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Dear Student and Parents/Carers 
 
This booklet is designed to provide you with all the information you will need regarding 
examinations this summer. 

It is our aim to make sure that all students access examinations in the best possible way so 
that they can have a stress free and successful experience demonstrating their knowledge 
and skills to the best of their ability. With this in mind, we are required to follow certain 
regulations issued by the Joint Council for Qualifications (JCQ), specific details of which are 
included in this booklet. Also detailed are important instructions regarding conduct,  
behaviour and answers to any questions you may have. 

 
The summer timetabled examination session runs from Friday 1st May 2026 to Monday 15th 
June 2026. Students have already been issued with their individual timetable. 

 
If after reading this information you have any questions, please do not hesitate to contact me 
on 01253 336500. 

 
Kind regards 

 
 
Mrs. K. Knowles 
Examinations  Officer



4 
 

JCQ REGULATIONS 

At the back of this booklet are various documents issued by JCQ, which include: 

 ‘Information for Candidates – For written examinations’ 
 ‘Information for Candidates – For on-screen tests’ 
 ‘Information for Candidates – Non-examination assessments’ 
 

It is the responsibility of every student to read these documents and be aware of the rules 
and regulations set by the Awarding Bodies and JCQ. 

There is a ‘Warning to Candidates’ notice and mobile phone notice placed outside each exam 
room to remind students of the regulations. 

Students must adhere to the JCQ rules and regulations. Any case of malpractice must be 
reported to the Awarding Body concerned and appropriate penalties applied. In extreme 
cases, the Awarding Body may decide to disqualify a candidate from all examinations in the 
session. 

 
PROBLEMS DURING THE EXAMINATION PERIOD 

 If you experience difficulties during the examination period (illness, injury, personal 
problems, etc.), please let the Academy know as soon as possible.

 If you are ill on the day of an exam, you should attend school and sit your exam. If you 
are unable to attend, you or your parent/carer must inform the Academy as soon as 
possible, before the exam begins. Where a student is absent due to illness, the 
Academy may request appropriate supporting evidence to support any application for 
special consideration with the examination boards.

 The responsibility for attending your exams lies with you and your parents/carers. 
Failure to attend may result in an account being sent to cover the appropriate exam 
entry fees unless a medical certificate verifying the cause of absence has been 
submitted. The 1988 Education Act also gives Governors a legal right to reclaim all 
examination expenses incurred on behalf of candidates who fail to sit exams for which 
they are entered or to submit coursework which represents an integral part of the 
examination process.

 Absence from an exam due to misreading the timetable will not be considered a 
satisfactory explanation.
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PRIOR TO THE EXAM 

 

 Timetables & Seating Plans
You are responsible for checking the seating plans within school (on the notice boards 
outside the Hall and in the main corridor outside the Library) to see which room you 
have been seated in and your seat number. Calls must not be made to the Academy 
asking for this information. 

 
 Candidate Numbers

Learn your candidate number off by heart. You will be required to write this number on 
every exam paper. 

 
 Exam Clashes & Timetable Variations

If you have a clash or a timetable variation, you will be notified in writing by the Exams 
Officer with details of alternative arrangements.  

 
 Exam Times

Please arrive at the school at 08:00 AM on the morning of each exam, as you will have a 
morning session with your teacher.  

 
Reminder that your morning exams will start at 9:00 AM, and afternoon exams start at 
1:00 PM 
 

 Contingency Day
All students are to keep the 24th of June 2026 free, as this is a contingency day in 
the event of a significant national or local disruption to examinations in the United 
Kingdom. 
 
The date is to remain available until all exams are completed. 
 
 

IF YOU ARE LATE 
 

 If you are going to be late for an exam, please contact the Academy on 01253 336500 
as a matter of urgency. It may be possible for you to sit the exam depending on how 
late you are, but it is imperative that once the call to school is made you do not use 
your mobile phone again unless in an emergency. This is so that we can prove to the 
Awarding Body that the security of the exam has been maintained.

 
UNIFORM 

 
 Full school uniform must be worn during each exam. You will be asked to 

remove items of non-uniform, regardless of the weather.
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MOBILE PHONES AND WEB ENABLED DEVICES 
 

 Mobile phones, watches or data watches and similar web-enabled electronic 
devices MUST NOT be taken into the exam room. The Awarding Bodies have the 
right to disqualify you from an exam or indeed, the whole exam session, if you 
are found to have any of these items in your possession. Do not run the risk.

 
NO WATCHES (smart or regular) OR HEADPHONES, AIRPODS, EARPHONES, 
EARBUDS or SMART GLASSES are permitted in the Exam Room. 

 
EQUIPMENT 

 

 

All equipment will be provided by the Academy. 
 

 Water
Water may be brought into the exam room in a clear plastic bottle with the label 
removed. You will be asked to dispose of any bottles that do not match these 
guidelines. Food is not allowed unless for medical reasons and prior permission is 
obtained from a member of the exams office team. 

 
 

 If you use an EpiPen, please make sure that is in date and that you have one with you 
for emergencies. This must be placed on your exam desk. The same applies to an 
asthma inhaler.

 

 
ONCE INSIDE THE EXAM ROOM 

 Once inside the exam room, you are under exam conditions and must remain silent 
for the duration of the exam except if you have to ask the invigilator for something. 
From 2023, the JCQ have stated that any communication once you enter the exam 
room will be classed as malpractice.

 Listen carefully to the information the invigilators give you as they will notify you of 
any erratum notices for the exam paper.

 Do not attempt to communicate with other students or distract them as this may lead 
to malpractice concerns.

 Do not have writing on your arms or hands as this may lead to malpractice concerns.
 

 Exam desks are checked before and after every exam. If graffiti is found on any desk 
you will be asked to remove it immediately.

 Do not doodle or write offensive comments on your exam paper. School will be notified 
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by the examiner and you may be disqualified from the exam.

 On receipt of your paper, check the details carefully, making sure the paper is the 
correct unit/level and subject. Notify the invigilator immediately if you have any 
concerns.

 Read all instructions thoroughly.
 

 When filling in your details on an exam paper, write your name in full. Do not use 
abbreviations or nick names. This should match the name on the index card on the 
desk as it will be the name you have been registered with.

 If you require a toilet break during the exam, put your hand up to attract the invigilator’s
attention. Be aware that you will not be allowed any extra time. 

 If you feel ill during the exam, put your hand up and the invigilator will assist you. You 
should inform an invigilator if you feel ill before or during an exam and you feel it may 
have affected your performance.

 
 At the end of the exam, the invigilator will tell you to stop writing. You must stop writing 

at this point regardless of whether or not you are in the middle of a sentence.

 You must stay in the exam room for the duration of the exam. You will not be permitted 
to leave early so please don’t ask. Use the time to check what you have written and 
cross through any work you do not want to be marked.

 All question papers, answer booklets and additional paper will be collected at the end 
of the examination by the invigilators. You must not take any examination material 
from the exam room as you leave.

 On leaving the exam room, please do so in silence being mindful of any students who 
may still be in exams. Remember you are still under exam conditions whilst you are in 
the examination rooms.

 If a fire alarm sounds during an exam, listen to your invigilator carefully. They will give 
you strict instructions regarding leaving your exam papers on the desk and will lead 
you to a designated area outside and away from the building. When it is safe to come 
back into the building you will be able to continue with the exam and be awarded the 
full time allocated. We will notify the awarding body of the incident.
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INVIGILATION STAFF 

 South Shore Academy employs external invigilators who are fully trained regarding 
exam processes and regulations.

 You are expected to behave in a respectful way towards all members of invigilation 
staff and follow their instructions at all times.

 The invigilators will give you concise instructions regarding the rules and regulations 
of the exam and will distribute the exam papers and any additional stationery you may 
need.

 Please raise your hand if you require their attention during an exam.
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AFTER THE EXAMS 

GCSE RESULTS DAY - Thursday 20th August 2026 

Students should report to the Main Academy Sports Hall between 9am and 10am to 
collect their results. Telephone calls to 01253 336500 requesting results will be 
accepted after 9am only if it is impossible for you to get into school and if you have 
notified the Exams Officer in advance. We would much prefer personal attendance 
and your co-operation on this point would be appreciated.

 
 If you would like another person (e.g. family members) to collect your results on your 

behalf, you must give your written authorisation to the Exams Officer before study 
leave.

 
 
 
POST RESULTS SERVICES 

 If after receiving your results, you wish to apply for a review of marking or a script, 
please seek advice from a member of teaching staff. Enquiries About Results (EAR) 
and Script Request Forms will be available from the exams office at the beginning of 
the autumn term to apply for these services. The services available are as follows:

Clerical Check 
You can request that the script is checked for any admin errors such as incorrect 
addition of marks etc. 

 

Review of marking 
You can request to have your script reviewed by the Awarding Body. However, this 
can result in your mark going up, down or staying the same. Once a paper is reviewed 
the result cannot be reversed. 

 
Access to Scripts 
You can request your marked script for information. 
The cost of these services can be obtained from the Exams Officer. 

Pearson (Edexcel) and OCR are offering priority services for reviews of marking and 
script requests. Please speak to a member of the exam’s office team on results day if 
you would like to submit an application for this fast-track service. 
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CERTIFICATES 

 Certificates will be available to students once received from the examination boards 
and can be collected from the Academy Reception. A letter will be sent, via email and 
information posted on the school website informing you of the timings for collection. 
The certificates are usually ready for collection toward the end of November but a date 
will be given nearer the time and when they have all been received from the exam 
boards.

 If you would like someone else to collect your certificate, please email the Academy 
granting authorisation. 

 We are required to keep certificates for only twelve months after issue. Please make 
sure you collect your certificate promptly. Failure to collect your certificates will mean 
that you will have to apply to the Awarding Bodies directly for replacement ones at a 
considerable cost of approximately £50 per certificate.

 
EXAMS OFFICE CONTACT DETAILS 

 
Mrs. K. Knowles  01253 336500 
 
email:    admin@ssa.cidari.co.uk
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