
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

The Exams Handbook 
for Candidates 



 
  



Dear Candidate 
 
This Exam Handbook has been designed to help you, please read and keep it. All the information 
you will need to know when completing your controlled assessments as well as when sitting your 
exams is included. 
 
GCSE exams take place in May/June 2022. 
 
Your teacher notifies the Exams Office which exams you are to be entered for and in response 
you will receive a statement of entry. Please check this statement carefully and show it to your 
parents.  Make sure all your exams are listed and where applicable the tier of entry is correct. 
Please note – Exam tiering is not final at this stage, if you have any queries about the tier you 
have been entered for, please speak to your class teacher. 
 
Your name as shown on the statement of entry is the name that will be recorded on your 
certificates, this should be your legal name, i.e. the name on your passport.  Any changes to 
names following certification will incur a considerable fee from the exam boards (payable by 
Learner/parents). If there is anything wrong with your name on your certificate of entry or 
anything else you are unsure about please speak to either Miss Payton as soon as possible.  
 
You will be required to sign to confirm the statement of entry and return it to the exams office by 
the date shown on the statement. We also ask for your mobile number and email address so that 
you can easily be contacted should the school need to discuss your exam entries, tiers or results.  
 
At the back of this booklet you will find a generic timetable showing all the exams you could be 
entered for at this school. This has been provided to give you an outline of the dates you will be 
sitting your exams.   In addition, you will be issued with an individual candidate timetable with the 
times of your personal exams. 
 
Unfortunately, accidents can happen to exam candidates. Therefore, please avoid dangerous 
activities during exam periods. If you do sustain an injury which is likely to affect your 
performance in a forthcoming exam, please let the Exams Office, your Form Tutor or Learning 
leader know as soon as possible, so that special arrangements can be organised to help you. 
 
If you are unable to attend an exam due to ill health it is important that you provide the school 
with a letter from your doctor. Failure to attend without a valid reason will result in your parents 
being sent a bill for the cost of the exams missed. If you are unavoidably delayed or the bus fails 
to turn up, let the school know immediately; we will do what we can to get you to your exam. 
 
The designation of a ‘contingency day’ within the common examination timetable is in the 
event of national or local disruption to examinations. It is part of the awarding bodies’ standard 
contingency planning for examinations. The contingency date is Wednesday 29th June 2022.  
Candidates must remain available should an awarding body need to invoke its contingency 
plan. 
 
Finally, we are aware that exam periods can be very stressful. The school is here to help and 
support you. If you have any questions or problems at any time please do not hesitate to talk to 
your Teacher, Form tutor, Head of Year or Miss Payton in the Exams Office.  
We wish you every success. 
 
Miss Payton 
 
 
Exam Office                                                                                
 

 
 



INSTRUCTIONS TO CANDIDATES 
 

Longdendale hopes that all Student’s will be successful in their exams and so that the exams you 
take run as smoothly as possible, there are a number of rules and regulations that you must be 
aware of. 
 
Candidate Number 
Your candidate number is a four figure number allocated to you by the school. This number 
will be shown on your statements of entry, personal timetables and results statements.  The exam 
boards identify you by your candidate number as well as your name.   This is unique to you at this 
school and is used as a security precaution to make certain that candidate records do not 
become confused. 
 
Confirmation of Entries 
At the beginning of March you will receive a statement of entry.  Please check your entries 
carefully. If there are any errors (e.g. name, date of birth, gender, exam entry) please notify the 
Exams Office immediately.  Some exams have a tier of entry, higher or foundation, please check 
you have been entered for the correct tier as instructed by your teacher. 
 
Timetables 
When you receive your individual candidate timetable please check it carefully.  If there are any 
errors (e.g. name, date of birth, gender, exam entry) please notify the Exams Office immediately. 
Dates are given on the timetable(s) issued to you. Check carefully to see if the exam is in the 
morning or the afternoon – allowances cannot be made for candidates who misread their 
timetable, or use the general timetables.  Take special note of any re-arrangements due to a 
timetable clash.  You alone are responsible for checking your exam timetable.  Do not refer to a 
friend’s timetable or revision timetable. 
 
Examination Regulations 
It is the candidates’ responsibility to familiarise themselves with information from the awarding 
bodies’ regulations ‘Notice to Candidates’ (as shown in this booklet). A copy of these notices will 
be displayed inside and outside the exam hall/rooms. These can also be found on the school 
website.  
 
Location of Exam 
Daily exam timetables/Seating Plans will be displayed in the conservatory next to the canteen, 
You will be able to locate the room and seat number.  Make sure you allow enough time to find 
the correct room and you must ensure that you sit at the correct desk.  
 
Times 
Unless otherwise stated, all exams at this school start at 9.00am for morning papers and 
1.00pm for afternoon papers. Candidates should be ready in the school canteen at least 15 
minutes before the start of an exam.  
 
Conduct in the Exam Room 
Candidates must follow the instructions of the invigilators at all times and must be silent and not 
try to visually communicate with others when entering and whilst in the exam hall. Should you 
require any assistance, please raise your hand clearly and wait for an invigilator to attend to you. 
Once you have entered an exam room, you are not allowed to leave unescorted until the 
conclusion of the exam.   You must remain in the hall until the time allowed for the exam has 
ended, even if you finish your paper before the allotted time.  Please do not write on the desks; it 
is vandalism and candidates will be invoiced for damage caused by graffiti.  
 
Any candidate causing a disturbance within an exam room may be asked to leave the room 
and any instances of disturbance will be reported to the exam board. e.g. Minor noise (forced 
coughing, sniffing, tapping, whistling etc.).This could result in malpractice and the disqualification 
of the candidate from the exam.  



All examination staff and invigilators MUST be treated with respect at ALL times and any 
instructions/direction given by them must be strictly adhered to. Any candidate who is rude, 
disrespectful and/or disruptive will be reported to the Exams Officer and the appropriate action 
will be taken. 
 
Exam Papers 
Once seated please check you have the right exam paper, if you are at all unsure please raise 
your hand and ask the invigilator. When instructed to do so by the Exam Officer, please ensure 
you write your full name and candidate number on the front of your paper.  Please ensure you 
write your full name, candidate number and exam paper number on any additional sheets use.  
Do not write in the borders of the exam papers. 
 
Warning 
All the awarding bodies make it clear that the official examination sessions must be run 
under strictly fair conditions, with no form of deception – this rule severely excludes any form 
of communication between Student’s during an examination, as well as any other practice that 
could conceivably be seen as an attempt to deceive. 
 
Anyone attempting unfair practices can expect cancellation of examination entries and 
possible exclusion from GCSE/AS and A level examinations for a period of up to five years. 
 
Absence from Exams 
You must attend all the exams you have been entered for as shown on your individual 
candidate timetable. Misreading the timetable will not be accepted as a satisfactory 
explanation for absence. If a candidate is absent from an exam due to illness, the school 
must be notified before the exam is due to start and a medical certificate must be produced 
to the Exams Office as soon as possible. 
 
Mobile phones, Smart Watches/Wrist Watches and all Electronic Storage Devices 
Mobile telephones, watches and other electronic means of communication or electronic 
storage devices must be placed in a bag or blazer and placed as instructed by the invigilators.   
 

You must not have any of the following on your person in the exam room; 
 

Mobile phone 
Smart watch 
Wrist watch 

Any other electronic storage device 
 
Be aware that should a mobile telephone or other electronic communication or storage device 
be found in your possession during an exam EVEN IF IT IS TURNED OFF, the device will be taken 
from you and a report made to the appropriate awarding body. The awarding bodies have 
advised the school that Student’s discovered to have an electronic device with them during an 
examination face disqualification from the subject concerned. 
 
Other prohibited material 
The following items must not be brought into any exam room; 
Pencil cases – unless they are transparent, alternatively candidates may use a transparent 
plastic bag, 
Instruction books, 
Books (unless set texts for a specific examination), notes, letters, or other printed material, 
Food 
Calculator cases 
 
 
 
 



Equipment 
Candidates must provide all their own equipment. Borrowing is not allowed. Only black ball-
point pens must be used in any answer booklets. No Gel pens.  All rough work must be done in 
the answer booklet provided and should then be neatly crossed out. (It may help your marks 
 
Drink 
Candidates are allowed water in a squeezy water bottle no larger than 0.5l with all labels 
removed. 

Calculators 
 
 
 
 
 
 
 
 
 
 
 
 
 

Candidates may use a calculator in an examination unless 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.  
 
Dictionaries 
Dictionaries may not be used unless they are specifically permitted by the subject 
specification or unless special arrangements have been approved by the awarding bodies. 
 
End of the Exam 
Absolute silence must be maintained until you are right outside the exam hall/room. Other exams 
may be continuing when you leave the exam hall. Question papers, answer booklets and 
additional paper must not be taken from the exam room.  Please abide by any “No Entry” 
signs during the examination period. Due to all afternoon exams starting 30 minutes before the 
exam boards published starting time, Students are required to be supervised and remain in exam 
conditions within the exam room until 1 hour after the published starting time.   
 
Results 
The date that Year 11 Student’s may collect their results statements from the school is  
Thursday 25th August . Results not collected will be posted to your home 
address. If you would like someone else to collect your results for you, it will be required for 
you to provide the examinations officer with written authorisation prior to results day. You will also 
be required to complete forms regarding access to scripts and remarks. Please ensure that the 
school have your mobile number and email address for you to be easily contacted to discuss 
any post results services you may require.  
 
 
 
 
 
 



Under no circumstances will exam results be given over the phone or by email 
 
Results – Publication 
All students results are published in the local press.  For example - J Smith 6(4) 2, where 6 indicates 
the number of 9-1 grades and (4) indicates the number of 9-4 grades awarded, where 2 
indicates the number of level 2 qualifications achieved at pass or above. Anyone not wishing to 
have their results published will need to instruct the exams officer in writing prior to results day 
where your request will be considered.   
 
Results Enquiries (Re-marks) 
The exam board deadline for enquiries about results each year is 19th September. In cases of 
enquiries about results, where the school does not uphold a request for such an enquiry, the 
student will normally be asked to pay to have an enquiry carried out.  It must be remembered 
that the outcome of a review may mean results can go down. The school must have Candidates 
written consent for a remark application to be processed.  
 
Special Consideration 
The awarding bodies will not apply special consideration for anything other than serious 
reasons. Special consideration can only be applied for if an event has affected the candidate’s 
performance on the day of the exam. 
 
Certificates 
Certificates are issued by the exam board if you achieve grade A* to G or 9-1 at GCSE, or a pass 
or higher in level 2 qualifications. Certificates are printed by the exam board in October and will 
be distributed to year 11 students at the presentation evening in November. It is important that 
you look after your certificates and keep them in a safe place as future colleges and employers 
will need to see them. Certificates cannot be replaced; the awarding bodies will only supply a 
replacement statement of results, which they will charge for. 
  



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

  

NO POTENTIAL WEB 
ENABLED SOURCES OF 

INFORMATION 

All Wrist Watches are 
not permitted  

NO MOBILE PHONES 

NO FOOD 

NO ALARMS 

NO 
CORRECTION 

PENS 

NO COMMUNICATING 
OF ANY KIND  

CHECK PAPER – 
READ 

INSTRUCTIONS 
CAREFULLY 

FULL SCHOOL 
UNIFORM 

WATER IN CLEAR 
BOTTLE – REMOVE 
ALL LABELS (0.5L 

MAX) 

TRANSPARENT 
PENCIL CASE 

LISTEN TO 
INVIGILATORS AND 

FOLLOW 
INSTRUCTIONS 

BLACK INK ONLY  



 
 
  

 

 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ERASER 

MATHS, SCIENCES AND GENERAL 
STUDIES  

CALCULATOR, 30 CM RULER, 
COMPASS AND PROTRACTOR 

COLOURED PENCILS 
(NOT GEL PENS) 

YOU ARE RESPONSIBLE  
FOR THE PROVISION  

OF EQUIPMENT  

TRANSPARENT  
PENCIL CASE 

TWO OR MORE  
BLACK PENS 

TWO OR MORE PENCILS  
 



 

  

 

 

 

 

 

 
 
 

NO POTENTIAL WEB ENABLED 
SOURCES OF INFORMATION 
NO POTENTIAL FORMS OF 

COMMUNICATION 

NO FOOD 
DO NOT BRING ANY  

VALUABLES INTO SCHOOL  

NO UNAUTHORISED 
MATERIALS 

NO TIP EX OR  
CORRECTION PENS  

 



 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 



 
 
 
 
 
 

 
 

 
 
  



 
 
 

 
 
 
 
 
 

  



 

 

 

  



  



INTERNAL ASSESSMENT POLICY 
FOR EXTERNAL QUALIFICATIONS 
 
Longdendale High School is committed to ensuring that whenever its staff assess the work of 
candidates for external qualifications, this is done fairly, consistently and in accordance with 
the Code of Practice for the conduct of external qualifications produced by QCA, ensuring 
that 
 

· internal assessments are conducted by staff who have the appropriate knowledge, 
understanding and skills; 

· assessment evidence provided by candidates has been produced and 
authenticated according to the requirements of the specification; 

· the consistency of the internal assessment is secured through internal standardisation 
as necessary; 

· Staff responsible for internal standardisation and moderation have appropriate 
knowledge, understanding and skills, and have been trained in this activity. 
 

Written appeals procedure 
Each awarding body publishes its arrangements for appeals against its decisions. In addition, 
an appeal can be made to the School concerning internal assessment 
 

· the appeal applies only to the procedures used in arriving at internal assessment 
decisions and does not apply to the judgment themselves; you cannot appeal 
against the mark or grade only the procedures used; 

· the parent or guardian must make the appeal in writing to the School’s Examinations 
Officer: appeals should normally be made by 30th April, and always before the date 
of the first written paper of the examinations in the summer series. This deadline may 
be extended in exceptional circumstances in situations where the coursework 
marking and moderation schedule extends beyond this time; 

· the enquiry into the internal process will normally be led by the Examinations Officer 
and the Head of Centre, provided that neither has played any part in the original 
internal assessment process; 

· the teacher making the assessment will be able to respond to the appeal in writing, 
and a copy will be sent to the appellant; 

· the enquiry will consider whether the procedures used for the internal assessment 
conformed to the published requirements of the Awarding Body and the ‘Code of 
Practice’. 
 

The outcome of the appeal will be reported in writing to the appellant. 
 
Any changes made to the assessment of work, any changes made to improve the school’s 
application of procedures, and any correspondence with the awarding body will also be 
reported. 
 
A written record of the appeal will be kept by the School, who will notify the awarding body 
of any outcome of the appeal which has implications for the conduct of the examination or 
the issue of results. 
 
Note: 
Each awarding body specifies detailed criteria for the internal assessment of work. In 
addition, the awarding body must moderate the assessment and the final judgment on 
marks awarded is that of the awarding body. Appeals against matters outside the School’s 
control will not be considered in the School’s appeals procedure. 
 
 
 



Enquiries About Results (Review of Marking) 
EARs may be requested by Centre staff or candidates if there are reasonable grounds for 
believing there has been an error in marking. The candidate’s consent is required before any 
EAR is requested. 
 
All enquiries about results must be referred to the subject teacher/department in the first 
instance so that they can decide if there is a strong case for a remark. An enquiry about 
results cannot be submitted on the basis that a candidate did not achieve their predicted 
grade.  The candidates written authority is required for all reviews or script viewing. 
 
If a result is queried, the Exams Officer, teaching staff and Head of Centre will investigate the 
feasibility of asking for a review at the Centre’s expense. When the Centre does not support 
a candidate’s or parent’s request for an EAR, a candidate may apply to have an enquiry 
carried out. If a candidate requires this against the advice of subject staff, they will be 
charged. 
 
Where a candidate wishes to challenge the decision not to hold an enquiry or consequent 
appeal, a written appeals procedure applies. Please see the School’s Internal Appeals 
Procedure available on the school website. 
 
The deadline for requesting an EAR is to be confirmed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Longdendale High School 
Spring Street, Hollingworth, Hyde, Cheshire, SK14 8LW 

T. 01457 764006 

F. 01457 766483 

Achievement 

Success 

Professionalism 

Integrity 

Respect 

Endeavour 


