number: 30455 
 
 

KEEP THIS BOOKLET SAFE SO YOU CAN REFER TO IT BEFORE, DURING AND 
AFTER YOUR EXAMINATIONS



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 
 
 

Introduction 
 
 

It is the aim of Birches Head Academy to make the examination 
experience as stress-free and successful as possible for all candidates. 

This booklet will provide informative and helpful information for you and your 
parents/carers. Please read it and show it to your parent/carer so that they are also 
aware of the examination regulations and procedures to follow in the event of any 
problems occurring. A copy of the handbook is also available on the school 
website. 

The examination boards set down strict criteria through their governing body, 
JCQ, which must be followed for the conduct of examinations which the academy is 
required to follow precisely. 

Should you or your parent/carer have any questions or need any advice regarding 
your examinations please contact: 

 

Examination Officer: Mr S Podmore 01782 233595 

 spodmore@bircheshead.org.uk  

 
 
 
 



 

 

 
Examination 
Information 
 
 
 

Examination Costs 

You and your parent/carer will have signed your Home School Agreement to confirm 
that you will attend all examinations during the academic year. Failure to attend for 
a mock examination will mean you will be expected to complete this examination at 
a date which is convenient to your subject teacher. Should you fail to attend a 'real' 
examination, an invoice for the cost of the entry will be issued unless you provide a 
doctor's certificate signed by your GP. Examination entry costs range from 
£16.40 to £72.50. 

 

Examination Centre Number 

Birches Head Academy is a registered examination centre with all the major 
examination boards and awarding organisations. As such the academy and its 
candidates must adhere to the examination boards' regulations when administering, 
managing and taking examinations. BHA must supply certain personal information to 
the exam boards in order to make entries, this includes details such as your name, 
date of birth and candidate number. This information will only be held by them for as 
long as it is needed. 

Candidate Number 

When you are entered for an exam, you become a candidate. Each candidate has a 
four-digit candidate number. This is the number you will enter on your examination 
papers for your GCSE qualifications. It will appear next to your name on the seating 
plans and examination registers. It will also appear on the examination label which will 
be on your desk for each examination. It is important to make sure you write down on 
your examination papers your legal first name and last name as this is the name the 
examination board will recognise you by. 

BTEC Learner Registration Number 

If you are studying BTEC Qualifications you will be issued with a BTEC Learner 
Registration number for each of your BTEC qualifications. You will need to enter 
your BTEC Learner Registration number on your examination papers. This 
number is only to be used for BTEC qualification.

 

 

 



 

 

 

 

 

 
Candidate Examination Timetable 
 
You will receive a timetable for each of the mock examination sessions and should speak to the 
Examination Officer if you have any 'clashes'. 

Once the examination entries have been made you will be issued with your Individual 
Candidate Examination Timetable. Please check your timetable carefully to make sure 
the academy has your correct personal information such as legal first and last name, 
your name is spelt correctly, you have all your examinations listed and at the correct 
tier. If you have any queries, please speak to the Examination Officer immediately. 

It is important that you arrive for your examinations early, so give yourself plenty of 
time when you leave home. 

 
 

 
 
Our official start time for examinations is: 

• Morning examinations will start at 8:30am 
• Afternoon examinations will start at 1pm  

 

 
 
 
 
 
However, it is important to check your Individual Candidate Timetable for any changes 
to start times, especially if you have a timetable clash. 

Afternoon examinations may not finish until after 3.10pm so please inform your 
parents you may be late. You may need to make alternative travel arrangements. 

Copy the dates and times of all your examinations into your planner and ask your 
parent/carer to note down the dates so that they can remind you of the examination 
dates and help you schedule your revision timetable. 

 
 

 
 
 
 

 



 

 

Examination Seating Plan 

Seating plans for each examination will be given to your form tutor so that you know 
where you are sitting for each exam. They will also be displayed outside the 
examination room and in the dining area on the day of the examination. Make sure 
you check the seating plan for your seat number. 

 
Contact Numbers 

Please check whether the academy has an up-to-date contact number for you 
and your parent/carer. 

 
 

Invigilators 

The academy employs external invigilators to conduct the examinations. Students are 
required to behave in a respectful manner towards all invigilators and always follow 
their instructions. 

The invigilators are responsible for the supervision of the examination. They will 
distribute and collect the examination papers, hand out extra answer booklets and deal 
with any problems that occur during the examination. 

Invigilators cannot discuss the examination paper with you or explain the questions. 

 

 

 
 

 
 

 



 

 

 

 
 

 

 

Be Prepared for your Examinations 
 

Equipment 

Make sure you have all your equipment before your examinations. 

All items of equipment, pens, pencils, mathematical instruments etc. should be 
always visible to the invigilator. You must either use a transparent pencil case or clear 
plastic wallet. 

Pens should be a ballpoint with black ink. No tippex or correction fluid/pens are 
allowed. 

For certain examinations you may need a calculator. Check in which examinations 
you can use them with your teacher. 

Only take into the exam room the materials and equipment which are allowed. Do 
not take into the examination room any unauthorised materials or equipment. 
This includes mobile phones, smart watches, watches, notes, calculator 
cases/lids/instruction leaflets, personal TV's/stereos, digital equipment, reading 
pens, electronic communication/storage devices, iPod, MP3/MP4, headphones or 
any other products with text/digital facilities. 

Remember that all watches are required to be placed in your bag. 

Remember to go to the toilet before the examination starts. 

Remember to revise for each examination so you are as prepared as you can 

 
 
 
 
 
 

 

 

 



 

 

During the Examinations 
 
 
 

Examination Regulations 

Copies of the 'Information for Candidates: written Examinations and On-Screen 
Examinations' and 'Mobile Phone/Digital Equipment' notices are included in this 
booklet. All candidates must read these notices carefully and note that to break any 
of the examination rules or regulations could lead to disqualification in all 
subjects. The academy must report any breach of regulations to the Examination 
Board. 

Candidates are responsible for checking their own individual examination 
timetable and arriving at the academy on the correct day and time and in their 
full academy uniform. 

Students will line-up on the basketball court where they will be met by their P1 
teacher. For afternoon exams students will line up on the basketball court after lunch 
and Period 4 teachers will support. 

Check when revision sessions are being held for a particular examination. 

Candidates who arrive late for an examination may still be admitted but this must 
be reported and the Examination Board has the right not to accept the script. The 
candidate will receive the full time allowed for the examination at the academy's 
discretion. 

 

 

 

 

Coursework Information 
 

 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

You must enter the examination room in SILENCE and remain silent until you 
leave the exam room at the end of the examination. Examination conditions apply 
until the exam has finished, the scripts have been collected, you have been 
dismissed and you have left the examination room. 

Do not attempt to communicate with, distract or disturb other candidates in 
the examination room. 

Mobile phones/smartwatches/iPod/MP3/MP4, all other electronic equipment and 
watches MUST BE SWITCHED OFF, ALL ALARMS DISABLED AND STORED IN 
YOUR BAG BEFORE ENTERING THE EXAMINATION ROOM. IF YOU DO NOT 
HAVE A BAG LEAVE YOUR BELONGINGS WITH THE INVIGILATOR AT THE 
FRONT OF THE EXAMINATION ROOM FOR SAFE KEEPING. 

If a mobile phone (or any other type of electronic communication or storage 
device) is found in your possession during an examination (even if switched off) it 
will be taken from you and a report of malpractice will be made to the appropriate 
Examination Board. No exceptions will be made. 
 
 
The Examination Boards have the right to disqualify you from the examination and 
any subsequent examination and you will receive no results. They could also 
advise  other Examination Boards who may also choose to disqualify you. 

Food is not allowed in the examination rooms. 

Only water in a clear plastic bottle with no label will be allowed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 
 

    During the 
Examinations 

 
 

 

• Do not write on the examination desks. This is regarded as vandalism 
and  you, and your parent/carer will be invoiced for the damage. You will 
be expected to clean off any graffiti. 

• Completed examination scripts are scanned by computer before being 
marked. It is therefore very important that you do not graffiti or write 
offensive  comments on your examination script as this will hamper the 
scanning software in reading your completed script. The Examination 
Board may also refuse to accept your completed script. 

• Students who are disruptive or behave in an unacceptable manner will be 
removed from the examination room and not allowed to return. This will 
be reported to the Examination Board who may decide to disqualify the 
student from the examination. 

• Listen carefully to instructions and notices read out by the Exam Officer 
and/or Invigilator-there may be amendments to the examination paper 
that you need to know about. Only write on your answer booklet when you 
are told  to do so. 

• Check you have the correct question paper. 
• Check the date, subject, paper and entry tier. 
• Read all instructions on the front of the question paper so you 

understand what you need to do and answer the questions carefully. 
• Work neatly and write clearly. 
• Number your answers clearly. 
• Don't rush -   pace yourself but ensure you have enough time to 

answer all the questions you are required to do. Read the advice for 
timings on the front of the examination paper and use the number of marks 
awarded for each question as guidance. 

• Show your workings. If rough workings are not required, cross through neatly. 
• Try to leave yourself 5-10 minutes at the end of the examination to read 

through and check your answers - this is important as you can often find 
mistakes/omissions and correct them before handing.in your completed 
script. This could be the difference between a grade. 

• Do not cheat or break rules in any way as you could be disqualified from all 
your examinations

 

 

 
 

 
 

 
 
 
 
 
 



 

 

 

 

 

 
At the end of the Examination 

 
• Stop writing when you are told to do so. 
• Make sure your name, examination/candidate number, centre number and 

signature (if required) are on your completed script and any additional 
answer booklets. If you have more than one answer booklet and/or loose 
additional paper place them inside your answer booklet once you have put 
your name, candidate number and question number on them. 

• You must remain silent until you have left the examination room. Do not be 
tempted to talk/turn around/communicate in any way with other 
candidates as this could result in your examination paper not being marked. 

• Candidates must stay in the examination room for the duration of the 
examination. You will not be allowed to leave an examination room early. 
If you leave the examination without being accompanied by an invigilator 
before the examination has finished, you will not be allowed to return. If 
you have finished the paper before the end of the examination use any 
remaining time to check over your answers and make sure your personal 
details are correct. 

• At the end of the examination all work must be handed in - remember to 
neatly cross through all rough work which is not required. If you have 
used loose sheets of paper or more than one answer booklet make 
sure you have numbered the questions/sheets/booklet correctly and place 
inside your first answer booklet. 

Invigilators will collect your examination scripts and any other exam stationery 
before you are allowed to leave the examination room. During this time you are 
still under examination conditions and must therefore remain silent. 

Question papers, answer booklets and additional paper must not be taken out of the examination 
room. 

 
 
 

 

 

 



 

 

Absence from an Examination 
 
 

The dates and times of the examinations are set by the Examination Awarding 
Boards and NOT the academy. These examinations are planned to run between 9th 
May until 26th June. Please make sure that you do not make appointments or take 
holidays that conflict with any of your examinations. 

If you experience difficulties during the examination period, eg illness, injury 
or personal problems, please inform the Examination Officer as early as 
possible. 

Only in exceptional circumstances will candidates be granted special consideration 
from the Examination Boards for absence from any part of the examination. It is a 
requirement that medical or other appropriate evidence is provided by the 
candidate and given to the Examination Officer as soon as possible. 

Parents/carers and candidates are reminded that the academy will require payment 
of the fees should a candidate fail to attend an examination without good reason 
and    without informing the academy. 

When not sitting an examination, go to your timetabled lessons. If the examination in 
that subject has taken place you revise the subjects where you still have 
examinations to take. 

If an examination in that subject has not taken place you will have a normal lesson or  
a revision session. 

Note: Misreading the timetable will not be accepted as a 
satisfactory explanation of absence. It is your responsibility to know 
the dates and the  times of your examinations. 

 
 
 

 

 

 

 

 

 

Non-examination Assessments Information 
 

 
 

 



 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Notification of Results 
 

Specific information about results day will be given to students and also be on 
the    academy website closer to the date. 

You will receive a ‘Statement of Results’ which will detail all your GCSE and BTEC grades. 

Your examination results will be available from the academy for collection 
between 9.30am until 11.30am on: 

 
Thursday 22nd August 2024 

 

If any other person (including family members) is coming to collect results on your 
behalf you must give them your written permission and they must provide some 
identification to prove who they are. 

Under no circumstances will results be given out over the telephone. 
 
    Certificates  

Certificates confirming your grades will be available to collect from main reception 
from mid November once they have all been received from the Examination Boards. 
These will be retained for a 12 month period after which time they will be destroyed 
as per the regulators requirements. Certificates, once issued cannot be reissued 
without the payment of a fee from yourselves directly to the Examination Board. It is 
therefore important that you collect your certificates from BHA Main Reception within 
the 12 month period. Many educational and employment establishments now require 
sight of the original documents. 

 

 
 
 
 
 
 
 



 

 

Emergency evacuation 
procedures for examinations 

 
 

Should there be a fire alarm during the examination the invigilators will tell you 
what to do. 

• Don't panic! 
• Remain seated, close your answer book, stay silent and await 

instructions from a member of staff/invigilator. 
• If you have to be evacuated, you will leave a row at a time in silence. 
• Remain calm and when instructed you will be escorted to the designated 

examinations assembly point. This is the basketball court at the back of 
the sports hall, not your form's assembly point. Students taking exams in 
the ISC  area are also required to meet on the basketball court. 

• Leave your closed answer book on your desk. 
• Do not collect your coat or bags or other personal belongings. 
• Do not attempt to communicate with anyone else during the 

evacuation or whilst outside the exam room as you are still under 
exam conditions. 

• When you return to the examination room do not start writing 
until the   invigilator tells you to. 

• You will be allowed the full working time for the examination and a 
report will be sent to the examination board detailing the incident. 

 
 

REMEMBER TO MAINTAIN COMPLETE SILENCE 

TO AVOID DISQUALIFICATION FROM THE 

EXAMINATION 

 
 
 

 

 

 
 

 

 
 



 

 

 
On Screen Test Information 

 

 
 
 

 

 

 Internal Appeals Procedure 
 

Appeals procedure against internally assessed marks 

- An appeal should be made against the assessment process 
and not  against the marks to be submitted to the awarding 
body 

- They must be made in writing using the Internal Appeals form. 
- The Head of Centre will appoint a senior member of staff 

to conduct the   investigation. 
- The purpose of the appeal will be to decide whether the 

process used for the internal assessment conformed to the 
awarding body's specification and subject-specific associated 
documents. 

- Those who appeal will  be informed in writing of the outcome of the 
appeal including any relevant correspondence with the awarding 
body and any changes made to internal assessment procedures. 

- The outcome of the appeal will be made known to the Head of 
Centre and will be logged as a complaint. A written record will 
be kept and made available to the awarding body upon request. 
Should the appeal bring any irregularity in procedures to light, the 
awarding body will be informed. 

 
 

After candidates' work has been internally assessed, it is moderated by the 
awarding body to ensure consistency in marking between centres. The 
moderation may lead to marks changing. This process is outside the 
control of the centre and is not covered by this procedure. 

 
 



 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

 

 

 
 
 

 

 

 
 



 

 

Written Exam Information 
 

 

 
 
 

 

 

 
 

 

 
 


