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Introduction 

We would like to make your exam experience as smooth and successful as we can. 

This booklet aims to provide you with the information you need for the 2025 GCSE exam season. We 

have put this together using a series of FAQs, along with the answers, which we hope you will find 

helpful. Please read it carefully and show it to your parents / carers so that they are also aware of the 

exam regulations and the procedures to follow. 

The awarding bodies (or examination boards) set down strict criteria which must be followed for the 

conduct of examinations and Stalham High School is required to follow them precisely. You should, 

therefore, pay particular attention to the JCQ Information for Candidates. T hese must be followed. 

You have also had assemblies outlining the regulations and have followed these in all mock exams. 

If you or your parents have any queries, need help or advice at any time before, during or after the 

examinations please contact the Exams Officer, Mrs. S Stogneeva on 01692 580281 ext. 273 or you 

can email sstogneeva@stalhamhigh.org.uk  
        

Please remember that we are all here to help you during this very important time should you or your 

parents / carers have any questions or need any further help or advice at any time before, during or 

after the exams. 

Before the Exams – things to check. 

Individual Timetable 

All candidates have received an individual timetable from the school indicating the subjects they are 

being entered for. Please check that these are correct. Most subjects only have one tier of entry. For 

French, Science and Mathematics, check whether you have been entered for the correct tier, 

foundation or higher. Speak to your teacher and the exams officer if you think a mistake has been 

made. 

Candidate Name 

Candidates are entered under the name format of first name, plus middle and surname, e.g. Adam 

John Smith. Please note that your legal name is used, not your preferred name. This will also appear 

on your exam certificate. 

Contact Numbers 

Please check that the school has up to date contact numbers for your parents/carers, so that we can 

get hold of you and them during the exam series. 

Timetables 

A copy of the exam timetable is on pages 5-6 with details of the date, time and duration of every exam. 

Check this carefully and make sure that you know the dates and times of all your exams. It is your 

mailto:sstogneeva@stalhamhigh.org.uk
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responsibility to know when your exams are taking place. The date of the first written GCSE exam is 

Thursday 8th May 2025. The last scheduled exam to take place at Stalham High School is on Tuesday 

18th June 2025. 

 
JCQ National Contingency Days 

JCQ have selected two exam national contingency dates for 2025. These are 11th June (pm only) and 

25th June (am and pm). Candidates should, therefore, remain available up to and including 

Wednesday 25th June 2025 should exams need to be rescheduled for any reason. 

Exam Clashes 

Sometimes the exam boards put two subject exams on at the same time. If you have an exam 

timetable clash, you will receive a memo from the exams team alerting you. This will also explain how 

the clash has been resolved. The school will re‐schedule your papers internally (on the same day) 

where there is a clash of subjects. Candidates normally sit one paper, then have a supervised break. 

You must not have any communication with other candidates, nor access to mobile phones etc. You 

will then sit the second subject paper. It may be necessary for you to bring a packed lunch if you have 

exams in the morning and afternoon, as you will have to remain in isolation until both exams are 

completed. 

Taking care of yourself 

Make sure you get a good night’s sleep before each exam. Do not get up late on the day of an exam. 

Make sure you have breakfast and leave plenty of time to get to school. Make sure you go to the toilet 

before each exam; some are 2 hours long. If you find an exam difficult, try not to worry about this and 

instead just focus on the next day’s exams. 



 

 

Exam Timetable Summer 2025 
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During the Exams 

1. Who makes the rules for the GCSE exams? 

Public exams must be run according to JCQ Regulations. The school must report any breach of the 

regulations to the exam awarding body. A copy of the JCQ regulations can be found in this booklet. 

You have been made aware of these regulations in assemblies. Check these again carefully. 

2. What time do the exams start? 

Candidates must check their own timetable and arrive at school on the correct day and time for 

each exam. You should arrive to the Refectory no later than 8.35am for a morning exam and 

12.20pm for an afternoon exam. Morning exams start at 9.00am and afternoon exams at 1.00pm. 

3. Where do candidates line up before the exams? 

You should wait quietly outside the exam room until you are asked to enter the exam room by a 

member of Invigilating Team or Exams Officer. Check the seating plans, displayed          on the exam 

notice board outside Rm17, and ask staff for help if you cannot find your name or candidate 

number. 

4. What do candidates wear when sitting exams? 

Full school uniform must be worn by all candidates attending school for exams. 

5. What equipment do candidates need to bring to each exam? 

You must either use a clear, colourless pencil case or a clear plastic bag for your pens, pencils etc. 

Pens should be black ball point. Bring at least two to every exam. 

No Tippex, correction pens or gel pens are allowed. Do not use a highlighter on your exam answer 

booklet. (You can on the question paper to annotate if this helps you.) 

All calculators must conform to the exam regulations. If in doubt, check with your maths teacher. 

Remove any covers or instructions and leave these in your bags. Make sure batteries are new. 

You cannot borrow equipment from other candidates during the exam. 

 
6. What are candidates not allowed to bring into the exam room? 

No unauthorised materials or notes are allowed in the exam room; this includes school planners, 

revision cards, notes and /or writing on hands  and arms. You cannot wear a watch. You also cannot 

bring your bag or coats into the exam room. You cannot take in any electronic devices or 

earpods/airpods. 

7. Why can’t I bring my mobile phone into the exam room? 

Being in possession of a mobile phone (or any other electronic communication device, e.g. iPod, 

headphones, airpods, electronic glasses, data watches) is regarded as malpractice/cheating and 

is subject to severe penalty from the awarding bodies. Even if your phone is found on you but is 

switched off, you will be disqualified for that specific paper. If it is found to be switched on, you 

are likely to be disqualified for all papers for that subject. If found in possession of a mobile phone 

or other electronic device, the school will report you to the awarding body, as this is malpractice. 
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8. Can I still have my phone to monitor my glucose levels? 

Yes, but you must discuss this with the Exams Officer prior to the exams. During    the exam you  

must switch your phone off and hand it to the designated invigilator. You are responsible for 

collecting it at the end of the exam. 

9. Can candidates take food and drink into the exam room? 

No food is allowed in the exam rooms. If you have a cough, you may bring in unwrapped cough 

sweets in a clear bag but please alert one of the invigilators. 

You may take a bottle of still water into the exam room. The bottle must be clear, with no label or 

writing on the outside. 

10. Where are personal belongings stored during the exams? 

You cannot take bags or coats into the exam room. Store your belongings in your locker. You will 

also be advised to drop bags off in the Canopy outside the Sports Hall. Do not leave valuables 

there. Leave any valuables such as your mobile phone at home on the day of your exams. 

11. Where do I sit in the exam? 

You sit in candidate number order. Once allowed to enter exam room, you will find the desk with 

your name and candidate number on it. A seating plan of the exam room has to be made, showing 

where each candidate is seated for every exam. 

 
12. Who supervises candidates in the exam hall? 

The school employs external invigilators to conduct the exams. They must follow the JCQ 

regulations and uphold the integrity of the external exams process. Students are expected to 

behave in a respectful manner towards all invigilators and follow their instructions at all times. 

Students who are disruptive, communicate with others, distract other students, or behave in an 

unacceptable manner will be removed from the exam room by invigilators and members of the 

Senior Leadership Team. 

If you disrupt an exam, this will be dealt with in line with JCQ Regulations and the Malpractice 

Procedure. 

Invigilators will distribute and collect the exam papers, tell candidates when to start and finish the 

exam, hand out extra writing paper if required and deal with any issues that occur during the 

exam. 

Invigilators cannot discuss the exam paper with you or explain the questions. 

13. Can candidates start writing straight away when they sit down? 

No. Do not open the exam paper until you are told to do so. 

Do not start writing until you are told to do so by the invigilator. Listen carefully to the instructions 

and notices read out by the invigilator – there may be an amendment to the exam paper that you 

need to know about. Check you have the correct question paper – check the subject, paper and 

tier of entry. 

14. What do I do if I have the wrong exam paper? 

If you think you have the wrong paper, put your hand up and ask the invigilator to check. 
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15. What do I do if I forget my candidate number or the centre number? 

Your candidate number is displayed on the desk card on your desk. 

For each exam, the centre number and actual start and finishing times are displayed in the room. 

 
16. Can I go to the toilet during the exam? 

Make sure you go to the toilet before the exam. 

If it is absolutely necessary, put your hand up to speak to an invigilator. You will be escorted by 

an invigilator to the toilet and asked to turn out your pockets and remove your blazer and will not 

be allowed any extra time. A log is kept of all students who go to the toilet during an exam. 

17. Can I leave the exam early if I have finished? 

You will not be allowed to leave an exam room early. We are bound by rules from JCQ. If you have 

finished the paper use any time remaining to check over your answers and to ensure you have 

completed your details correctly. Do not distract others. 

18. What happens at the end of the exam? 

You will be told when there are 5 minutes of the exam left. Make sure you read all instructions 

carefully and number your answers clearly. When the time is up, you will be told to stop writing. 

You must stop when asked to. 

If you have used more than one answer book or loose sheets of paper, make sure that your name 

and candidate number are on each booklet/loose sheet and then slot these inside your main 

answer booklet. 

The invigilators will collect your exam papers before you leave the room. You can only leave when 

you are dismissed by the invigilation team. They will do this row by row. Remember you are still 

under exam conditions until you have left the exam hall. 

19. Can candidates take the exam paper out of the exam room? 

You are not allowed to take away any exam papers or rough notes when you leave the room. 

20. What happens if the fire alarm goes off during the exam? 

If the fire alarm goes off, do not panic. The Senior Invigilator will stop the exam and note the time 

this happened. You will be asked to close your exam paper. You must stay in exam conditions at 

all times and follow the invigilators’ requests. You will be escorted to the lawn outside the front 

of the school. You must remain in the order of your seating plan at all times and try to remain 

focused on your exam. 

If you are in a small exam room, you will follow the same procedure. 

When the all clear is given, you will be escorted back into the exam in reverse order of the above. 

The exam will then start up again, ensuring that you are given the time lost from the fire alarm 

procedure. The school later informs the exam board of the fire alarm interrupting the exam. 



11 

 

 

 

 
21. What if I feel ill during the exam? 

If you feel ill, put your hand up and speak to an invigilator. They are there to support you. Please 

do not put your head on the table when you have finished the exam; the invigilators need to know 

if you are unwell. 

22. What happens if I am too ill to come to school and sit the exam? 

If you experience difficulties during the exam period (e.g. illness, injury, personal problems) you 

must inform school at the earliest possible point so we can help or advise you. 

Only in ‘exceptional circumstances’ are candidates allowed special considerations for absence 

from any part of an exam. In all cases where an application is to be made for special consideration, 

it is essential that medical or other appropriate evidence is obtained on the day by the candidate 

or parent/carer and given to the Exam Officer without delay. A self-certification form (JCQ/Form 

14 self-certification form) should be downloaded and completed and sent to 

sstogneeva@stalhamhigh.org.uk . 

For the award of a grade by special consideration, where a student misses’ part of an exam 

through illness or personal misfortune, a minimum of 15% of the exam (including controlled 

assessment) must be completed. 

23. What is an Appeal for Special Consideration? 

Special Consideration is an adjustment to the marks or grades of a candidate who is eligible for 

consideration. The allowance for Special Consideration is from 0% (consideration given but 

addition of marks considered inappropriate) to 5% (reserved for exceptional cases). You should be 

aware that any adjustment is likely to be small and no feedback is ever provided to the school. 

Candidates will only be eligible for Special Consideration if they have been fully prepared and 

covered the whole course but performance in the exam or in the production of coursework is 

affected by adverse circumstances beyond their control. Examples of such circumstances may be 

serious illness, accident or injury, bereavement, or a domestic crisis. The Exams Officer must be 

informed immediately, so that the necessary paperwork can be completed (within 7 days of the 

last exam session for each subject) and the candidate will be required to provide compelling 

evidence to support such an application. 

24. If I am late, can I still sit the exam? 

Ring the school (01692 580281) to say you are going to be late. Ask for the message to be given to 

the Exams Officer or Mrs Davison. You should get to school as quickly as possible and report to 

student reception who will then contact the Exams Officer. Provided you are not more than 1 hour 

late, it may still be possible for you to sit the exam. You must not enter an exam room without 

permission after an exam has begun. You must ensure that you hand over your mobile phone and 

check that you do not have any prohibited items on you before you enter the exam hall. Make sure 

that you speak to the Senior Invigilator after the exams so that relevant paperwork can be 

completed for the Exam Board. 

It may not be possible to allow you any extra time if you start the exam late. You should also be 

aware that if you start the exam more than 1 hour after the published starting time, the school 

must inform the exam board and it is likely that the Exam Board may decide not to accept your 

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. 

 

http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms
http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration/forms
mailto:sstogneeva@stalhamhigh.org.uk
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25. If I miss the exam, can I take it on another day? 

No. Timetables are regulated by the exam boards, and you must attend on the given date and 

time. 
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After the Exam 

1. When are GCSE results issued? 

GCSE results will be available for collection on Thursday 21st August 2025 from 9.00 until 11.00 

via the Main Hall. 

If you would like your results posted to you, please supply a first class stamped addressed 

envelope to the exams team. Your results will then be posted on Thursday 21st August. 

2. Can my parents collect my GCSE results for me? 

If you wish any other person (including family members) to collect your results on your behalf, you 

must give written authorisation to the school before results day. They will need to bring 

photographic ID when they collect your results for you. 

3. Post Results Services 

If you did not get the grade you were expecting then it may be possible to request a review of 

marking, depending on how close you are to the next grade boundary. You may wish to seek the 

advice of the relevant subject leader to help you decide. Marks can go up and down or stay the 

same. A review of results is also costly, as reviews are for each exam paper, not the overall exam. 

You can request copies of your exam scripts to help guide your decision about a review of results. 

Members of staff will be on hand on results day to advise you what course of action to take. 

Further information will follow about this when you receive your results in August. 

 
4. When are GCSE Exam Certificates issued? 

 Your exam certificates are produced by the exam board and sent to school. We will advise you 
once they are available for collection (usually mid-late November). Certificates are only required 
to be kept by the school for one year however we do retain them up to 3 years. Certificates will 
be available for collection by the student between the hours of 9am and 3.30pm Monday to Friday. 
If you require someone else to collect them on your behalf, written permission must be received 
from the candidate by the Exams Officer and the person collecting certificates will need to show 
photo ID. 

5. What happens if I lose my GCSE certificate in the future? 

Stalham High School is only obliged to keep unclaimed GCSE certificates for a period of one year 

after their issue. If candidates do not collect their certificates within three years of their issue, the 

school will dispose of them securely. Thereafter, certificates can only be replaced by direct 

application to the appropriate exam boards. This will require proof of identity (such as a birth 

certificate) and a substantial fee exam board (approximately £50 per certificate).  
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Information About You and How Awarding Bodies Use It 

To be able to provide examinations and assessments, the awarding bodies (examination boards) need 

to collect and use information about you. Each awarding body is a separate organisation, and each has 

their own full Privacy Notice. These can be found via the links below: 

AQA https://www.aqa.org.uk/about-us/privacy-notice 
 

OCR https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/ 
 

Pearson https://qualifications.pearson.com/en/about-us/qualification-brands/gdpr.html 
 

WJEC https://www.wjec.co.uk/home/privacy-policy/ 
 

Complaints about how an awarding body handles your personal data can be made to the Information 

Commissioner (www.ico.org.uk). Information about the examinations and assessments themselves, 

including the rules about assessments, can be found on the JCQ Exams Office pages 

(www.jcq.org.uk/exams-office). The awarding bodies are regulated by Ofqual in England 

(https://www.gov.uk/government/organisations/ofqual). 
 

You will receive a statement confirming the qualifications you have been entered for and which 

awarding body early in the Spring Term 2025. 

https://www.aqa.org.uk/about-us/privacy-notice
https://www.ocr.org.uk/about/our-policies/website-policies/privacy-policy/
https://qualifications.pearson.com/en/about-us/qualification-brands/gdpr.html
https://www.wjec.co.uk/home/privacy-policy/
http://www.ico.org.uk/
http://www.jcq.org.uk/exams-office
https://www.gov.uk/government/organisations/ofqual

