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Year 11 - GCSE Exams Handbook
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ADVICE FOR STUDENTS

This booklet contains important information about your GCSE examinations, how they will run, what to do if you are unsure or have problems, and provides information about results.

The booklet also contains important information from the examination boards & Joint Council for Qualifications. Should you have any questions about the content of this booklet or, have any general exam queries or worries please feel free to contact the School Examinations Officer: Sue Lambert in the admin office or by telephone on: 01432 850416 or email: slambert@st-maryshigh.co.uk 
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It is essential you read all the following important information

BEFORE THE EXAMINATIONS

It is compulsory for students to wear full school uniform for all exams.  (No hoodies!)

Check YOUR OWN individual timetable carefully 
Place your timetable in a place where your family can also refer to it
Know when and where you are taking each of your exams and check the seating plan in advance of the exam.

Morning  (am)  examinations start promptly at    9.00 am

Afternoon (pm) examinations start promptly at   1.10 pm

Please arrive at the gym at least 15 minutes before the start of an exam – you should line up in your row order as per the seating plan and wait for the teachers to give you briefings or instructions. (If your bus is late we will be aware of that but please hurry to the gym as soon as you arrive.)

· Leave all your personal belongings in a safe place. 
· Only the stationery required for your exam is allowed in the exam room. 
· Your stationery must be in a clear plastic pencil case or clear plastic bag.  
· Remove all equipment and items from your pockets before you enter the exam room.
· You may bring water in a disposable plastic bottle with the label removed.

Each candidate must provide their own equipment.

Black ink or Biro must be used for all external examinations. 
Pencil may be used for diagrams and drawings
Do not use fibre tip pens or erasable ink.
Do not use correcting fluid or gel pens, highlighters may be used for 
 marking text in questions but not used in any of your answers

Make sure you have all the correct equipment:

- Black Pens
- Pencils
- Calculator (without case) compliant with exam regulations
- Ruler and other mathematical instruments
- See through pencil case or plastic bag
- You may bring in a small bottle of WATER ONLY in a clear plastic  
    disposable bottle.

If you are unsure what to bring, ASK!

ON THE DAY

· Arrive on time. Ensure that you arrive at least 15 minutes before the start of the exam. 
· Make sure you have had something to eat and drink before the exam – you need the energy to enable you to concentrate!
· Go to the toilet before the exam. Leaving the exam to go to the toilet breaks your thought continuity, it can also be distracting to others.  Please try not to leave the room for this purpose.  If you do need to go to the toilet you will be escorted by an invigilator.  
· Before each exam, check the EXAMS notice board for seating plans and any notices or changes.
· Mobile phones, All Digital and Analogue Watches, iWatches, Earbuds, Airpods or any products with an electronic communication/storage device or other digital facilities are NOT allowed in an examination room.  Take them to the office, this rule is totally NON-NEGOTIABLE.  If you are found to be in possession of any of these items, you risk being disqualified from your exam – even if they are switched off! The examination boards have a zero tolerance on this matter.  
Candidates MUST leave all types of watches, phones, digital and electronic devices outside the exam room, 
· Line up in row order in the gym.  This is where your exam begins. Please be sensible, line up in exam order and when asked, remain silent and listen to instructions or briefings from your subject teacher.  
· Think of others! Even if you don’t get stressed about exams, other candidates may find silly or loud behaviour hard to deal with and these actions can cause them to lose focus or become more anxious.
· Check your pockets again for mobile ‘phones, notes or any other items which are not allowed into the exam room.  This is your chance to hand them in or put them in a safe place before the exam starts.

LATENESS
If your school bus is late, don’t worry – we will know about it and probably hold back the exam until you arrive.
If you’re late, even if it is not your fault, you must ring the school as soon as possible  to tell us when you expect to arrive. It’s at the discretion of the head teacher to decide if you are to be permitted to enter the exam room late. JCQ Rules state that you must not be late for your exams. If you are late, you should report to front office on arrival and await further instruction.

IF YOU ARRIVE VERY LATE FOR YOUR EXAMINATION we will notify the relevant examination board and submit a full report however, unless it is under exceptional circumstances YOUR WORK MAY NOT BE ACCEPTED. 

IF YOU ARE ILL
If you are too ill to attend an examination, you MUST let the school know well before the examination is due to begin. Telephone the school early on the morning of the examination.  
There is no provision for pupils to re-sit the exams – if you miss it then you miss it!  You could consider doing a re-sit in the November.
You will be asked to provide a doctor’s note and any other medical information confirming your illness.

IN THE EXAM HALL

INSTRUCTIONS DURING THE EXAMINATION

Listen to the invigilators, they are all fully trained and have set regulations and procedures to adhere to.  These rules and regulations are in place to ensure the integrity of the exam and ensure that there is fairness and consistency for all pupils sitting exams everywhere.  Please respect this and follow their instructions at all times.

Tell an invigilator immediately:
· if you think you have been given the wrong question paper or you don’t have all of the materials listed on the front of the paper; 
(Remember: It is your responsibility to ensure that you sit the correct paper.)
· if the question paper is incomplete or badly printed.

Read carefully and follow the instructions printed on the question paper and/or on the answer booklet. Do this twice to make sure you have fully understood the instructions and not missed anything especially if it contains specific notes on which questions you need to answer.

Fill in all the details exactly as required on the front of the question paper and/or the answer booklet before the start the examination, the lead invigilator will instruct you when to do this.  Do not start writing anything until you are instructed to do so.

Remember to write your answers within the designated sections of the answer booklet.

Do your rough work in the examination answer booklet.  Cross through anything you do not wish the examiner to mark.  (Do not completely scribble it out as it must still be legible to the examiner.)

ADVICE AND ASSISTANCE

If on the day of the examination you feel that your work may be affected by ill health or any other reason, report to the exams officer before the exam or tell a member of staff or an invigilator before you enter the room.

Put up your hand during the examination if:

· you have a problem and are in doubt about what you should do, the invigilator will know exactly what they can and can’t help you with;
· you do not feel well;
· you need more paper or replacement equipment.

The Invigilator will read the front page of the question paper booklet before the exam begins.  You must not ask for, and will not be given, any explanation of the questions.  
You must make sure you read the paper and instructions thoroughly, several times!

CHEATING

The Exam Boards’ main areas of concern are:

· Mobile phones, Smart watches, Earbuds, Airpods, Portable storage devices and any other type of electronic gadget.
Even if you didn’t mean to take your phone/watch/gadget into the exam room and even if it’s switched off, if you have it in your possession, it is the school’s responsibility to report to the exam board as failure to do so would be a centre malpractice.  The most likely outcome of this will be that you will be disqualified from that paper and possibly be disqualified from further exams with that particular exam board.   DON’T RISK IT! 

· Disruptive behaviour:
If you have finished your paper, do not fidget or turn around in your chair, look across to the next row, fiddle noisily with equipment or communicate in any way, as this is not only disruptive and distracting to other candidates but is deemed as a form of malpractice or cheating.  You will be warned by the invigilator and if you persist with this behaviour, you will be removed from the exam room.  If the Lead Invigilator deems your behaviour to be disruptive to others, you will be reported to the exam board and it is likely that you will be penalised by the board. The school may take the decision to exclude you from taking your exams at the centre as you are a risk to other candidates and risk the school’s exam accreditation.  

· Offensive and/or obscene messages on the student answer book:
If the Examiner considers that any answers are offensive or obscene, your paper will not be marked and you will be awarded zero marks for that exam.  On no account should notes or messages be written to the examiner. Be mindful of language you use when describing characters, particularly in English or History exams.

· Notes of any kind:
Do not have any notes/writing on or with you.  Whether written on a body part, piece of equipment, scrap of paper or elsewhere, it will be considered as cheating and the school will be required to report it to the exam board.

· The school and the examination boards have a zero tolerance on all of the above.  
· If you are worried about a particular paper just remember that some marks are better than no marks!!  Do not be tempted to cheat!

HELPFUL HINTS

· Read your exam paper carefully – underline or highlight important points and key words in the question.
· Read the questions several times – this may save errors later on. 
· Plan your time and make sure that you leave at least 5 minutes at the end to go over your work.
· Decide which question you can do best and if appropriate do it first – this will help boost your confidence. 
· Do not write outside the printed area of the page. 
· Include all your workings – you can pick up valuable marks for this.
· Use only black pen.

Above all, DON’T PANIC! 

If your mind goes blank sit back and relax, take a deep breath and when you are calm and ready to proceed read the question again, note the key words and start again. If this doesn’t help, don’t waste time, move on the next question and come back to it.

MARKING OF PAPERS

Many exam papers are now scanned and marked electronically, therefore, it is important to remember:

· Do not write outside the printed area of the question paper, or outside the border of the page.  Often papers are dissembled, scanned and sent to different moderators to be marked.  Only the area inside the box is scanned and therefore anything that falls outside the box will not be seen and cannot be marked. 

· If you run out of writing space on a particular question:
· do not squeeze it in the end of your answer
· do not write it at the bottom of the page
· do not use the space allocated for the next question

……. if you do it may not be marked.  

You should ask the invigilator for an additional answer booklet and clearly mark
the question number for the examiner to identify. 

· If need to use an additional answer booklet ensure that you complete the front page with your name, centre number and candidate number.  You will also have to include the exam subject and reference number.

Write clearly and don’t let your handwriting let you down 

If examiners can’t read it, they can’t mark it  !

AT THE END OF THE EXAMINATION
Do not leave the examination room until you are told to do so by the invigilator. Once you have left the room you will not be permitted to re-enter.
Do not take any examination stationery from the examination room, (i.e. the question paper, answer booklets used or unused), rough work or any other materials provided for the examination.  

Please leave the examination room in a quiet and orderly fashion.  You have finished your exam but others may not have.  Noisy or disruptive behaviour may cause others who are still working or who have extra time to lose focus.  Please be particularly quiet outside the sports hall entrance, move away as quickly as you can and chat with your friends elsewhere.

Once you have left the exam room, don’t spend time worrying and going through the paper in your mind over thinking it and stressing - it’s over!  Relax and start to prepare for the next exam.

It is a legal and mandatory requirement, and especially important in the event of a fire and for Safeguarding purposes, that we know exactly who is on the school premises at any one time  -  therefore once you have formally left school and are just returning for exams you will need to sign in and sign out according to the following:

· If you have a morning exam – report straight to the gym – you will be registered once you are seated in the Exam Hall.  If you leave after this exam you must electronically sign out at reception (or sign the available paper register).  If you intend to stay in school then you must report to the designated Revision Room where you can prepare for your next exam.

· If you have an afternoon exam –  on arrival report straight to the gym – you will be registered once you are seated in the Exam Hall.  If you leave after this exam and it is before the end of the school day you must electronically sign out at reception (or sign the available paper register).  If it is not the end of the school day and you intend to stay in school then you must report to the designated Revision Room where you can prepare for your next exam.

· If you have no exams but have come into school to do revision – you MUST sign in electronically at reception and report to the designated Revision Room where you can prepare for your next exam.  Please do not forget to electronically sign out as you leave.

· If you have exams in the morning and the afternoon of any day  -  you may leave school once your morning exam is over and return in time for your afternoon exam.  You must however, for safeguarding purposes, let your parents know that you will be off site for this time.  You must electronically sign out at reception as you leave and sign in again electronically on your return.
  
RESULTS

GCSE Examinations - Summer 2025
Results will be available from the school’s Main Hall
From  9.00am to 10.30am  on   Thursday 21st August 2025

COLLECTION OF RESULTS

Please note that you must collect your results in person and you will be required to sign for them.

If you plan to be on holiday, or are unable to get transport to school you can get your results by one of the following methods:

· By Post: let school know in advance with a written note requesting your results be posted to your home address.  You will need to supply the school with a stamped addressed envelope in advance.  Your results will be posted out to you on results day, 21st August 2025

· By email:  Send an email request well in advance of Results Day from your own personal email address to slambert@st-maryshigh.hereford.sch.co.uk and you will receive your results as an email attachment by mid-day latest on 21st August 2025

· By third party:  If you’re unable to collect your results in person and wish for someone else to collect them on your behalf, you must give them a letter of authorisation stating their name and it must be signed by yourself.  The examination boards expressly forbid any third party to have access to a candidate’s results without written permission.

DATES FOR ENQUIRIES (APPEALS) ABOUT GCSE RESULTS

There are strict deadlines for appeals about results which are set out by the Awarding Bodies. If you feel that your result is not as you expected, you need to speak to your teacher immediately. 

All appeals must be lodged in person or by telephone by Thursday 11th September 2025.

CERTIFICATES

These will arrive into School during October 2025 and you will be invited to attend the St Marys RC High School Presentation Evening held at the end of November 2025 (date to be confirmed). 

If you are unable to attend you may collect them from school at a later date.  Please contact the school office beforehand to ensure they are ready for you.  

If you wish for someone else to collect them on your behalf, you must give them a letter of authorisation stating their name and it must be signed by yourself. The examination boards expressly forbid any third party to have access to a candidate’s certificates without written permission.

Certificates will not be posted as they are very valuable and extremely expensive to replace if they are lost.  The school is not prepared to take this responsibility.


Should you ever need replacement certificates you will need to purchase them from each of the Exam Boards separately (charges vary from £50 upwards, per certificate). It is therefore essential that you collect your certificates from school and keep them in a safe place.

COURSEWORK

Coursework will be available to collect on the St Marys RC High School Presentation  Evening held in November.  As space is limited in school, coursework not collected before the Christmas Holidays 2025 will be disposed of.

CONTINGENCY DAYS

Please Note:  The Exam Boards have to have a period of time during and at the end of the examinations that they can use as Contingency Days should exams have to be cancelled nationally on any date for any unforeseen reason. 
 
This summer’s Contingency Day is:

Wednesday 25 June 2025 - full day.

Please make sure that you do not book holidays or activities on this date.
JCQ - Official Information for Candidates

Please visit the school website:  under the heading ‘Curriculum’ you will find all the exam related documents including the GCSE exam timetable.

Please take the time to visit the website and view all the documents available to pupils. The majority of these documents are from The Joint Council for Qualifications (JCQ) and they will answer and explain all the exam rules & regulations and any queries or questions you may have.

Note:  The Joint Council for Qualifications is a membership organisation comprising the eight largest providers of qualifications in the UK.
The JCQ provides a single voice for its members on issues of examination administration and, when appropriate, qualification and wider education policy. 
 JCQs main objective are the advancement of public education by enabling our members to act together in:
· Providing, wherever possible, common administrative arrangements for examinations thereby reducing bureaucracy for schools and colleges;
· Responding to proposals from the regulators, Government and other stakeholders;
· Communicating with a single voice to the media and other interested parties.
 HELP IS HERE FOR YOU!

· If you are feeling stressed, worried or upset before or during the exam period then share how you are feeling with whoever you feel comfortable sharing with – the well known the old adage – ‘A problem shared is a problem halved’ is so true!

· If you have any queries, concerns or feel unsure about your GCSE examination arrangements visit Mrs Lambert, the Examinations officer, in the admin office and we can sort them out.

· Your subject teachers will be happy to talk to you about any last minute stresses, worries, anxieties etc. with regard to your exam revision or anything else you wish to discuss with them. 
[image: A problem shared is a problem halved. It's time to talk about your worries  💖 | Beautiful quotes, Background wallpaper tumblr, Meaningful words]
No one should feel alone !
[image: People support hug unhappy girl crying having problems. Friends comfort  feel supportive and caring to upset woman. Friendship and help concept.  Vector illustration. 12983452 Vector Art at Vecteezy]
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[image: Image result for good luck clover] and finally ………….   
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