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Introduction  

 
All candidates must read this booklet and the JCQ notices which are at the end of this booklet.  
 
Understanding the examination process is important for families and candidates in order to alleviate any 
anxiety.  It is important that all those involved are as well informed as possible about examination rules and 
regulations.  These rules and regulations are designed to ensure fairness and to minimise disturbance.  I t is 
in the interest of all th at the exams run smoothly. 
 
Stratford Girlsô Grammar School makes every effort to ensure that candidates receive the best possible 
preparation for their exam, that the administrative arrangements run smoothly and that the exams are 
conducted in a way that will cause as little stress as possible.  This helps candidates to achieve their best.   
 
Trial exams are also run to the same standards, in order that candidates are familiar with the process 
before they experience it for órealô. 
 
This guide is intended to inform you about all exams procedures, and to answer some of the most 
frequently asked questions about exams and to support candidates and parents through the exam process.  
It also contains the form al notices that we are required  by awarding bodies and the regulatory authorities  
to issue to candidates. 
 
If you would like further clarification, please contact the Exams Officer, Mrs Robbins on: 
 
 
Telephone:  01789 293759 Ext 246 
 
Email:  robbins.a1@sggs.org.uk 
 
 
ON EXAM DAYS PLEASE CONTACT THE MAIN SCHOOL OFFICE ON 01789 293759 AND LEAVE A 
MESSAGE, AS THE MAIN PRIORITY FOR EXAMS OFFICE STAFF WILL BE TO START THE EXAM 
SESSION ON TIME . 
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Who is responsible for public exams? 
 
Mrs Robbins is responsible for administering all public exam arrangements and for the oversight of 
candidates during exams, under the direct control of the Headteacher, who is known as the Head of Centre 
by the Awarding Bodies (exam boards). 
 
The Awarding Bodies set down strict criteria for the conduct of all exams and the school is 
req uired to follow them precisely.  
 

 

Can dates of exams be altered, at the schoolôs discretion, because of 
holidays or other commitments? 
 
The dates of public exams are fixed by the exams boards and are during May and June and can only be 
altered by a school because of an exam clash or because of a candidateôs international sporting 
commitments, and then only within strict criteria and wi th the prior permission of the exam b oards.   
 
No alteration can be made because a candidate is away on holiday for example. Parents should refer to the 
schoolôs policy with regard to taking children away on holiday during school time.  
 
Provisional exam dates, as soon as they are available, will be communicated via the school website, moodle 
and statement of entries.    
 
Language oral exams and Art practical exams usually take place during April and May.  The subject teacher 
will communicate the actual dates to candidates once they have been set. 
 
 

Trial Exams 
 
Year 11 Trial Exams ï December 2019 
Year 13 Trial Exams ï January 2020 
Year 12 Interim Exams ï April 2020 
 
Starting times for trial exams are slightly different to the public exams.  The  morning session will start at 
9.10am and the afternoon session at 1.25pm.  But please check your individual timetable for confirmation. 
 

 

What arrangements are made for study leave? 
 
The arrangements for study leave depend on the examination session being taken and these arrangements 
will be communicated to parents and girls . 
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Contingency Date ï 24th June 2020 
 
A contingency date is set by The Joint Council for Qualifications (JCQ) and is a day specifically set aside, 
should sustained national or local disruption arise during the June 2019 examination series. If disruption 
happens, the GCSE and/or A Level examinations would be taken any time up to and including the 24th June 
2020. Therefore, candidates are requested to make sure they are available up to and including 24th June 
and not to plan holidays until after this date.   This does not apply if you have completed all of your exams 
before this date. 

  
 

What information will candidates receive about their exam entries? 
 
¶ After the summer exam entries are processed on the schoolôs computer system, candidates receive 

a Statement of Entry detailing the subjects/ units for which they have been entered.    
¶ These statements should be carefully checked for anomalies and the Exams Officer should be 

informed of any problems immediately.   
¶ The Statement of Entry also gives candidates initial details of their exam timetable.    
¶ I f an exam is detailed on a Statement of Entry, the Exams Officer is expecting the candidate to sit 

the exam.  If a candidate does not attend an exam detailed on the Statement of Entry, they will be 
charged a withdrawal fee.  

¶ Once all seating has been done, clashes resolved and exam rooms booked, candidates and 
parents/carers will be issued with their final exam timetable via the school app.  This will also 
include venue information.  Your timetable is available to see on the school EduLink One app which 
you can also access on a PC or laptop https://www.edulinkone. com/#!/login  

 
It is the candidateôs responsibility to ensure that they ar e entered for the correct exams and 

their personal details are correct.    
 

 

What happens if a candidate is late for the start of an exam?  
 
¶ If a  candidate is going to be late for a s tart of an exam, they  or their parents  should telephone the 

main school number, 01789 293759, immediately  and ask for an urgent message to be 
passed to the Exams Officer, Mrs Robbins.  Note, emails will not be picked up until later in the 
school day so please do not email. 

¶ Depending on how long the exam has been in progress when the candidate arrives at school, it may 
be possible for them to be admitted to the exam room.   

¶ We are, however, bound by exam board regulations on this matter as mentioned previousl y. 
¶ The exam board published starting time for a morning exam is 9am and for the afternoon 1.30pm.  

SGGS official exam start time for a morning exam is 9.15am and the afternoon is 1.30pm 
¶ Normally candidates with a genuine reason for being late will be admit ted into the exam room if 

they arrive by 10am for a morning exam and 2.30pm for an afternoon exam.  They will have the full 
exam time. 

¶ A candidate who is later than 10am and 2.30pm will be allowed to enter the exam hall and sit the 
paper, however delays of this length have to be reported to the exam boards and it will be at the ir 
discretion whether they accept the paper for marking.   Note, if a candidate is late for a listening 
exam the candidate will have to go into supervised isolation. The Exams Officer will then make 
arrangements for the exam to take place asap on that day.  

https://www.edulinkone.com/#!/login
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¶ One of the key responsibilities of the invigilators is to check attendance of all candidates before an 
exam commences. If a candidate is missing, Mrs Robbins is informed as a matter o f urgency.  We 
will then endeavour to get in contact with the missing  candidate or their parents /carers, so we can 
try to get the candidate to the exam within the prescribed time limits.   It is vital that the school has 
up to date contact telephone numbers  on record to assist this process. 
 
 

What should candidates bring to the exams? 
 
¶ Writing equipment in a transparent  plastic bag or pencil case with no writing or designs . Nothing 

other than writing equipment should be in your pencil case.  
¶ Pens should ideally be biro types and black  ink  only . Many exam papers are electronically scanned 

for marking purposes, so using black ink improves the quality of reproduction .  Please do not use gel 
pens or fountain pens as the ink can come off in transit to the examiner  as the exam papers are 
tightly packed in envelopes. 

¶ Candidates will be asked to place calculators on the floor if the paper they are sitting does not 
require a calculator.  Calculator covers must not be brought into the exam room.  

¶ Some subject papers will require the use of set texts and candidates will be advised by their subject 
teacher about this. 

 
Candidates  are responsible for ensuring that they bring everything they need to the exam . 

 
 

Medication 
 
Medication will be allowed in the exam room but will need to be checked by the exams staff.  Medication 
must be put in a named clear bag which is to be left on the invigilatorôs desk.  If a candidate has an EpiPen 
or diabetic equipment/medication /food this needs to be in a clear bag and labelled with the candidateôs 
name.  Only EpiPens and diabetic equipment/mediation/food will be allowed to stay with the candidate but 
must be placed on the floor next to their desk.  Cough/throat sweets will only be allowed if permission is 
sought from the Exams Officer and there is a genuine need for them.  Cough/throat sweets should be 
removed from all packaging and kept in a labelled clear bag and checked by the invigilation staff.  Please 
make the Exams Officer aware of any medical conditions before your exams start. 
 

 

What should candidates NOT bring with them?  
 
Some items are strictly banned from exam rooms and should not be brought into the exam under any 
circumstances. Infringement of these rules will always be reported the exam board.  
 
¶ Mobile Phones  ï these should be left at school reception or in lockers/bags well away from the 

exam room. 
¶ Any electrical equipment  ï unless permitted for individual language or music exams. 
¶ The use of correction fluid , correcting tape  or correction pens  is not permitted.  Candidates 

should cross through work they do not wish to be marked , neatly, with one line . 
¶ Use of highlighters is also strictly controlled  and can only be used to highlight a question a nd 

they are not to be used on your answers. 
¶ Notes, papers and text books etc are only allowed in certain exams and candidates will be informed 

by the subject teachers if this is the case.   Rough paper is not allowed or issued. 
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¶ Candidates should not bring lucky mascots, food, sweets or chewing gum into the exam room.  
Cough/throat  sweets may be allowed for genuine reasons but please seek permission from a 
member of the Exams Officer. 

¶ No badges on uniform, you will be asked to take these off.  
¶ Sixth form lanyards are to be taken off and placed on the floor.  

¶ No digital/smartwatches/electronic devices. 
 

Can candidates bring a drink? 
 
Candidates may bring a drink with them into the exam room  in a clear bottle with no writing or designs and 
it must only contain water  and have a sports top. 
 
Al l labels must be removed from bottles, if the label cannot  be taken off , the bottle will be 
taken away from you .  
 
 

Going to the toilet during an exam  
 
If a candidate needs the toilet during the exam they will be allowed to go but will have to be escorted by an 
invigilator as they will be under exam conditions.  Their exam time will not  stop and they will not  be 
entitled to more time because of going to the toilet.  Candidates will not  be allowed to go to the toilet 
during the last 10 minutes of their exam  and only one candidate will be allowed to go at any one t ime.  If a 
candidate has a diagnosed medical condition that means they need frequent toilet breaks, please discuss 
this with the Exams Officer. 
 

 

Watches 
 
Absolutely no smartwatches/digital /electronic watches will be permitted in the exam room .  You may bring 
an analogue watch into the exam room but it must  be taken off your wrist and placed on your desk .  This 
is a JCQ regulation that must be adhered to or you will be reported for malpractic e and you may be 
disqualified from all your exams. 
 
 

What happens if a candidate doesnôt attend an examination for which 
they have been entered? 
 
A candidate who absents herself from any examination must provide a satisfactory reason.  A doctorôs note 
might be requested.  

 
Parents should be aware that the s chool will s eek to recove r any examination fees incurred 
from candidates  who fail to attend exams  without good reason.  
 
 

What should candidates wear for exams? 
 
¶ Exams are a school activity and girls must adhere to the school uniform/sixth form dress code as 

stipulated in the school policy.  
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¶ Candidates dressed inappropriately will be reported to their Head of House.   
¶ Candidates should not bring coats and bags into the exam room.   
¶ We would ask that candidates wear soft soled shoes when sitting exams as this limits the noise 

when they enter and leave the exam venue.   
¶ Items of jewellery such as bracelets should not be worn as they make a noise on desks and can 

cause disruption for other candidates.  If a candidate comes into the exam room wearing a bracelet 
they must  take it off. 

¶ Watches must be removed and placed on the exam desk, see above. 
 

 

What do I do if my child is unwell at the time of one of the exams?  
 
¶ If  a candidate feels unwell before the start of an exam they must communicate this to the Exams 

Officer or an invigilator.  We will do our best to seat someon e who is unwell near the door.  If they 
start to feel unwell during an exam they must raise their hand and let the invigilator know.  

¶ As a parent, please email the Exams Officer and Pastoral Office/Sixth Form Office stating the reason 
your daughter is unwell so we have evidence on file as in some cases we might be able to apply for 
special consideration to the exam board.  Please be aware that we will not know if this will be 
accepted and if any adjustment is made to results.   

¶ For more serious illness you might be requested to obtain a letter from your doctor, but please be 
aware that you may be charged for this.  

¶ In some cases, the Head of House/Head of Sixth Form can also write a letter which needs to be 
addressed to the Exams Officer.  All correspondence is to be addressed to the Exams Officer not the 
exam board. 

¶ If your child is too unwell to attend an exam due to illness or other serious issues, please 
telephone  the school as soon as possible to advise us tha t your daughter will be absent 
from an exam .   
 
 

Ramadan 
 

If Ramadan falls during an exam session, exams cannot be changed. Candidates who are fasting need to be 
aware of the impact on their bodies at this important time and to please make sure plenty of food and 
water is consumed before fasting begins to sustain you throughout the day.  If you feel unwell during an 
exam please notify an invigilator.  Unfortunately, special consideration cannot be given for Ramadan only 
for illness.  Please also note decorating of hands such as Henna tattoos during exams is forbidden during 
the exam period.  Any candidate who has decorated their hand will need to show the Exams Officer and 
they will be asked to cover up their hand by either using a glove or bandage which could impact on writing . 
 
 

The Equality Act 2010 
 
The Equality Act 2010 requires a school to make reasonable adjustments where a candidate, who is 
disabled within the meaning of the Equality Act 2010, would be at a substantial disadv antage in 
comparison to someone who is not disabled. A school is required to take reasonable steps to overcome that 
disadvantage. An example would be a Braille paper which would be a reasonable adjustment for a visually 
impaired candidate who could read Braille. 
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If there are any concerns that are particularly relevant to a candidateôs ability to successfully sit her exams, 
please ensure that these are communicated to the SENCO and the Exams Office at the earliest opportunity. 
We can then discuss what reasonable adjustments can be made to overcome these difficulties, without 
compromising exams regulations 
 

 

What happens if the exam room has to be evacuated? 
 
¶ Ensure you listen to and follow all the invigilatorôs instructions. 
¶ You will be asked to stop the exam and the invigilators will note the exact time this occurs . 
¶ All examination materials, answer papers, writing equipment etc. should be placed on your exam 

desk. 
¶ You will be asked to calmly leave the exam room, leaving all equipment and papers behind. You will 

be asked to exit from the nearest fire exit on instructions from the invigilator.   
¶ You will remain under exam conditions at all times while exiting the building and assembling outside 

the building. You cannot talk to anyone throughout the whole peri od of evacuation. A breach of this 
regulation will be reported to the relevant exam board and may result in your disqualification . 

¶ The invigilators will conduct a roll call using the exam attendance sheets. 
¶ You will remain in silence at all times. 
¶ When the invigilators are given clearance to re-enter the exam room, you should follow their 

instructions. Once in the exam room you should find your seat and wait further instructions . 
¶ The invigilators will formally announce the restart of the exams and a revised  finish time will be 

written on the exam board or a card which is given to candidates who have extra time. 
¶ The Exams Officer will apply for special consideration for all candidates who are disrupted by an 

evacuation of an exam room. 
 

 

Malpractice 
 
The school will notify an awarding body immediately by completing the appropriate documentation of any 
alleged, suspected or actual incidents of malpractice.  Notification must be made to an awarding whether 
involving a candidate during examinations or following the authentication of controlled assessment, 
coursework, non-examination assessment or verification of other assessed qualifications.  Not adhering to 
JCQ regulations is malpractice. 
 
 

When and how are exam results distributed? 
 
A Level Results Day 2019    Thursday , 13 th  August 20 20  ï Year 13 ï time tbc  
 
GCSE Results Da y 2019    Thursday , 20 th  August 20 20  ï Year 11 ï time tbc  
 
Exact timings for girls to collect their results will be communicated to candidates and parents/carers via 
email and the school website, as soon as they have been confirmed. 
 
Candidates in Years 7, 8, 9 and 10 who sat GCSEs will have their results posted to home on 20th August and 
we politely request that all candidates other than Year 11 do not attend  school or phone for their results , 
as Year 11 results must take priority. If a candidate in Year 12 takes an exam they will be able to collect 
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their results at the same time as Year 11 and Year 13.  External candidates may also collect their results at 
the same time as Year 11 and Year 13. 
 
¶ Results collection is usually from the main school hall. 
¶ If you are unable to collect your results in person, you can nominate another person to collect on 

your behalf, but please try and attend results day as it is a very important day and you could mi ss 
vital information and support.    

¶ Please email Mrs Robbins (robbins.a1@sggs.org.uk) stating the name of this person  by 8th July.  The 
nominated person will be asked for identification before results are relea sed to them.   

¶ If you are in Year 11, 12 or 13 you can have your results emailed to your school email address.  
Again, please email the Exams Officer by 8th July to request this service. Any requests received after 
the 8th July might not be granted due to time constraints. 

¶  
 

No results will be issued over the phone and no results will be issued to any other person  
without written permission from the candidate.  

 
 
During results weeks the Exams Office will be open: 
 
 Tuesday, 11th August ï 9.30am to 2.30pm 

Wednesday, 12th August ï 10.00am to 2.30pm 
 Thursday, 13th August ï 9.30am to 3.00pm 

Friday, 14th August ï 9.30am to 11.30am 
 

 Tuesday, 18th August ï 9.30am to 2.30pm 
Wednesday, 19st August ï 10am to 2.30pm 
Thursday, 20th August ï 10am to 3.00pm 
Friday, 21st August ï 9.30am to 11.30am 
 
 

Post results support and information 
 
All post results information will be included in your results envelope, please read this carefully and note 
deadline dates.  A post results service can only be requested by a candidate, not a parent/carer or teacher, 
unless the candidate has given permission in writing that a parent/carer or teacher can request a post 
results service on their behalf. 

 
 

Appeals 
 
The school is responsible for putting formal procedures in place for dealing with concerns from candidates 
and their parents/carers, about internal assessment procedures and enquiries about results.  
 
NEA (Non-Examined Assessment) 
 
Non-Examined Assessments measure subject-specific knowledge and skills that cannot be tested by timed 
written papers. In the old specifications they were known as coursework , but nowadays they cover 
assessed work that may be completed in school and which count for a public exam. This includes the EPQ. 

mailto:robbins.a1@sggs.org.uk
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The school has a NEA policy which is available through Mrs Robbins which is the definitive document 
relating to NEAs ï this handbook is for information for candidates. 
 
The school has a duty to inform candidates of their internally assessed marks which a candidate can appeal. 
A candidate has 5 working days after receiving the mark to make an appeal. You can request a copy of 
your work and the mark scheme to help you to decide if you wish to request a review of marking, although 
the original 5 working day deadline from receipt of marks still applies. Often the receipt of marks will 
coincide with the candidate signing the declaration (eg the Log Book in the EPQ). This deadline is necessary 
to ensure that the review can be completed before marks are submitted to the examination board, which 
means it is necessary to limit the amount of time available to request a review of marking.  
 
The grounds for an appeal are very clear: it needs to specifically relate to how you believe the mark 
scheme has not been applied correctly to your work . Your appeal cannot simply because you feel 
you deserve a higher mark, or your vi ew of the quality of teaching.   
 
There is a £75 cost attached to making this type of appeal  to cover the administrative and teacher costs. 
This payment must be made ahead of the 5 day deadline from receipt of marks or with the submission of 
an Appeal Form.  
 
An NEA Appeal Form must be completed, which can be obtained from the Exams Officer. Please note that 
the completed form and payment must be handed in to the Exams Officer within 5 days from the receipt of 
marks. A decision will then be taken by the Head of Centre as to whether or not there are grounds for an 
appeal. If there are grounds for an appeal, t he School will allow 5 working days in which to carry out a 
review (so school holidays could affect the timeframe).  
 
If there are grounds for a review, it  will be conducted by somebody who has appropriate competence but 
who is not connected with the original assessment of the work, and  has had no previous involvement in the 
assessment of that candidate. They must also have no personal interest in the review, ie no personal 
connection through family or friendship.   This could mean, in certain subjects, that this review has to be 
conducted by someone external to the school. The school will make the decision as to the best person to 
conduct the review. Candidates should be aware that external moderation by the exam board can result in 
changes to the cohortôs marks (see below) regardless of the outcome of an NEA appeal.   
 
The outcome of the review of the Schoolôs marking will be made known to the candidate and the Head of 
Centre and will be recorded. Candidates must be aware that, as a result of a review, marks could 
go down, stay the same or go up. If there is a change of mark, the Head of Centre will take a view as  
to whether or not it is within tolerance  for the Centre. A written record will be kept and made available to 
the awarding body upon request. Should the review of the Schoolôs marking bring any irregularity in 
procedures to light, the awarding body will be  informed immediately.   

Following candidatesô work having been internally assessed, it is moderated by the awarding body to ensure 
consistency in marking between centres. The moderation process may lead to mark changes, either up or 
down. This process is outside the control of Stratford Girlsô Grammar School and is not covered by this 
procedure. 

Post results 
 
I f you are not happy about the outcome of a n enquiry about results ( review of marking), you can request 
an appeal.  The grounds for an appeal must be because you believe there has been an error in the review 
of marking.  An óInternal Appeals form against the outcome of an EARô must be completed and can be 
obtained from the Exams Officer who will in turn pass this to the Headteacher who will decide if a n appeal 
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to the exam board should be made. Appeals should be made to the exam board within 30 calendar days of 
the outcome of a review of marking .  A fee will be charged at the time of the reques t. 
 
Appeals  and enquiries about results  can only be requested  by candidates  not parents/carers.   
 
 

How do candidates apply to re-sit an examination? 
 
Please speak to Mrs Robbins in the first instance.  
 
 

How should fees be paid? 
 
All fees should be paid on Parentpay.  The Exams Office can accept cheques made payable to ñStratford 
Girlsô Grammar Schoolò from external candidate or those who do not have a Parentpay account.  Cash will 
be accepted if it is the exact amount as no change is available. 
 
 

When do candidates receive certificates? 
 
School will receive official certificates from exam boards in November and once checked and sorted will be 
available for collection mid December.  Details of collection will be sent via email to candidates, 
parents/carers.  i f you have left SGGS please make sure the school has a current email address for you so 
you can be contacted. 
   
Important Note:   The school is instructed by the exam boards to keep these certificates for a maximum 
of 12 months, after this time we are instructed to destroy certificates  or send them back to the exam board , 
so please collect them promptly .  Please note exam boards might not be able to supply a replacement 
certificate but will issue a certifying  statement of results which will cost you  money! 
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