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Introduction
The aim of Ysgol Glan Clwyd’s examinations 

team is to ensure that exams are a successful and 

relatively stress free experience for all candidates.

We hope this booklet will prove useful to you 

and your parents.  Read it carefully – in it there 

are instructions from the Joint Council for 

Qualifications; they are responsible for all exams 

nationally.  The rules are strict, and it is expected 

that all schools and all candidates across the 

country follow them.

We hope that any questions you may have 

regarding the exams process, from beginning to 

end, will be answered in this booklet.  Remember, 

if you do have any questions or need clarification 

on anything, contact Miss Gwennan Roberts, 

Examinations Officer – this is your chance!

Remember... 
we are here to 
help you!

Staff that
can help...
 Miss Gwennan Roberts 

 Exams Officer

 Mrs Manon Tudur

 Progress Leader

 Mrs Dona Jones

 Year 10 & 11 Learning Mentor 

This booklet includes all the 

information needed for your 

GCSE examinations – make 

sure you read it carefully, and 

understand its contents.  

Keep it safe, you may need to 

refer back to it. 



The Exam Year
There are four sessions of formal examinations 

during the academic year – three official sessions 

and one session of internal examinations

November   External GCSE examinations at   

 the beginning of the month

 Yr 11 internal examinations at the 

 end of the month.

January  External GCSE examinations

February Yr 10 internal examinations

May/June External GCSE examinations

The process...
from start
to finish
1  Registration – your teachers will arrange 

which exams and tiers you are supposed to sit.

 

2  Checks – you and your teachers will receive 

a Statement of Entry, showing details of all exams 

you’ve been entered for.  This is when you check 

that all exams you expect to see are listed, and all 

personal details are correct, including your name 

and date of birth.  It’s very important all details are 

correct – if there’s a problem, go to see Miss Roberts 

straight away.

3  Timetable – after checking everything is as it 

should be, you will receive a timetable, showing the 

dates and times of all your exams

4  The exam – always do your best!

 

5  Results – this is when the fruits of your labour 

will show!



Exam 
preparation 
and revision
Effective study is a combination of factors – time 

management, preparation, progression and being 

realistic. Perhaps time management is the most 

important factor of academic success. You must be 

able to manage time to succeed.  A health balance 

of study, relaxation and rest is vital in all that we do. 

• REMEMBER – it’s about quality, not quantity.  

 It’s not the number of hours that counts, but 

 how much you do during those hours.

• Make a note of how much time is needed on 

 various aspects of your work – this will help you 

 to manage your time better the next time you 

 have a similar project.

• Set up a study group – compare revision notes/ 

 course work and subjects. Test each other.

• Ensure that your notes are complete and orderly  

 before starting revision.

• Arrange a revision timetable. 

CHECK YOUR TIMETABLE! Make you sure you 

know the date and time of all your exams

In the classroom
• Listen carefully to directions from your teacher.

• Take notes throughout the lesson.

• Make a detailed note in your diary of the set   

 homework/coursework.

• Make a note of the date to submit the 

 homework/course work.

• Ask each time if you are unsure of any 

 instructions or if you don’t understand a task.

At home
• Prioritise your work – does one subject or   

 project or other require more attention?

• Concentrate – if you find it difficult, study in 

 short periods; aim for 2 hours each night.

• Try to avoid things that will distract you, such as 

 your phone, the television or the computer. 

 Choose a suitable, quiet place to work.

• Progression – keep to a routine; organising your 

 personal time and study techniques will pay off 

 in the long run.

• Take a rest every now and then when revising. 

 Go out for some fresh air - go for a walk or to 

 play football. Remember to eat nourishing food. 

 Do things to help you relax at weekends, 

 by keeping fit and socialising, as well as in the 

 evenings.

• Organise a revision timetable – the learning 

 mentors can help you to make a revision timetable.

• Ensure that you revise all the work (even the   

 difficult bits!)

• If you don’t understand your work – go back to  

 the teacher for more assistance.

It is NOT possible to re-arrange an examination – 

the date on your timetable is the only opportunity. 

Misunderstanding your timetable is not an 

adequate reason to be late or fail to attend an exam. 

Do not rely on your friends – their timetable could 

be different to yours.



On the day
of the exam
You should make sure you eat a good, healthy 

breakfast on the morning of the exam – it will 

be difficult to concentrate with 

an empty stomach!

All pupils should be in FULL 

school uniform – including blazer.  

On warm days, permission will be given to remove 

blazers once everyone is seated.

Your first stop when you arrive at school should be 

the notice board to check the details of your exam 

that day – some minor details may have changed 

since you received your timetable. 

 

You must be outside the exam room AT LEAST 15 

minutes before the start of the exam.  Morning exams 

start at 9.30 and afternoon exams at 1.30, unless stated 

differently on your timetable.

Most often, your exam will be in either the Theatre or the 

Gampfa.  Sometimes, alternative rooms may be used.  Any 

changes will be displayed on the notice board.  Remember 

to ask a member of staff if you’re unsure.

 

Go to the toilet BEFORE the exam.  Toilet breaks will 

only be allowed in exceptional circumstances, and 

you will not get the time back.  An 

invigilator will escort you to the toilet 

– you must stay under supervision for 

the duration of the exam.  You will not 

be allowed to leave the exam room 

during the first hour, or the last half 

hour (without sufficient reason)

You are not allowed to take any unauthorised 

materials into the exam room – 

coats, bags, mobile phone, smart 

watch, electronic devices of any 

kind (including accessories), 

revision notes – including writing 

on your hands.  If you are found with any of these 

things during the exams, YOU WILL BE DISQUALIFIED!

All coats and bags must be left outside the exam 

room.  Any valuable items that you do not wish to 

leave in your bag on the corridor should be taken 

to the Hwb for safekeeping.  The school takes no 

responsibility for valuable items left in unattended 

bags.

If you enter the exam room, then realise you still 

have unauthorised materials in your 

possession, you must hand it in to 

an invigilator immediately.  Once 

the exam has started, it will be too 

late and will be considered as an 

attempt to cheat, even if you did 

not intend to use it!

Once you are in the exam room, you must be 

completely silent, and follow the JCQ’s rules.  A copy 

of the rules will be displayed outside every exam 

room, and in the back of this booklet.

You must follow staff and invigilator instructions.  

They are accountable to the awarding bodies and 

the JCQ and must report any incidences of potential 

malpractice.

There will be occasions where more than one exam 

will be held in the same room.  Every care is taken to 

make sure the right paper is on your desk, but you 

must take responsibility to double check you have the 

correct paper (including tier) in front of you.  If you’re 

unsure, put your hand up.

If you wear a standard watch, you 

should place it on the desk for the 

duration of the exam.

There will be a card with your 

name on the desk assigned to 

you.  Find your desk quietly and 

without fuss, and without talking or 

communicating with your fellow 

pupils.



Equipment
You should only bring the equipment necessary for 

that exam into the room, in a clear bag or pencil 

case.  You must remember to bring your own 

equipment.  You should bring the following to every 

exam:

- BLACK ink or biro. This is VERY important!

 No other colour is acceptable – most papers are 

 scanned and marked electronically; other colours 

 do not always show clearly when scanned. Using 

 a different colour ink could mean you lose marks 

 if the examiner cannot read your work. Gel pens 

 are also not acceptable, for the same reason.

- Pencil and eraser (and sharpener if required)

- Highlighter

- Ruler, protractor and compass (for maths exams  

 and some technical subjects such as Geography  

 and Design & Technology)

- Calculator.  The calculator’s memory must be   

 cleared, and the lid must be left in your bag. 

- You cannot use correction tapes or fluid or 

 erasable pens.

You cannot bring food or drink into the exam 

room.  You may bring a bottle of water, with prior 

permission from Miss Roberts.  It must have a 

proper lid, with labels removed.  It must be kept 

on the floor next to your desk, to minimise risk of 

getting your paper wet.

The awarding bodies process over 15 million exam papers nationally every year.  It is therefore VERY 

IMPORTANT that this information is correct.  The school or the awarding bodies takes no responsibility for 

delayed or missing results due to incorrect information on the front of the exam paper. 

Completing 
the front
of the exam 
paper
This may seem basic, almost silly to put here, but 

mistakes are made by candidates every year.  The 

awarding bodies’ regulations have changed this 

year, and centre staff are not allowed to amend 

details if they know they have been completed 

incorrectly.

Cyfenw / Surname – last name – this should 

be your legal name [i.e. the name on your birth 

certificate]

Enwau eraill / Other names

Your first and middle name.  You should use your 

full name i.e. Samuel, not Sam

Rhif y Ganolfan / Centre number

This is the same number for everyone at Ysgol 

Glan Clwyd – 68171. This will be noted on the 

whiteboard at the front of the room as well as the 

card on your desk.

Rhif ymgeisydd / Candidate number 

This is your personal number; a 4 digit number, also 

on your exam card. 



During the exam
If you have any problems or questions, put your hand up to get the invigilator’s attention – 

do not distract other pupils. 

If you feel unwell, let an invigilator know – nothing can be done after the exam! 

In an emergency, (e.g. fire alarm), you should stop writing and remain seated until you 

receive further instruction.  The exam paper and all equipment must be left on 

the desk, and you should leave the room without talking – an invigilator will 

escort you.   You will remain under exam conditions, even though you aren’t 

in the room.

Do not write anything extra, or doodle on, or colour in, any part of your exam 

paper – you could lose marks.

At the end of the exam
Remember to check the information on the front of your paper  is correct and complete. 

You MUST stay seated quietly for the duration of the exam. 

When you are released, you should leave the room quietly, and do not talk until you’ve left the area – it’s 

possible another exam is still in progress in the room. 

RELAX! The hard work is over!



Absence / 
illness
It is NOT possible to re-arrange an external exam.  

Everyone is expected to turn up to every exam, 

where possible.

If you feel unwell on the morning of the exam, you 

should explain the circumstances to 

Miss Gwennan Roberts or Mrs 

Dona Jones – we will always 

try to accommodate when 

possible, although it isn’t 

always possible to change 

arrangements.

If you are truly unwell and unable to attend the 

exam, you MUST call the school as soon as possible 

on the morning of the exam.  Miss Roberts will then 

go through the next steps with you.

Sometimes, personal circumstances other than 

illness can affect a pupil’s exams.  We will not be 

able to make alternative arrangements in every 

case, but come to discuss any issues with Miss 

Roberts, Mrs Tudur or Mrs Dona Jones.  It is 

important that any issue is discussed before the 

exam; we will not be able to do anything to help 

afterwards.

Arriving
Late
Every care should be taken to 

make sure you aren’t late on 

the morning of the exam, 

but we do understand that 

circumstances beyond 

your control can 

sometimes mean 

you may arrive after 

the start time of the 

exam. 

 The most 

important this is not 

to panic!  You should 

try your best to let the school 

know as soon as possible that you are on your 

way but may be a bit late.  The possibility of being 

able to sit the exam is dependent on the exam 

in question.  Any instance of a late start must be 

reported to the awarding body, and they reserve the 

right to refuse to accept the paper.

Missing an
Exam
The school takes no responsibility if a student misses 

an exam due to misreading the timetable - MAKE 

SURE YOU READ YOUR TIMETABLE CAREFULLY!  

If you have lost your timetable, come to see Miss 

Roberts for another copy.  Don’t depend on your 

friends to tell you when your exam is – minor 

changes in the timetable can affect some pupils but 

not others.



Clashes
Every year, a small number of pupils are affected by a timetable clash – where two or more exams are in 

the same session.

When the total time for the clashed exams is 3 hours or less, one exam will be sat at the normal time, then 

a short break of around 20 minutes will be given, followed by the second exam.  You will not be allowed to 

leave the room unsupervised during the break.

If the total time of the two exams exceeds 3 hours, one of the exams will be moved to the other session 

in the day.  You will remain under supervision for the duration of the break – you will not be allowed your 

phone, nor will you be allowed to leave the room without a member of staff, nor speak with any pupil who 

has already sat the exam you are waiting to sit.  You will need to bring some food and drink with you; you 

will be allowed to revise, so bring your notes.

Access arrangements
Some pupils have access arrangements for their exams (i.e. extra time) due to an educational or medical 

assessment.  If this applies to you, you will be accommodated in a smaller room.  If you have a question 

about these arrangements, please go see Miss Gwennan Roberts, Mrs Eleri Jones or Mrs Nia Brady.

If you do not feel you require the extra time, you will be allowed to leave the exam room once the usual 

time allowed has passed.

Results
Date of publication of GCSE results is: 

Thursday, August 23rd 2018

They will be available to be collected from the 

school between 9:00am and 12:00pm

If you are not able to come to school to collect 

yourself,

you may:

• Phone the school

 01745 582611

• Ask a friend or relative – a friend or relative can collect the  

 results on your behalf, but they must bring a letter from you to  

 show they have your permission.

• Post – give a stamped addressed envelope to Miss Roberts



Enquiries about Results
Following publication of results, the examination boards offer various services if you have queries.  Any 

concerns should be discussed with the subject teacher and your parents before you make any applications.

 

This is not a free service – you should discuss and consider carefully before making an application.  Fees 

are raised per paper (so if there is more than one paper for a unit, there will be a charge for both)

- EAR1: Clerical check (check that marks have been calculated correctly)

- EAR2: Clerical re-check (review of marks – ensure the examiner has applied the mark scheme correctly)

- ATS: access to script 

All Subject Leaders get a form from the Examinations Officer to make applications for Enquiries about 

Results.  Once an application has been made, it is not possible to cancel - the fee must be paid.  If 

applicable, any fees will be put on ParentPay.  No enquiry result or script will be released until payment has 

been received.

IMPORTANT – application for EAR1 and EAR2 can result in marks staying the same, marks going up, or 

marks going down.  The risk of loss of marks means that a candidate’s written permission must be obtained 

before the application is made.  If you do not agree with the results of an enquiry, it is possible to appeal – 

this should be discussed further if necessary.  More information about the EAR process will be available on 

results day.

Certificates
Certificates usually arrive at the school by end

of November. They will be available to collect from 

the school for one year following publication

of results.

After a year, your certificates will be returned to 

the awarding body. It is not possible to get a copy 

– you will need to contact the awarding body 

directly to get a ‘Certified Statement of Results’ or 

‘Confirmation Letter’. There is a

fee for this.

Your certificate is a legal document. If you are 

unable to collect yourself and wish to send a friend 

or relative to collect, we must see a letter signed 

by you giving permission. We are unable to post, 

unless you provide a stamped addressed envelope.



For more information:
All regulations are available to view on the JCQ website : www.jcq.org.uk

Subject specific and general information is available on WJEC’s website: www.cbac.co.uk

You are welcome to discuss any question or query with Miss Gwennan Roberts, Examinations Officer on: 

01745 582611 or via  ysgol.glanclwyd@sirddinbych.gov.uk
 

Malpractice
Examination and assessment malpractice is any form of cheating before, during or after examination or 

assessment. 

There are many different forms of examination malpractice.  Some examples are: 

• Communicating, or attempting to communicate with other candidates, inside or outside the exam room, 

during the exam. 

• Bringing any unauthorised materials (as listed previously) into the exam room.

• Copying from another student’s test, or allowing your work to be copied; sharing your work on social media 

• Continuing to take the test when the exam has ended; 

• Disruptive or distracting behaviour during an examination or assessment;

• Any action that will give a candidate an unfair advantage may be considered as examination malpractice. 

A student can commit examination malpractice either inside or outside the classroom. 

Malpractice regulations are applicable to written examinations, and any controlled or non-exam 

assessment.

If there is any cheating, or suspicions of cheating, the school must notify the awarding body immediately.

The awarding body can react to malpractice in any of the following ways:

• Warning – if there are any further suspicions of malpractice, a further punishment could be applied.

• Loss of marks – you could lose the marks for that unit or paper (dependent on subject).  You will get a  

 grade, but the unit mark will be 0.

• Disqualified from subject – you could lose marks for the whole subject.

• Disqualified from all subjects – you could lose the right to sit any exam.  This could also affect your  

 eligibility to sit exams in the future. 

Awarding bodies share information – any record of malpractice is shared with each other, for future 

reference.
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NO iPODs, MOBILE PHONES 
MP3/4 PLAYERS
SMARTWATCHES

NO POTENTIAL TECHNOLOGICAL/WEB 
ENABLED SOURCES OF INFORMATION

Possession of unauthorised items, such as a mobile 
phone, is a serious offence and could result in

DISQUALIFICATION
from your examination and your overall 

qualification.
This poster must be displayed in a prominent place outside each examination room.

©2017 – Effective from 1 September 2017
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Warning to Candidates

1. You must be on time for all your examinations.

2. You must not become involved in any unfair or dishonest practice 
in any part of the examination.

3. You must not:

• sit an examination in the name of another candidate;

• have in your possession any unauthorised material or 
equipment which might give you an unfair advantage.

4. Possession of a mobile phone or other unauthorised material is 
breaking the rules, even if you do not intend to use it, and you 
will be subject to penalty and possible disqualification.

5. You must not talk to, attempt to communicate with or disturb 
other candidates once you have entered the examination room.

6. You must follow the instructions of the invigilator.

7. If you are in any doubt speak to the invigilator.

The Warning to Candidates must be displayed in a prominent place outside each examination room. 
This may be a hard copy A3 paper version or an image of the poster projected onto a wall or screen 
for all candidates to see.

Effective from 1 September 2014
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Warning to Candidates

1. You must be on time for all your examinations.

2. You must not become involved in any unfair or dishonest practice 
in any part of the examination.

3. You must not:

• sit an examination in the name of another candidate;

• have in your possession any unauthorised material or 
equipment which might give you an unfair advantage.

4. Possession of a mobile phone or other unauthorised material is 
breaking the rules, even if you do not intend to use it, and you 
will be subject to penalty and possible disqualification.

5. You must not talk to, attempt to communicate with or disturb 
other candidates once you have entered the examination room.

6. You must follow the instructions of the invigilator.

7. If you are in any doubt speak to the invigilator.

The Warning to Candidates must be displayed in a prominent place outside each examination room. 
This may be a hard copy A3 paper version or an image of the poster projected onto a wall or screen 
for all candidates to see.

Effective from 1 September 2014
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Information for candidates
For written examinations – effective from 1 September 2017

This document has been written to help you. Read it carefully and follow the instructions.
If there is anything you do not understand, especially which calculator you may use, ask your teacher.

A Regulations – Make sure you understand the rules
1 Be on time for all your exams. If you are late, your work might not be accepted.
2 Do not become involved in any unfair or dishonest practice during the exam.
3 If you try to cheat, or break the rules in any way, you could be disqualified from all your subjects.
4 You must not take into the exam room:

• notes;
• potential technological/web enabled sources of information such as an iPod, a mobile phone, 

a MP3/4 player, a smartwatch or a wrist watch which has a data storage device.

Any pencil cases taken into the exam room must be see-through.

Remember: possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you will be 
subject to penalty and possible disqualification.

5 If you wear a wrist watch the invigilator will ask you to remove it and place it on your desk.
6 Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens in your answers.
7 Do not talk to or try to communicate with, or disturb other candidates once the exam has started.
8 You must not write inappropriate, obscene or offensive material.
9 If you leave the exam room unaccompanied by an invigilator before the exam has finished, you will not be allowed to return.
10 Do not borrow anything from another candidate during the exam.
B Information – Make sure you attend your exams and bring what you need
1 Know the dates and times of all your exams.  Arrive at least ten minutes before the start of each exam.
2 If you arrive late for an exam, report to the invigilator running the exam.
3 If you arrive more than one hour after the published starting time for the exam, you may not be allowed to take it.
4 Only take into the exam room the pens, pencils, erasers and any other equipment which you need for the exam.
5 You must write clearly and in black ink. 

Coloured pencils or inks may only be used for diagrams, maps, charts, etc. unless the instructions printed on the front of the 
question paper state otherwise.

C Calculators, Dictionaries and Computer Spell-checkers 
1 You may use a calculator unless you are told otherwise.
2 If you use a calculator:

• make sure it works properly; check that the batteries are working properly;
• clear anything stored in it;
• remove any parts such as cases, lids or covers which have printed instructions or formulas;
• do not bring into the exam room any operating instructions or prepared programs.

3 Do not use a dictionary or computer spell checker unless you are told otherwise.
D Instructions during the exam
1 Always listen to the invigilator. Follow their instructions at all times.
2 Tell the invigilator at once if:

• you think you have not been given the right question paper or all of the materials listed on the front of the paper;
• the question paper is incomplete or badly printed.

3 Read carefully and follow the instructions printed on the question paper and/or on the answer booklet.
4 Fill in all the details required on the front of the question paper and/or the answer booklet before you start the exam.

Make sure you fill these details in on any additional answer sheets that you use.
5 Remember to write your answers within the designated sections of the answer booklet.
6 Do your rough work on the proper exam stationery. Cross it through and hand it in with your answers.

Make sure you add your candidate details to any additional answer sheets that you use.
E Advice and assistance
1 If on the day of the exam you feel that your work may be affected by ill health or any other reason, tell the invigilator.
2 Put up your hand during the exam if:

• you have a problem and are in doubt about what you should do;
• you do not feel well;
• you need more paper.

3 You must not ask for, and will not be given, any explanation of the questions.
F At the end of the exam
1 If you have used more than one answer booklet and/or any supplementary answer sheets, place them in the correct order. 

Place any loose additional answer sheets inside your answer booklet.
Make sure you add your candidate details to any additional answer sheets that you use.

2 Do not leave the exam room until told to do so by the invigilator.
3 Do not take from the exam room any stationery. This includes the question paper, answer booklets used or unused, rough 

work or any other materials provided for the exam.



This document has been written to help you stay 
within examination regulations. 

Please read it carefully.

We all like to share our experiences when taking examinations. However, it 
is important to consider what you say and to think about what information is 
being shared.

Sharing ideas with others online could be helpful when you’re studying or revising.

However, there are limits to the amount of information you can share and you need 
to be careful not to break the rules. We’d like to ask you to act responsibly when 
discussing online. If you’re in doubt about what you can and can’t discuss online 
regarding your exams, it’s always best to check with your teacher.

If you receive what is or what looks to be assessment related information through 
social media, or any other means, you must tell your teacher or another member of 
staff. You must show them what you have received. They will then report the matter 
to the awarding body and it will be investigated.

Where candidates breach the rules for examinations, controlled assessments, 
coursework or non-examination assessments, awarding bodies have an obligation to 
investigate and may apply penalties. 

Information for candidates
Using social media and examinations/assessments 

Penalties that awarding bodies apply include:

• a written warning;

• the loss of marks for a section, component or unit;

• disqualification from a unit, all units or qualifications; or

• a ban from taking assessments or exams for a set period of time.

 
Please take the time to familiarise yourself with the JCQ rules:
http://www.jcq.org.uk/exams-office/information-for-candidates-documents

You should be aware that the following might constitute malpractice:

• copying or allowing work to be copied – i.e. posting written work on social 
networking sites prior to an examination/assessment;

• collusion: working collaboratively with other candidates beyond what is permitted;

• allowing others to help produce your work or helping others with theirs;

• being in possession of confidential assessment related information in advance of 
the examination;

• exchanging, obtaining, receiving or passing on assessment related information by 
any means of communication (even if just attempting to);

• failing to report to your centre assessment related information being shared 
online; or

• passing on rumours of exam content.

JCQ 2017 – Effective from 1 September 2017
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