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 Introduction 
The aim of this booklet is to help you to understand what to expect in your 
forthcoming exams.  

The Awarding Bodies (Examination Boards) set down strict criteria and rules 
which must be followed during exams.  All students and staff at Haygrove 
School are required to follow these strict criteria in order to comply with 
regulations. 

Links to documents detailing these regulations can be found on page 14 of this 
booklet or on the Haygrove School website (under Learning, Key Stage 4, 
Exams and Revision and then scroll to the bottom of the page).  

Information that requires student/parent checking or action is shown in red. 

If there is anything you do not understand, or you need further information 
about your exams, please do not hesitate to contact me.  

 

Mrs Woodley  
Examinations Officer  
T: 01278 455531  
E: Exams@haygrove-qet.co.uk (for exam related questions only) 

  

mailto:Exams@haygrove-qet.co.uk
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 Before Exams 

Statement of Entry 

• Before receiving your final timetable, you will receive a Statement of 
Entry.  This will detail the exams you have been entered for, including 
tier of entry.  
 

• Please check this carefully.  It is your responsibility to report any queries 
to your subject teacher and/or Mrs Woodley as soon as possible. 
 

• Once you are happy with your entries, please sign the Statement of 
Entry and return it to Mrs Woodley or Mrs Mills. 

Exam Timetable 

• Once you have returned your signed Statement of Entry, you will receive 
your individual Exam Timetable. 
 

• This will show the date, time, duration, location and seat number for 
each of your exams.  For those subjects with tiers of entry, the entry 
codes will end with either an H (higher) or an F (foundation). 
 

• Y11 students will also receive a revision and exam information booklet 
which should be used in addition to your Exam Timetable as this will 
advise you when there are revision/warm-up sessions prior to your 
exams.  You must make every effort to attend these sessions in order to 
achieve the best results possible. 
 

• If you have an exam clash (more than one exam scheduled on the same 
date and time), Mrs Woodley will have attached details of how the clash 
will be managed, to your Exam Timetable.  Please speak to Mrs Woodley 
if you need further clarification of these arrangements. 
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 Before Exams 

Exam Timetable (continued) 

The following information will appear at the top of your Exam 
Timetable and is used between the awarding bodies and 
Haygrove School: 

Candidate name 
 

Please check your name is correct.  
Exams should be entered using your 
legal name unless there are 
extenuating circumstances.  Your 
name should match other legal 
documents such as your passport. 

Candidate number You have been issued with a personal 
four-digit candidate number.  This will 
also appear on your candidate card 
which will be on your exam desk in 
every exam.   

Unique Candidate 
Identifier (UCI) 

All students will have a UCI.  This is a 
set of twelve numbers and one letter 
and is shown at the top of your Exam 
Timetable.   

Centre number All schools approved to deliver exams 
are called ‘Centres’.  The Haygrove 
School centre number is 63209. 

Unique Learner 
Number (ULN) 

This is a number that is assigned to 
you and any academic/vocational 
qualifications you take throughout 
your lifetime can be attached to this. 
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 On the day of your Exams 

Examination Regulations 

Notices are displayed outside/inside each exam room (copies on pages 12 and 
13 of this booklet).  It is important that you read and understand these 
regulations as any breach of these rules could result in you being disqualified 
from the exam. 

Haygrove School must report every breach of the regulations to the awarding 
bodies.  Our failure to do so would mean we are committing malpractice. 

Equipment you will need 

You should arrive prepared for your exams and bring with you the following 
equipment.  These must be in a clear plastic case or loose. 

• Black pen and a spare 
• Pencil and sharpener 
• Ruler 
• Eraser 
• Protractor 
• Compass 
• Calculator (without a lid) with new batteries. Calculators must comply 

with JCQ regulations (see link on page 14). 

Food and drink 

Food is not permitted in the exam room.  If you require access to food for a 
medical condition this must be arranged with Mrs Woodley prior to the start of 
the exam season. 

Water only is permitted in the exam room and must be in a clear bottle with 
no labels and a small/narrow lid. 
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 On the day of your Exams 

Prohibited items 

It is against regulations to bring any of the following items into an exam.  
Failure to abide by these regulations may result in disqualification. 

• Phones. 
• Watches of any kind. 
• MP3 players, iPods, Airpods, earphones/earbuds or any other 

technological/web enabled items. 
• Calculator covers. 
• Programmable calculators. 
• Notes, books or other pieces of paper. 
• Correcting pens, fluid or tape, erasable pens or blotting paper. 

Exam conditions 

You are under exam conditions from the moment you enter the exam room.  
This means: 

• You must not communicate with any other candidate in any way. 
• You must not behave in a way that distracts other candidates taking the 

exam.  This includes fidgeting, tapping and turning round. 
• You must not bring into the exam any of the prohibited equipment listed 

above. 
• You must not become involved in any unfair or dishonest practice. 
• You must not disrupt the exam.  If you do so you will be asked to leave 

and not permitted to return. 
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 On the day of your Exams 

Invigilators 

Trained Invigilators are in the exam room to supervise the conduct of the 
exam. They will assist the Exams Officer in distributing and collecting exam 
papers. 

If you require assistance during an exam, raise your hand and an Invigilator will 
come to you. 

Please treat Invigilators with respect and courtesy at all times.  

Attendance at exams 

You are responsible for checking your exam timetable and arriving on the 
correct day and time.  You must arrive at the exam room at least 15 minutes 
before the start time shown on your timetable. 

You must attend exams in full school uniform. 

Start times of exams 

There are official start times set by the awarding bodies for morning and 
afternoon exams.  If you miss an exam, you cannot take it at another time. 

Morning exams  - 9.00am 

Afternoon exams - 1.30pm 

Be careful not to confuse ‘duration’ with ‘start time’.  For example, the 
duration of the exam may be 1hr 45 and this could be mistaken for 1.45pm.   

These times may vary if you have a clash of exams and Mrs Woodley will notify 
you if this is the case. 
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 On the day of your Exams 

Finish times of exams 

Finish times of exams will vary depending on the length of the exam paper but 
will be shown on your Exam Timetable.  It you are entitled to additional time 
this will be shown on your Exam Timetable and be reflected in the ‘end time’. 

Finish times are approximate and will depend on whether the exam started on 
time or was delayed due to such things as a fire alarm. 

Please note that exams could continue past the end of the school day so if you 
rely on school transport, you must make alternative arrangements for getting 
home.  You will not be allowed to leave the exam early to catch the school bus. 

Absence from an exam 

You must attend all exams you have been entered for.  If you do not attend an 
exam for a valid reason, the school may charge you for the entry fee.   

You will not be able to take the exam on a different day or time. 

If you cannot attend an exam for a valid reason, you must inform the school 
immediately in the usual way.  

If you are absent from an exam, it will affect your final grade.  

We would strongly recommend that all students attend all exams and speak to 
Mrs Woodley if you are unwell. 
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 Results and Certificates 

Results day 

On results day students will be able to collect their results in person.  They will 
be issued with a ‘Statement of Results’ which comes as a single sheet of paper. 

• Results day is on Thursday 20 August 2026.  
• Y11 students can collect their results at 9am. 
• Y10 students can collect their results at 10am 

Results cannot be issued over the phone for data protection reasons. 

It is not currently our practice to email results home.  This is because we want 
to provide the support and guidance that students may need on results day 
and this can only be provided in person. 

Results cannot be given to any person other than the students without their 
prior written consent.  Forms for this are available from Mrs Woodley. 

Certificates 

Official Awarding Body certificates will be issued at Awards Evening in 
November 2026. 
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 Frequently asked questions 

What do I do if I think I have the wrong paper?  

You will be asked to check your paper before the examination starts. You must 
check that you have the correct tier as well. You must put your hand up 
immediately and advise the Invigilator if you think you have the wrong paper.  

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

Late students are permitted to sit the examination at the discretion of the 
school. If a student is considered very late by the examination board, more 
than an hour after the official start time (see page 7), it is possible that they 
may decide not to accept your work.  

Please note that if you arrive for your exam after the published finish time you 
will not be allowed to sit your exam under any circumstances.  

If I miss the exam, can I take it on another day? 

No. Dates and times are set by the examination boards, not the school, and the 
exam will be taken nationally at the same time.  

What do I do if the fire alarm sounds during an exam?  

Stay calm and remain seated whilst Invigilators tell you what to do. You will be 
asked to close your papers and the clock will be stopped. You will then be 
evacuated onto the school field in silence. 

When evacuated you must leave everything in the exam room and remain in 
silence. You must not communicate with any other student during the 
evacuation as you are still under exam conditions. 
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 Frequently asked questions 

What happens if I take a mobile phone or storage device into the exam room?  

Mobile phones/ipods/data storage devices (including watches of any kind) 
should not be taken into the exam room. If these devices are taken to the 
exam room they must be handed to an invigilator before the exam is started.  

If you are found to have such a device in your possession during the exam, the 
school has no choice but to report the incident to the Examination Board. The 
Examination Board will determine the outcome.  

Can I go to the toilet during the exam?  

Toilet breaks are disruptive to other students and so are discouraged. 
However, if you need to visit to the toilet, please ask an Invigilator.  You will be 
asked to remove your blazer. 

Please note that no extra time is given for any such toilet breaks and the exam 
finish time will remain the same. 

Toilets are checked regularly for prohibited materials. 
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Useful links 

Preparing to sit your exams 
Preparing_to_Sit_Exams_25-26.pdf 

Written exams 
IFC_Written_Exams_25-26.pdf 

Privacy Notice 
Microsoft Word - Information for candidates - Privacy Notice_MR 

Social Media 
JCQ Social Media Infographic v4 

Calculators 
Using_Calculators_25-26.pdf 

 

 

https://www.haygroveschool.co.uk/docs/exams_and_revision/exam_regulation/Preparing_to_Sit_Exams_25-26.pdf
https://www.haygroveschool.co.uk/docs/exams_and_revision/exam_regulation/IFC_Written_Exams_25-26.pdf
https://www.haygroveschool.co.uk/docs/exams_and_revision/exam_regulation/IFC_Privacy_Notice.pdf
https://www.haygroveschool.co.uk/docs/exams_and_revision/exam_regulation/Social_Media_25-26.pdf
https://www.haygroveschool.co.uk/docs/exams_and_revision/exam_regulation/Using_Calculators_25-26.pdf

