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Introduction 

This handbook is designed as a guide to the procedures we follow for formal mock exams at The 
Saint John Henry Newman Catholic School.  As an exam centre we are required to adhere to the 
regulations set by the Joint Council for Qualifications (JCQ) and will therefore run all of our public 
exams in accordance with these regulations. Formal mock exams will also be conducted in the same 
manner to ensure pupils become familiar with the regulations and know what is expected of them 
when sitting their public exams.  
If there is anything in this handbook that you do not understand or if you have any further 
questions, please refer to the Exams Officer, Mrs D Moran ( morand@jhn.herts.sch.uk ) 
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Exam Timetables 

All pupils will be issued with individual timetables, which they should check to ensure personal 
details, and exam entries are correct.   

If you think any of the information on your personalised timetables is incorrect, you should 
inform the Exams Officer immediately.   

 
 

What to do if you have two papers timetabled at the same time (an exam clash) 

If you are entered for mock exams in two subjects that are scheduled to take place in the same 
session arrangements will be made for you to sit the mock exam for one of these subjects at a 
different time.  The Exams Officer will inform you of these arrangements in advance of your 
exam.   

 
 

Where you will take your exams 

The Sports Hall is the main venue for exams but pupils should check the Exams Notice Board 
(located by the pupil entrance) for rooms and seating arrangements before each exam.   

Any separate rooming in place for pupils with approved access arrangements will also be 
displayed on the Exams Notice Board.   

 
 

What time your exams will start and finish 

Start times for 2021 mock exams will be 9.00am or 12.45pm.  

Pupils should arrive at the exam venue 15 minutes before the published start time and line up 
quietly before being invited into the exam.  

Pupils should always check their timetables to confirm timings. 

For all exams pupils will be expected to remain in the exam hall until the exam has ended and all 
papers have been collected.  
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What you should wear for your exams 

Pupils are required to attend in exams in full school uniform. 

If a pupil arrives inappropriately dressed for an exam they may be refused entry to the exam 
room.  School rules relating to jewellery, hair styles and nails still apply for exams. 

 

Supervision during your exams 

Exams are supervised by a team of invigilators who ensure the exams are conducted within the 
rules and regulations directed by JCQ.  

Pupils are expected to behave in a respectful manner towards invigilators and follow their 
instructions at all times. 

If you need to speak to an invigilator at any point during an exam you should stay seated and 
raise your hand. 

 

Where you will sit in the exam room 

 A seating plan will be in place for all exams. 
   

 Details of your seat number can be found on the Exams Notice Board prior to the start of 
your exam and will also be displayed at the entrance to the main exam venue and at the 
front of the exam room. 
 

 Pupils must not have any writing on their hands when entering the exam room so please 
do not write seat numbers on hands as a reminder – if you have forgotten your seat 
number check the list at the front of the exam room or ask an invigilator.  
 

 It is very important that you sit in the correct seat.  If you think another pupil may be 
sitting in your seat you must speak to an invigilator immediately. Do not sit in another 
available seat as this may result in you being marked as absent or sitting the wrong exam 
paper (e.g. same subject but wrong tier level or specification).     
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Rules to follow in the exam room 

 You should assemble quietly outside the exam room until invited in to take their seats. 
   

 You are considered to be under exam conditions from the moment you enter the exam 
room until you have left the room at the end of the exam. During this time, you must not 
communicate with any other pupil.  If you have any questions or concerns, you should 
raise your hand for invigilator assistance.  
 

 You should enter in silence and place bags (and coats) in the designated areas before 
taking your seat.   
 

 You must listen to and follow the instructions of the invigilators at all times.   
 

 You must not open or write on your exam paper until told to do so.   
 

 When the invigilator instructs you to fill in your details on the front of the paper you 
should complete this fully using a black pen. On all exam papers you will be required to 
enter your full legal name (no abbreviations or preferred names) along with the school centre 
number and your candidate number.  
 

 Exam information will be displayed on a whiteboard at the front of the room.  This will 
include the Centre Number and the start and finish times for your exam.  
 

 All answers should be written in the designated sections of your answer booklet/exam 
paper.   
 

 If you require additional answer sheets you should raise your hand for an invigilator. It is 
important to make sure you enter your details (name, candidate number etc.) on any 
additional answer sheets you use – failure to do so may result in lost marks.   

 

What equipment you need to bring to your exams 

 Please ensure you are fully prepared with the correct equipment required for each exam.  
 

 Pencil cases must be clear plastic only as the contents should be clearly visible to 
invigilators. 
 

 You may bring water with you but this must be in a clear plastic bottle.  Any labels on 
water bottles must be removed. 
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Using calculators 

Please note the following JCQ instructions regarding the use of calculators in exams.  

 

Candidates may use a calculator in an examination unless this is prohibited by the awarding body’s 
specification.  

 

The instructions on the question paper will say whether calculators are allowed or not. If the 
instructions do not include such a statement, calculators should be treated as standard equipment and 
may be used by candidates.  

 

Where the use of a calculator is allowed, candidates are responsible for making sure that their 
calculators meet the awarding bodies’ regulations. 

 

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 formulae.  

 

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 formulae; 

• text.  

 

The candidate is responsible for the following:  

• the calculator’s power supply;  

• the calculator’s working condition;  

• clearing anything stored in the calculator. 
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What you should not bring into the exam room 

Please be aware that possession of unauthorised material is breaking the JCQ rules, even if you do 
not intend to use it. In a public exam you would be subject to a penalty from the awarding bodies 
and possible disqualification.  
 

 No mobile phones, smartwatches, MP3/4 players or any other technological/web enabled 
sources or information are permitted in exams.  Any such items you may have with you 
on the day of an exam must be switched off and placed in your bag before you enter the 
exam room.   
 

 Any revision or subject related notes you have with you must also be placed in your bag 
before you enter the exam room.  
 

 If you wear a wrist watch you will be asked to remove it and place it on your desk during 
the exam.   
 

 If you have a covered pencil case or a glasses case, you will be asked to place this on the 
floor once you have removed the equipment you need for your exam.  
 

 Please make sure your pencil case is not overfilled with unnecessary equipment as all of 
the contents should be clearly visible to the invigilators.  
 

 Do not bring erasable pens, glue sticks, post-it notes, covered erasers, correcting fluids, 
tissue packets, ink cartridge boxes or scissors to exams. 
 

 No food or drink (other than water in a clear plastic bottle) is permitted in exam rooms.  
 

 
 

Where your personal belongings will be stored during your exam 

You may bring bags and coats into the exam room but they must be placed in the designated 
areas away from exam desks before taking your seat.  Remember, unauthorised materials and 
devices should be in bags before you enter the exam room.  

If after taking your seat you realise you have unauthorised materials/devices on your person you 
should raise your hand and pass the item(s) to an invigilator.  

Once you have taken your seat in the exam room you are not permitted to return to your bags 
until the end of the exam.   
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What to do if you arrive late for an exam 

Please inform the Exams Officer as soon as possible if you think you may be late for an exam. This 
will help us to plan for your arrival and prevent delaying the start of the exam for other pupils.  

Although where possible we will still allow pupils the opportunity to sit an exam, depending on 
the circumstances and time of arrival, we cannot guarantee this and you may need to make 
alternative arrangements with your subject teacher. 

 

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

If a pupil has symptoms of COVID-19, has received a positive test result for COVID-19, or lives in 
the same household as someone with COVID-19, they must follow the Government guidance on 
self-isolation and should not attend school within the isolation period. 
 
Unable to attend exam 
If you are unable to attend school on the day of an exam due to illness or other unforeseen 
circumstances, please contact the Exams Officer as soon as possible.    
 
Unwell but attending the exam 
If you are feeling unwell but can still manage to attend the exam you should inform the Exams 
Officer as soon as possible.  We may be able make alternative seating arrangements for you before 
the exam begins depending on your circumstances.  
 
If you begin to feel unwell during an exam 
You should inform an invigilator if you start to feel unwell during an exam.  You may be 
accompanied by an invigilator if you need to leave the room temporarily.  If you are unable to 
complete the exam due to illness the partially completed paper will be sent for marking and the 
subject teacher will be informed of the situation.   
 

Pupils with access arrangements 

The Special Educational Needs Coordinator (SENCo) ensures appropriate arrangements, 
adjustments and adaptations are in place to facilitate access for pupils where necessary and 
informs them of any approved arrangements that are in place. 

Depending on the nature of their access arrangements pupils may be seated in the main exam 
venue or in a smaller exam room accommodating other pupils with similar requirements.  If in 
doubt you should check the seating plans displayed Exams Notice Board before each exam.  

In the unlikely event that you are entitled to access arrangements that has not been put in place 
during an exam you should inform an invigilator immediately.  
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What happens in the event of an emergency in the exam room 

At the start of each exam the pupils will be reminded that in the event of an emergency they 
should close their papers and follow the Lead Invigilator’s instructions for evacuating the 
building.  This will be in line with the appropriate Exam Evacuation Procedure for the room in 
which the exam is being conducted.  The Exam Evacuation Policy is available to view on the 
School website. 

During evacuation pupils should not communicate with each other (except where necessary for 
the safety of themselves or others) and under no circumstances should they discuss the exam.  
Invigilators will escort pupils to the assembly point where a staff member will indicate where 
they should line up.  Once the situation is resolved, pupils will be permitted back into the exam 
room and when everyone is seated the invigilator will re-start the exam.  The time at which the 
emergency situation begins will be noted so that on return to the exam room pupils can be given 
the full remaining allowance of time to complete the exam.   

What happens at the end of an exam 

 The invigilator will announce when you have 5 minutes remaining. 
 

 At the end of the exam time the invigilator will tell you to stop writing. 
 

 You must stop writing immediately (if you continue this is a breach of regulations and you 
may receive a penalty – e.g. deduction of marks). 
 

 You should remain silent and facing the front of the exam room – remember, you are 
under exam conditions until you have left the room. 
 

 Invigilators will collect question papers and answer sheets. 
 

 When you are dismissed by the invigilator you must collect your bags and leave the exam 
room in silence.  
 

 You should remain silent until you are a reasonable distance away from the exam room as 
there may still be pupils completing exams.  When leaving the Sports Hall, you are 
expected to remain silent until you are beyond the Sports Café area.  
 

 At the end of an exam pupils must not gather or wait for each other outside of the exam 
room but should move on quickly and quietly.   

 


