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The information in this booklet is designed to help you and your family understand the
examination regulations, including the procedures which must be followed in the event of
any problems occurring.
As a centre for examinations, we must precisely follow the regulations set down by the
Awarding Bodies (examination boards). These regulations are set to ensure the same
standards are applied consistently across all centres and we are not allowed to deviate
from them. 
JCQ are the body who oversee all examination regulations and they have produced a
number of documents for candidates.  Both candidates and their families are strongly
advised to read them carefully and you will find them at the end of this guide.
We have included a list of frequently asked questions on pages 16-22 but if you have any
questions or need any advice, please do not hesitate to contact the school.

Examination Contingency Day
Wednesday 24 June 2026 – all day

JCQ have designated the above day as contingency sessions for GCSE examinations. This
is in the event of any national or local disruption to the May/June 2026 examination series. 
As a last resort, the affected examinations will be rescheduled for this date and
candidates affected will be expected to make themselves available in such circumstances. 
Where candidates choose not to be available for the rescheduled examinations, they will
not be eligible for special consideration and will be classed as absent from the
examination.
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School telephone number 0151 644 8113

KS4 Year Leader Mrs Hepke - hepkel@prentonhighschool.co.uk

Examinations Officer Miss McSorley - mcsorleyl@prentonhighschool.co.uk

Examinations Administrator Miss Kelly- kellyn@prentonhighschool.co.uk

Centre Number: 34727
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Examination Timetables
You will receive an individual examination timetable showing which subjects and tier you
have been entered for. Some subjects have only one tier of entry and others have
Foundation and Higher tiers. It is important that you check your entries are correct and
notify the examinations office immediately if you think there is an error.

Please pay particular attention to your personal details including date of birth, legal names
and spelling of names as these details will be included on certificates. If you do notice that
your legal forename or legal surname is incorrect, please bring a form of suitable
identification to the examinations office, such as birth certificate, passport or deed poll,
before your first exam and we can update our records. Once certificates have been
printed the examination boards will charge you for making any amendments to personal
details.

At the top of your timetable you will also see your four-digit candidate number. You need
to learn this number as you must write your candidate number on the front page of your
examination papers.

Make sure you know the dates and times of your examinations. If you miss a timetabled
examination you cannot take that paper at another time.

Unless otherwise notified:
Morning examinations start at 9.00am
Afternoon examinations start at 1.30pm

It is your responsibility to arrive on time for each examination.

Examination Clashes
Candidates may find that two subjects are timetabled at the same time and there is a
clash. The school will make alternative timetable arrangements for these candidates and
notify them accordingly. If you have a clash on your timetable and have not been
informed, please come to the examinations office as soon as possible.

Equipment
Candidates are responsible for bringing the correct equipment to each examination.
Candidates must not rely upon school to supply them with equipment. Borrowing from
other candidates is NOT allowed under any circumstances during an examination. You may
use a calculator in examinations unless you are told otherwise, however, all calculator
cases/lids must be removed and make sure that batteries are new.
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Calculators MUST be: Calculators MUST NOT:

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.

Candidates are responsible for the
following:

The calculator’s power supply;
The calculator’s working condition;
Clearing anything stored in the
calculator.

Be designed or adapted to offer any of
the following facilities: 

language translators;
symbolic algebra manipulation;
symbolic differentiation or
integration;
communicaation 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.

Equipment Continued
You must bring the following equipment to each examination:

2 pens – black only
2 HB pencils
Ruler (marked with millimetres)
Pencil sharpener
Eraser
Pencil cases must be see through or they will be removed by an invigilator

For some examinations you will also need the following:
Compass
Protractor
Calculator – please see guidance below relating to JCQ examination regulations

5
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Examination Regulations
Please read the JCQ Information for Candidates documents at the back of this guide
carefully. Examination regulations are very strict regarding the items that may be taken
into the examination room and a breach of these rules could lead to disqualification from
ALL subjects. The school must report any breach of regulations to the examination board.

The following items must not be in your possession during any examination:
Notes/Revision materials relating to any subject
Mobile Phones - Phones must be switched off before being placed in your pouch:
this must be stored in your bag or handed in to the invigilator.
iPods
MP3/4 Players
Any other potential technological/web enabled source of information
Smartwatch
Wrist watch (a clock is visible in all examination rooms)
Headphones/Earpods – if any candidates wear their hair down or wear religious
clothing e.g. a headscarf, they may be asked to show an invigilator or member of staff
that no headphones are being concealed.

You must ensure your pockets are empty before coming in to each examination. If you
are found with any unauthorised items once the examination has started, even if they are
switched off and you do not intend to use them, the examination board must be informed
and you risk disqualification from this and possibly all examinations.

You are under formal examination conditions from the moment you enter the
examination room until you are permitted to leave and must remember the
following:

Do not attempt to communicate with or distract other candidates – students can now
be disqualified from an exam before they have even opened the exam paper.

No food is allowed.

Water bottles are allowed but must be completely clear and have no labels, writing or
measurements up the side.

Listen carefully to instructions and notices read out by the invigilators – there may be
amendments to the examination paper that you need to know about.
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Check that you have the correct question paper – check the date, subject, paper
number and tier of entry if relevant. Do not write anything on your exam paper until
you are instructed to do so by the invigilator.

Make sure you add your signature if requested to do so on the front of an exam paper
– exam boards can refuse to mark your exam paper if it has not been signed.

If any text or diagrams have not printed clearly on your examination paper, put your
hand up and tell an invigilator.

Write your answers clearly and cross through any work you do not want to be marked.
Do not draw graffiti or write offensive comments on examination papers – if you do
the exam board may refuse to accept your paper for marking.

Do not draw graffiti or write offensive comments on examination papers. If you do the
examination board may refuse to accept your paper.

You will not be allowed to leave the examination room early. If you have finished the
paper early use any time remaining to check over your answers and make sure that
you have completed your details correctly.

At the end of the examination all work must be handed in. If you have used more than
one answer booklet or any loose sheets of paper, ensure your name is on each one and
ask an invigilator for a treasury tag so you can fasten them together in the correct
order.

Invigilators will collect examination papers and all examination materials before you
are allowed leave the room. Absolute silence must be maintained during this time as
you are still under examination conditions.

Remain seated and in silence until told to leave the examination room.

Please show consideration for other candidates who may still be working and leave the
room in silence.

Question papers, answer booklets and additional paper must not be taken from the
examination room.
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If the fire alarm sounds during an examination the invigilators will tell you what to do.
If you do have to evacuate the room you must leave in silence and you will be escorted
to a designated assembly point. Leave the examination paper and all possessions on
your desk. You must not attempt to communicate with anyone else during the
evacuation. When you return to the examination room, do not start writing until the
invigilator tells you to do so. You will be allowed the full working time for the
examination and a report will be sent to the awarding body detailing the incident, plus
any suspected cases of malpractice for those found communicating.

Attendance at Examinations
If you know that you are going to be late, contact the school office (0151 644 8113)
immediately so that they can notify the Examinations Officer and invigilators.

You are responsible for checking individual timetables and arriving to school on the
correct day and time, in full school uniform and fully equipped for each examination.

For morning examinations, you need to get your mark for registration first before
coming down to the examination. 

For afternoon examinations you need to go to lesson 4 as normal to get your mark. You
should be lined up outside the examination room by 8.50am for morning examinations
and by 1.20pm for afternoon examinations. You need to wait quietly until you are called
in by the invigilator.

You should check the seating plans on display in reception and remember the
examination room and seat number.

Candidates who arrive late for an examination may still be admitted but may not
receive any additional time, and your examination paper might not be accepted by the
examination board. If you arrive after an examination has finished, you will not be
allowed to sit the paper.

Absence from Examinations
What to do if you are ill on the day of an examination:

If you are ill and unable to attend an examination, it is vital you phone the school first
thing in the morning (0151 644 8113) to inform us. Wherever possible, you will need to
provide a valid doctor’s note which can be sent to the examination board for
consideration.
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If you are feeling unwell, but still able to travel, we suggest you come to the
examination and we can assess the situation once you are in school. In most cases, it is
better to take the examination, if possible.

Without a valid reason or supporting evidence, the examination boards will award zero
marks for the missed exam and you may be asked to pay for the examination costs.
Please note that misreading the timetable is not accepted as a satisfactory explanation
of absence.

If in doubt, telephone the school and the Examinations Officer can advise you.

Equipment
All equipment including pens, pencils, mathematical instruments etc. should be visible to
the invigilators at all times. Make sure your pockets are empty before you come into the
room.

You must write in black ink.
You must NOT use correcting pens, fluid or tape, erasable pens, highlighters or gel
pens in your answers.
You are permitted to use highlighter pens and write notes on question papers which
are not submitted for marking.
If the use of a calculator is allowed, you should make sure that it conforms to JCQ
examination regulations. If in doubt, check with your teacher well in advance of the
examination date. Remove any cases/lids and make sure batteries are new.

Invigilators
Invigilators are employed by the school to ensure that the examinations are conducted
according to JCQ regulatory requirements. They will also distribute and collect the
examination papers/materials, tell candidates when to start and finish the examination,
hand out additional writing paper if required and deal with any problems which may arise
during the examination, for example if a candidate is feeling unwell.

Please note that invigilators cannot discuss the examination paper with you or explain the
questions.

Candidates are expected to behave in a respectful manner towards all invigilators and
follow their instructions at all times. Candidates who are disruptive or behave in an
unacceptable manner will be removed from the examination room.

If you have a problem at any point during an examination, put your hand up clearly and
tell the invigilator.

986
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Access Arrangements
Candidates will be informed of the approved arrangements that are in place for their
examinations and any instances when these may not apply. Depending on the approved
arrangements, candidates are seated in either the Sports Hall or the Skills Hub.

Special Consideration
If you feel that your performance in the examination was affected by circumstances
beyond your control at the time of the assessment, school may be able to apply for special
consideration. In order to qualify you must have fully prepared for the examination and
have been present for the examination. 

Special consideration cannot be applied for you if: 
You were able to develop your subject knowledge and understanding due to absence
during the course
long-term illness
Joining the course late
Teaching and learning being disrupted for any reason. 

The Examinations Officer can offer further advice if required.
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Results Day – Thursday 20 August 2026
You can collect your examination results from 9.00am on Results Day. If you are unable to
collect your results and would like someone else to collect them on your behalf (including
parents) you must let the examinations office know in writing by Friday 10 July 2026.
Unless we have been notified in advance, we will not issue your examinations results to
anyone else.

Uncollected results will not be posted out.

Post Results Services
If your results are not as you expected there are various options available. It may be
possible to have your examination paper reviewed, remarked or for you to receive a
photocopy. It is important that you discuss any post results options with your subject
teacher as marks can go both up and down and there is no option to revert to a previous,
higher mark. Full details of the services available including costs and deadlines will be
issued with your statement of results.

There will be a fee for all post results services as outlined by the examination boards. No
applications will be submitted without candidate consent and payment having been
received. If you require a remark, review or copy of an examination paper then the fee is
payable for each individual unit/paper.

Examination Certificates
The examination boards issue certificates after the examinations have taken place. These
will be issued at the annual KS4 Celebration Evening which candidates will be invited to. If
you are unable to attend this event, you can contact school to arrange an alternative time
to collect your certificates but please be aware centres are only required to keep original
certificates for a period of 12 months.
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You must arrive at school in plenty of time for your examinations. It is much better to leave
yourself a safety margin on timings in case of problems with the journey.

Mobile Phones – candidates must not have mobiles phones in their possession when in
the examination room.  Phones must be switched off before being placed in your
pouch: this must be stored in your bag or handed in to the invigilator.

Do not take into the examination: digital equipment, reading pens, electronic
communication/storage devices, iPods, watches, MP3/4 players or any other products
with text/digital facilities – make sure your pockets are empty.

You must bring 2 black pens, pencil, eraser and any other equipment needed for your
examination. Do not use gel pens – many of the examination papers are now scanned
and sent electronically for marking – gel pens do not scan well.

Only clear pencil cases are allowed on your desk; any others should be left in bags.

In an examination where you have the use of a calculator, the calculator lid/cover
must not be on your desk – please leave in bags.

Once you enter the examination room, there must be absolutely no talking or
communication between candidates. If you have any questions, you should raise
your hand once seated and an invigilator will come to you.

You need to wear full school uniform for all examinations.

No food is allowed in the examination hall (if you have a special requirement – please
see the Examinations Officer before the examinations).

Water bottles are allowed in the examination hall but these must be completely clear
and free from labels, measurements and writing.

If you have any problems at all during the examination, put your hand up immediately
and speak to an invigilator. The invigilators will do all they can to help.
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Q. Why do I need to check the details on the Examination Timetable?
The details on your timetable will be used when certificates are printed. If the name or
date of birth on your examination certificates does not match your birth certificate it could
cause you problems if you are asked to show your certificates to a potential employer or
for college/university in the future. You should also check the subjects and tiers which you
are entered for are correct and that none are missing.

Q. My name has been misspelt on my timetable. What can I do?
Please bring a suitable form of identification to the examinations office confirming the
correct spelling and we will amend our records. If you fail to do this before certificates are
issued, examination boards will charge you to amend personal details. Names on
certificates need to match your ID for future job/college applications.

Q. What do I do if there is a clash on my timetable?
When a clash of examinations occurs, depending on the length of these exams, this may
mean sitting one exam after another, with a short supervised break in between.  Prenton
High School will adjust the starting time for one of your examinations. It is important to
note that you will remain under strict supervision between examinations and you will not be
allowed access to your possessions. We will advise you, as appropriate.

Q. What do I do if I think I have the wrong paper?
You will be asked to check that you have the right paper before the examination starts. If
you think something is wrong put your hand up and inform the invigilator immediately.

Q. What do I do if I forget my Candidate Number?
Candidate Numbers are on seating plans. Invigilators will be able to help you find your
number.

Q. What do I do if I forget the Prenton High School for Girls Centre Number?
The Centre Number is 34727. It will be clearly displayed in the examination room.

Q. What do I do if I have an accident or I am ill before the Examination?
Inform the Examinations Officer as soon as possible so we can help or advise you (School
Reception: 0151 644 8113). Depending on the nature of the illness/accident we may be able
to offer additional assistance e.g. a laptop or scribe. You may need to obtain medical
evidence (from your GP or hospital) if you wish us to make an application for Special
Consideration on your behalf.
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Q. What is Special Consideration?
If the request is accepted by the examination boards, special consideration is an
adjustment to the marks or grades of a candidate. It is important to note that any
adjustment is likely to be small and no feedback is ever provided. You will only be eligible
for special consideration if you are fully prepared and present for an examination but your
performance was affected by circumstances beyond your control at the time of the
assessment. Examples of such circumstances are a recent personal illness, accident,
bereavement or domestic crisis. The examinations office must be informed immediately, in
order for the necessary paperwork to be completed (within 7 days of the last examination
session for each subject). The candidate will be required to provide evidence to support
such an application.

Q. What do I do if I feel ill during the Examination?
Put your hand up and an invigilator will assist you. If you feel unwell before the
examination starts, then let the invigilators know as it may be possible to move your seat
so you are closer to an exit if you need to be taken out of the examination room. Try your
best to finish your examination, even if feeling unwell.

Q. If I am late can I still sit the Examination?
Aim to arrive in plenty of time so that you feel calm and prepared for every examination. If
you are late it may still be possible for you to sit the examination. You need to phone
reception to notify school that you are on your way and you should get to school as soon
as possible. A member of staff will escort you to the examination room. You must not enter
an examination room, without permission, after an examination has started. You should
also be aware that if you start the examination ‘very late’ - more than 60 minutes after the
published starting time, Prenton High School for Girls must inform the Examination Board
who may decide not to accept your examination paper. Please ensure that you allow
enough time to get to school so that if you are delayed, e.g. through transport problems,
you will still arrive on time.

Q. If I miss the Examination can I take it on another day?
No. Timetables are regulated by the examination boards and you must attend on the given
date and time. You will put your final grades at risk if you do not attend and you may not
get any grade at all.

Q. Do I have to wear school uniform?
Yes. Usual school procedures and consequences will apply.

Q. Can I leave the Examination early?
No. You are not allowed to leave the examination room early, as this is disruptive to other
candidates. A candidate may not leave the examination room without the permission of the
invigilators.
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Q. What equipment should I bring for my Examinations?
You must bring at least 2 pens (black ink only).
For mathematics, pencils must be used for diagrammatic work.
For some examinations you will need a calculator, a 30cm ruler (marked with cm and
mm), eraser, compass, protractor, coloured pencil crayons (not gel pens).
You are responsible for providing your own equipment for examinations.
You must not attempt to borrow equipment from another candidate during the
examination.

Q. What items are not allowed into the Examination room?
Only authorised material is permitted in the examination room and candidates who are
found to have any other materials in their possession will be reported to the relevant
examination board. In such circumstances, a candidate would normally be disqualified
from the paper or the subject concerned. If in doubt, ask an invigilator.
Bags, coats and any other items not permitted under examination regulations should
be left in lockers wherever possible. If this is not possible then the invigilator will tell
you where to leave your possessions.
You must make sure that any electronic devices left in bags are switched off or you
still risk disqualification. Do not bring any valuables into school when you attend for an
examination.
No food is allowed in the examination room only clear water bottles with all labels
removed.

Q. Why can’t I bring my mobile phone into the Examination room?
Being in possession of a mobile phone (or any other electronic communication device, e.g.
iPod, MP3/4 Players, headphones, watch etc.) is regarded as malpractice and is subject to
a severe penalty from the examination boards. You may risk one or all of your
examinations and final grades if an item is found in your possession, including a phone
pouch.

Q. How do I know how long the Examination is?
The length of the examination is shown in minutes on your individual timetable under the
heading ‘duration’. Invigilators will tell you when to start and finish the examination. They
will write the start & finish time on the boards at the front of the examination room. There
will be a clock in the examination room.

Q. What do I do if the fire alarm sounds?
The invigilators will remind you of the emergency evacuation procedures at the start of
each exam. If you do have to evacuate the room, leave everything on your desk and leave
the room in silence. You must not attempt to communicate with any other candidates
during the evacuation. A full report will be sent to the relevant examination board
including any cases of potential malpractice.
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JCQ Information for Candidates - Written Examinations

JCQ Information for Candidates - Social Media

JCQ Information for Candidates - Coursework Assessments

JCQ Information for Candidates - Non-Examinations Assessments

JCQ Unauthorised Items Poster

JCQ Warning to Candidates

JCQ Preparing to Sit Exams

JCQ AI and Assessments

JCQ Guidance for Parents, Carers and Students - Access Arrangements

J.C.Q. 
Information for Candidates High School

PRENTON

The following documents have been produced by the Joint Council for Qualifications to
support students and their families in preparing for their external examinations.  Original
copies can be downloaded by clicking on the hyperlinks, if you are viewing this as a digital
version, or copies can be found on the following pages.

https://www.jcq.org.uk/knowledge-hub/written-exams-2025-2026/
https://prentonhighschool.co.uk/wp-content/uploads/2025/03/JCQ-Information-for-Candidates-Social-Media.pdf
https://prentonhighschool.co.uk/wp-content/uploads/2025/03/JCQ-Information-for-Candidates-Social-Media.pdf
https://www.jcq.org.uk/knowledge-hub/coursework-2025-2026/
https://www.jcq.org.uk/knowledge-hub/coursework-2025-2026/
https://www.jcq.org.uk/knowledge-hub/non-examination-assessments-2025-2026/
https://www.jcq.org.uk/knowledge-hub/non-examination-assessments-2025-2026/
https://www.jcq.org.uk/wp-content/uploads/sites/2/2025/08/2022-Unauthorised-Items-poster-live-text_September22.pdf
https://www.jcq.org.uk/wp-content/uploads/sites/2/2026/02/JCQ-ICE-Warning-to-candidates-2025.pdf
https://www.jcq.org.uk/wp-content/uploads/2025/08/JCQ-Preparing-to-sit-your-exams_-2025_2026.pdf
https://prentonhighschool.co.uk/wp-content/uploads/2025/03/JCQ-AI-and-Assessments.pdf
https://www.jcq.org.uk/wp-content/uploads/sites/2/2025/10/JCQ-Parent-guidance-information-sheet-2025_26.pdf
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2026 Examination Timetable
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*The exam contingency day has been set by JCQ in the event of widespread local or national
disruption to exams. All students must be available until this final date of 24/06/2026



Good Luck Year 11...
You’ve  got  this!
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