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Introduction 

Oklands School is committed to ensuring that candidates are fully briefed on the exam and 
assessment process in place. 
 
As an exam candidate you must ensure you are fully prepared for every exam you are taking. You need to 
understand the rules and what will happen at the time of your exam(s). 

The rules refer to sections of JCQ’s Information for candidates - written examinations 2025-2026. The JCQ 
document has been written to help you – you should read it carefully and follow the instructions at the 
time of your exam(s). 

 
Contingency Day – Summer 2026  

The awarding bodies have collectively agreed a contingency day for several years now which is always scheduled at 
the end of the GCSE, GCE AS and A-level exam timetables. 

The contingency day is in the event of national or significant local disruption to exams in the 
United Kingdom, being part of the awarding bodies’ standard contingency planning for exams. 

Following the Covid-19 pandemic, further resilience was needed within the exam timetables. A single 
contingency day was not felt to be sufficient if a national event or incident had a significant effect on the exam 
timetable. For example, summer exams could be affected by extremely high temperatures. 

You must NOT book any holidays or appointments on these dates. 

24th June 2026 
 

Candidate Timetable 

• On receiving your final exam timetable, please check that all levels of entry and exam information is correct, 
paying particular attention to all your personal details, date of birth, spelling of names are accurate, as these 
will appear on certificates and it may be difficult to change them once certificates are awarded. Please contact 
Ms Bradbury (Examinations Officer) immediately if you feel that any of the information or entries are incorrect. 
jbradbury@oaklandsschool.com 
 

 
Candidate Details 

Candidate Name 

Candidates are registered using legal names, not preferred names and should be the same as birth certificates 
and passports. 

Candidate Number 

Each candidate has a four-digit candidate number. This is the number you will enter on examination papers. 
Please try to memorise this. 

Unique Candidate Identifier (UCI): 

In addition to a candidate number, each candidate has a Unique Candidate Identifier (12 numbers and 1 letter), 
which is shown on your proposed entry list. This number will usually begin with the Centre Number (10524) 
unless you have transferred from another school that had already issued your UCI. Your UCI is used for 
administration purposes and it is not necessary for you to remember it. 

mailto:jbradbury@oaklandsschool.com


 

Exam Clashes 

If you notice on your exam timetable that you have two exams scheduled at the same time, arrangements will be 
made to accommodate this under exam conditions. 

Where the total exam time does not exceed 3 hours you will sit the exams back to back. 
 

Where the total exam time does exceed 3 hours you may sit the exams in two sessions (AM and PM). In this 
scenario you will be held under centre supervision between the sessions. You must bring a packed lunch as you 
will have no access to the canteen or off-site facilities. Student entitled to free school meals will be provided with 
a lunch. You will not be allowed access to any electronic devices such as laptops/ smart watches or mobile 
phones. In this instance the Examinations Officer will contact you directly to discuss your options. 
 

Exam Venues 

Seating plans will be posted on the noticeboard outside the Sports hall on the day of the exam; please check this 
daily as changes may occur,  your room and seat number will also be on your final individual timetable, The main 
cohort of examinations will be held in the Sports Hall.  

An exam briefing for all candidates will be given by a member of SLT or senior invigilator in the gym before the 
exam begins. Candidates must not enter the exam room until directed to do so by the exam officer, member of SLT, 
or senior invigilator. 

 
Exam Start Time 

The start time for exams at Oaklands School are: 

• 9:00 am for morning exams 

• 13:30 pm for afternoon exams 

You must arrive no later than: 

• 8:30 am for morning exams 

• 1:15pm for afternoon exams 

 
Where will you sit in the Exam Room? 

• There will be a seating plan displayed on the notice board outside the Sports Hall on the day of your exam for 
you to familiarise yourself with.  Your room and seat numbers will also be on your final timetable (these are 
subject to change). 

• Please arrive 30 minutes before the start time for morning exams and 15 minutes before the start time for 
Afternoon exams. 

• Please find your desk quickly and quietly and sit down; once you enter into the room you are under strict 
exam conditions 

 
Entering the exam room 

• You must not enter the exam room until invited to do so by the invigilator 

• You are under formal examination conditions from the moment you enter the room in which you will be taking 



your exam(s) until the point at which you are permitted to leave 

This means you must not talk to, attempt to communicate with or disturb other candidates once you have 
entered the examination room 
You must not open the question paper until you are instructed by the invigilator that the exam can begin. 

 

Exam Invigilation 

Exams are supervised by a team of experienced external invigilators. Our invigilators must follow the strict 
guidelines set by JCQ awarding body (joint council for qualifications.   

 
 You must listen to and follow the instructions given to you by the invigilator at all times 
 The centre number, subject title and paper code, the actual starting and finishing times, and date, of each 

exam will be clearly displayed and visible to you in the exam room 
 

Before you are permitted to start your exam(s), the invigilator will:  

• make sure you are seated according to the set seating arrangements; 

• tell you that you must now follow the regulations of the exam; 

• ask you to check that you have been given the correct question paper for the day, date, time, subject, 
unit/component (and tier of entry, if appropriate); 

• tell you to read the instructions on the front of the question paper; 

• ask you to check that you have all the materials you need for the exam; 

• tell you about any erratum notices; 

• instruct you about emergency procedures; 

The invigilator will also remind you that you must: 

• hand in any unauthorised items in your possession (this includes mobile phones and watches) if you have not 
already done so (This is your final chance. Failure to do so may lead to disqualification; 

• fill in all the details needed on the front of your answer booklet (or question paper) in black ink; 

• make sure you fill these details in on any additional answer sheets that you use; 

• write clearly and in black ink, but you may use pencil for drawings and rough notes; 

• write in the designated sections of the answer booklet; 

• write all rough work in your answer booklet and neatly cross it through with a single line (for multiple-choice 
papers, you must do any rough work in the question booklet) you will not be provided with ‘rough’ paper.  

The invigilator will also remind you that you must not use correcting pens, fluid or tape, erasable pens, blotting 
paper and you must not use highlighters or gel pens in your answers. 

The invigilator will:  

• remind you that you must not communicate in any way with, ask for help from or give help to another 
candidate while you are in the exam room; 

• tell you when you may complete the details on the front of your answer booklet; 

• tell you when you may open the question paper and begin to write your answers  



• tell you the time allowed (the duration) of your paper(s). 

The invigilator is not allowed:  

• to give you any information or answer any questions from you about the content of your exam paper unless it 
relates to the instructions on the front of the question paper; 

• to give you any indication of the time elapsed or remaining for you to complete your exam paper. 

 
Equipment 

Only authorised material can be brought into the exam room. You must bring all your equipment to every exam. If 
you are not allowed to use any particular item, you will be told in the briefing before your exam starts. You can 
then place items back in your bag at the back of the hall. 

 
Please note it is your responsibility to bring the correct equipment to your exams; for all exams 
you must have a BLACK pen (we advise to bring 2); you may also need the following where 
applicable: 

Ruler; calculator; compass; protractor; pencil; rubber. 

• Remember that you need to write in black  

Do not use any of the following: 

• Correcting pens, fluid or tape 

• Erasable pens 

•  Highlighters or gel pens in your answers; 

• Your pencil case must be see through / clear; 

• You may use pencils for diagrams, maps, charts etc. only if your exam allows them. The instructions on the front 
of your paper will tell you if these are/not allowed. 

• Your water bottle must be see through and have no label or writing on it; 

  

 

 

 

 

 

 

           *You can use these bottles but you MUST remove the label before entering the room. 

 

 

 

 



Food and drink in exam rooms 

• Clear plastic bottles of water are allowed in the exam room; all labels must be removed before entering the 
room. 

• NO other drinks or food will be allowed in the exam room unless you have a medical need. 
 

Using calculators 

You must be aware of awarding body instructions regarding the use of calculators in your exams which 
state: 

Candidates may use a calculator in an examination unless prohibited by the awarding body’s specification. Where 
the use of a calculator is allowed, candidates are responsible for making sure that their calculators meet the 
awarding bodies’ regulations Please seek further advice from Mr Odulaja Head of Maths for additional guidance. 

Calculators must be: 

• of a size suitable for use on the desk; 

• either battery or solar powered; 

• free of lids, cases and covers which have printed instructions or formulas. 

Calculators must not: 

• be designed or adapted to offer any of these facilities: - 

• language translators; 

• symbolic algebra manipulation; 

• symbolic differentiation or integration; 

• communication with other machines or the internet; 

• be borrowed from another candidate during an examination for any reason 

• have retrievable information stored in them - this includes: 

• databanks; 

• dictionaries; 

• mathematical formulas; 

• text. 

The candidate is responsible for the following: 

• the calculator’s power supply; 

• the calculator’s working condition; 

• clearing anything stored in the calculator. 
  



What should you wear 

It is a requirement that you wear your full school uniform for all your exams unless you are in the Sixth Form. 
Exceptions will only be made if you have permission from SLT. 
 
What to do if you arrive late for an exam 

• Ensure that you know which date your exams are taking place and whether they are morning or afternoon 
exams. 

• A register is taken at the start of each exam to check that all candidates are here, if you are running late for 
your exam, you or your parents must call the School Office as soon as possible on 0207 613 1014 and ask for a 
message to be passed to the exams officer asap.so that we are aware of what is happening. 

• If you find that you are running late don’t panic! When you arrive at school you should report to the main 
entrance and a member of the school office staff or the exams officer will escort you to the exam room. 

• If you are going to be “VERY LATE” for an exam – i.e. more than an hour after the published start times – 
you must call us as early as possible. Even though we may allow you to sit the exam, and give you the full 
time for that exam, you should be aware that the exam board may not accept your paper. You will need to 
prove that you have not had access to the internet whilst making your way into school. 

• The decision about whether to accept your script is at the discretion of the exam board. 
 

What to do if you are unwell on the day of the exam 

If you feel unwell on the day of your exam: 

• You or your parent/carer should call the school office and let us know so that we can help you as best we can 
when you arrive 

• Once you are here, speak to a member of the Pastoral team or Mrs Bradbury the Examination Officer, 
before your exam and update her on how you are feeling 

• We will do what we can to help you – for example seat you close to an exit in case you need to leave the room 

• If you feel unwell during an exam let the invigilators know as soon as possible what is wrong so that they can 
take any measures possible to assist you 

 

What happes if you have an unauthorised absence from an exam 

If you miss an examination, you CANNOT take it on another day. Timetables are regulated by the exam boards 
and you must attend on the given date and time. 

 
What Happens in The Event Of An Emergency In The Exam Room 

In the event of a fire alarm candidates should remain seated in silence and follow instructions given by the 
invigilators. Please note that if you are evacuated from the exam room you must remain under exam conditions at all 
times. When you re-enter the exam room you will re-start the exam and receive the full time allowance for your 
paper as set by the awarding body. The exams team will notify the exam awarding body of the disruption. 
 

  



What If I Think I Have the Wrong Paper? 

The invigilator will ask you to check before the exam starts. If you think something is wrong put your hand up and tell 
the invigilator immediately 
 

Toilet Breaks 

• You will not be permitted to leave the exam room for a toilet break before 1 hour of entering the exam 
hall or for the last 20 minutes of the exam unless you have a medical condition or are feeling unwell on the 
day of the exam.  Please make an invigilator or the Exams Officer aware of this before the start of the exam if 
possible. 

• You must be accompanied at all times by an invigiator; do not leave the room on your own as this will be 
counted as Malpractice. 

• The invigilator will need you to empty your pockets and wll check your forearms before and after entering 
the toilet. 

• Time lost will not be given back to you unless you are ill.  
 

 
Suspected Malpractice 

A breach of examination conditions is considered by the awarding bodies as malpractice* 
Malpractice can lead to a deduction in marks, disqualification and can even result in a ban from all examinations. 
Malpractice can take many forms, for example: 

• a breach of the instructions or advice of an invigilator, supervisor, or the awarding body in relation 
to the examination or assessment rules and regulations; 

•  failing to abide by the conditions of supervision designed to maintain the security of the 
examinations or assessments; 

• collusion: working collaboratively with other candidates, beyond what is permitted; 
• copying from another candidate (including the use of technology to aid the copying); 
• allowing work to be copied 
• disruptive behaviour in the examination room or during an assessment session (including the 

use of offensive language); 
• exchanging, obtaining, receiving, passing on information (or the attempt to) which could be 

examination related by means of talking, electronic, written or non-verbal communication; 
• being in possession of confidential material in advance of the examination; 
• bringing into the examination room notes in the wrong format (where notes are 

permitted in examinations) or inappropriately annotated texts (in open book 
examinations); 

• the inclusion of inappropriate, offensive or obscene material in scripts, controlled 
assessments, coursework, non-examination assessments or portfolios; 

• plagiarism: unacknowledged copying from or reproduction of published sources or 
incomplete referencing; 

• bringing into the examination room or assessment situation unauthorised material, for example: 
notes, study guides and personal organisers, own blank paper, calculators (when prohibited), 
dictionaries (when prohibited), instruments which can capture a digital image, electronic 
dictionaries (when prohibited), translators, wordlists, glossaries, iPods, mobile phones, MP3/4 
players, pagers, watches, smartwatches or other similar electronic devices; 

• the unauthorised use of a memory stick or similar device where a candidate uses a word processor; 
• behaving in a manner so as to undermine the integrity of the examination. 

 
Penalties for Malpractice 

• If a candidate is suspected of malpractice, the invigilator must warn the candidate that he/she 



may be removed from the exam room 
• The candidate will also be warned that the Exam Board will be informed and may decide to 

disqualify the candidate 
 

Malpractice covers a range of possible actions for example having any unauthorised materials (such as those 
listed in the above examples) The possible sanctions include: 

 
1) Warning 
2) Loss of marks for a section 
3) Loss of marks for a component 
4) Loss of all marks for a unit 
5) Disqualification from a unit 
6) Disqualification from all units in one or more qualifications 
7) Disqualification from a whole qualification 
8) Disqualification from all qualifications taken in that series 
9) Candidate being barred from taking any exams in the future. 

 

*Malpractice includes (but is not limited to): A breach of the instructions or advice of an invigilator, supervisor, or the 
awarding body in relation to the examination rules and regulations; Failing to abide by the conditions of supervision 
designed to maintain the security and integrity of the examinations; Disruptive behaviour in the examination room or 
assessment session (including use of offensive language); Introduction of unauthorised material into the examination 
room; Exchange, obtaining, receiving, or passing on information which could be examination related (or the attempt to). 
Any candidate who fails to follow the rules may be subject to indicative sanctions as detailed in the JCQ publication 
Suspected Malpractice: Policies and Procedures 2025-2026 (www.jcq.org.uk/exams-office/malpractice) 

 

At the end of the exam 

An invigilator will make an announcement informing you to stop writing and put down your pens, this will be the 
end of your exam. 

• No candidate will be allowed to leave the room until the end of normal time. 

• If you are entitled to extra time you will not be allowed to leave until the end of your extra time. 

• Candidates must remain seated until all papers have been collected. You will be then dismissed by a 
member of SLT or the senior invigilator. 

• When you leave the exam room you should walk out in complete silence, and refrain from talking until you 
are well away from the room so that you do not disturb your fellow students who may still be working. 

 

Results (SUMMER 2026) 

A Level results will be available for collection on Thursday 13th August 2026. 

GCSE results will be available for collection on Thursday 20th August 2026. 

We will write to you towards the end of the Summer Term with more details. 

We strongly advise students to attend with their parents/carers to collect results, where we will have a team, 
consisting of Head Teacher, Deputy Head Teachers, Heads of Departments to offer you guidance and support. 

 

Post results services 

After you receive your results you may wish to use a post-results service. These are: 

http://www.jcq.org.uk/exams-office/malpractice


 

• ‘Access to Scripts’ – you can request access to your exam paper to aid your further learning. Fees will 
apply to each paper you request; 

• ‘Review of Marking’ – you can request for a paper to be re-marked for a fee of approx £40 per paper. 
This should be discussed with your subject teacher first and you need to beaware that you could lose 
marks as well as gain them in this process; 

• All requests for post-results services from internal candidates must be made through the centre; 

• The school retains the right to make the final decision about review of marks, this will always be made 
with your best interest in mind; 

• If your grade is 3 marks or less from the upper boundary (e.g. 3 marks below a 7) the school will usually 
pay for a review of marking; 

• Deadline dates and fees will be published nearer to the time and before you collect your results. 
 

Certificates 

• Certificates will availale for collection in December 2026.  We will send further information nearer the time. 
• If you lose your certificate you will have to apply directly to the awarding body who will charge you a 

replacement fee of £50+ per exam board. 
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