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As the exam season approaches, we aim to make the experience as straightforward and 
stress-free as possible for all candidates. 

 
This booklet is designed to answer any questions you have about taking public exams at 
Princethorpe College and to provide information that you’ll find useful. Please read it carefully. 

 
Take special note of the ‘JCQ Warning to Candidates’ document, as everyone must comply 
with these instructions, and the restriction on all electronic devices and watches. It’s important 
that you understand and adhere to the rules as any breach must be reported to the exam 
boards and may result in disqualification. 

 
If you are uncertain about anything, please talk to your House or Form Tutor or come and 
discuss it with the Exams staff; we are based in Room F25 on Lower Pugin. 

 
 

Sarah Tsang 
Examinations Officer 

Beth Adams 
Examinations Administrator 

examinations@princethorpe.co.uk 
01926 634220 
 

examinations@princethorpe.co.uk 
01926 634246 
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Exam Season Information 
 

Timetable 

Information about rooming and timing of each exam will be shown on your School 
Workspace Portal.  Login details for the portal have been sent to your Princethorpe email 
address.  The standard start time for morning exams is 9am and for afternoon exams is 
1.10pm. 

Dress 

Full school uniform is required for all exams. Sixth form candidates must maintain the 
college dress code. No hoodies are allowed.  No wrist watches are permitted.  Ensure 
nothing is left in your pockets and nothing is written on your hands. 
 
Preparation 

Ensure you have the correct equipment for the specific exam you are taking: 

• Black non-erasable pens, a see-through pencil case (no logos or writing), 
coloured pencils, eraser and clear plastic ruler are allowed for all exams. 

• For some exams such as Mathematics, Science and DT, additional equipment will be 
needed, such as:  

• An approved calculator - but no lid or instruction sheet  
• Pair of compasses  
• Protractor 
• Set square  

• No tins or boxes allowed, even for Maths equipment. 

• No correction fluids (Tippex) or erasable pens. 

• Gel pens and highlighters can be used to highlight text within the question paper or 
resource material but must not be used in your answers. 

• If you need a drink, it must be water in a clear plastic bottle and all labels must be 
removed. There must be no writing of any kind on the bottle. No food is allowed in 
the exam room. 

Students must not attempt to borrow equipment from another candidate during the exam. 
 
Only items required for the exam may be taken into the exam room - no bags, coats, 

books, papers or electronic devices of any kind. Bags should be left in lockers. 
 
Before the Exam 

Check your School Workspace portal before each exam as changes may be made to 
rooming or seating.  You may not be in the same room for every exam. 
 
Wait outside your allocated room at least 10 minutes before the start of your exam, ready 
for a prompt start. Do not enter the exam room until invited to do so by the invigilator. 

 
Entering the Exam Room & Starting the Exam 

Do not communicate with other candidates from the moment you step into the exam 
room.  Any attempt to communicate with another candidate will be reported to the exam 
board and may result in a disqualification.  If you have a question, put up your hand to ask the 
invigilator. 

 
When you go to your seat, your exam paper will be on your desk – do not touch it until 
instructed to do so by the invigilator. 



 
Listen carefully to instructions and notices read out by the invigilator - there may be 
amendments to the exam paper that you need to know about.  When asked, check you have 
been given the correct exam paper. It is your responsibility to ensure you have been given the 
correct exam paper. This is especially important in exams where different tiers of entry apply 
e.g. IGCSE Maths and GCSE Science.   
 
When completing your details on the exam paper enter your name and candidate number as 
shown on the candidate ID card on your desk. 

 
The End of the Exam 

Stop writing immediately when told to do so by the invigilator. You will be given time to 
ensure all your personal information is correctly completed on your answer booklets and 
supplementary sheets of paper. This may include recording the numbers of the questions 
you have answered on the front page. 

 
Remain silent while the papers are collected; JCQ regulations still apply. You will be told 
when you may leave the exam room. Maintain silence and follow the instructions of the 
invigilator to minimise disruption to other candidates still sitting an exam. 

 
Do not talk to others until you are well away from the exam room. 
 
Emergency Evacuation 

If the fire or intruder alarm sounds wait for instructions from the invigilator. 

If it’s necessary to evacuate an exam room, you will be escorted to the playground nearest 
the tennis courts. Silence must be maintained as you are still under formal exam conditions. 
When it’s safe to do so you will be escorted back to your room and the exam restarted.  As 
in all cases of disruption to exams, a full report of the incident and the action taken will be 
sent to the exam board. 

 
Contingency Day 

In the unlikely event that there is a national disruption to a day of exams contingency 
sessions have been set for the afternoon of 11 June, and all day on 25 June. All exam 
candidates must be available to sit exams up to and including Wednesday 25 June 2025.   



Frequently Asked Questions 

How do I view my timetable? 

Look at School Workspace Portal for your personal exam timetable. It shows the exams you will 
be sitting and whether they are scheduled for morning or afternoon. Nearer the time the 
allocated room will also be displayed.  You should check your timetable daily in case of any 
room changes. 

What happens if I have a clash of exams? 

A clash of exams occurs when two exams for different subjects are scheduled to begin at the 
same time on the same day. Rescheduling of these exams is dependent on the total duration 
of the 2 (or more) exam papers. If you have an exam clash, you will be contacted directly to 
resolve the issue. 

 
If a clash means one of your exams is moved to another session, you will be allowed a 
supervised break with a member of staff or invigilator. Please make sure you bring a packed 
lunch with you for the supervised break. You will be able to revise using paper revision 
materials but cannot have access to your phone or other devices. We will ask you to hand in 
your electronic devices before your first exam. On the day, when your first exam has finished, 
remain in your seat until an invigilator escorts you to the supervision room. 

 
Where two papers for the same subject are timetabled to start at the same time and on the 
same day, these will be taken one immediately after the other – there will be no break. 

Where will the exams be held? 

For summer 2025 exams, the Sports Hall will be the main venue for candidates. Other rooms 
that may be used are S1-7 plus the small rooms on the Upper Pugin corridor.  

 
Where can I find my candidate number? 

Your candidate number is a 4-digit number and can be found on School Workspace portal.  
Your candidate ID card on your exam desk also shows your candidate number, so there is no 
need to remember it. 

 
What details do I need to write on my answer booklets?  

The candidate ID card on your desk will show all the details you need to complete your 
personal details on the answer booklets. You must use your full legal first and last name. 
 
What do I do if I think I have the wrong paper?  

The invigilators will ask you to check your exam paper before the exam starts. If you think 
something is wrong, put up your hand and tell the invigilator. 

 
How do I know where to sit? 

School Workspace portal will show your seat number, and all desks will have corresponding 
numbers. A seating plan will be displayed outside the Sports Hall. 

 
What time do the exams start? 

Morning exams start at 9.00am and afternoon at 1.10pm. 

 

  



Is the refectory open in time for me to eat before an afternoon exam? 

Yes, during exams the refectory will open from 12.15pm with a range of foods available for all 
exam candidates. 

 
What happens if I’m running late? 

Contact the student hub immediately you realise you are running late for an exam, and they 
will advise you. 

  
What happens if I’m ill on the day of an exam? 

If you are ill on the day of an exam, inform the Student Hub and they will advise you.  
 
What do I do if I feel ill during an exam? 

Put your hand up and an invigilator will assist you. 

 
Can I leave the exam to go to the toilet? 

Please use the toilet before the exam starts. If you need a toilet break, put up your hand to 
speak to the invigilator. A roving invigilator will escort you to and from the toilet and you must 
leave your blazer in the exam room. The time taken will not be added on to your exam time. 
It will be recorded by the invigilator on the exam log. Toilet breaks should be avoided during 
the first 30 minutes and the last 15 minutes of an exam.   

 

What happens if the fire or intruder alarm sounds? 

The exam will be stopped by the invigilator; you MUST remain seated and then follow their 
instructions. If necessary, the room will be evacuated in an orderly manner. Exam candidates 
are escorted to the playground nearest the tennis courts for registration. All question papers 
and scripts are left on the desks. Candidates will be closely supervised, and you are not 
allowed to talk to each other. Silence must be maintained at all times. 

When it is safe to do so, candidates will be re-admitted to the exam room and the remainder of 
the full working time will be allowed. If a re-start is not possible, the exam board will decide 
what action is taken. 

 
In all cases of disruption to exams, a full report of the incident and the action taken is sent 
to the exam board. 

 
What happens if I finish the exam early? 

All candidates must stay in the exam room until the scheduled end time for the exam. If you 
finish early, use the time to check over and improve your work. 

 
What happens at the end of an exam? 

When time is up the invigilator will tell you to stop writing, you must do so immediately. There 
will not be a warning that time is nearly up so do use the clocks on display to manage your time. 

 
The invigilator will give you time to check you have completed your personal details 
correctly. 

 

  



I’m entitled to extra time. How will I know when my exam finishes? 

The start and end times for each exam will be clearly displayed.  The end time for anyone 
entitled to extra time will be shown next to or below this for each exam. 

 
What is special consideration? 

“Centres must only submit applications for special consideration where an adverse issue or event 
has had or is reasonably likely to have had, a material effect on a candidate’s ability to take an 
assessment or demonstrate their normal level of attainment in an assessment. For example, a 
candidate who has temporarily experienced illness, injury or some other event outside of their 
control at the time of the assessment. 

 

Special consideration can only go some way to assist a candidate affected by a potentially wide 
range of difficulties, emotional or physical, which may influence performance in their 
assessments. It cannot remove the difficulty faced by the candidate. This means that there will be 
some situations where candidates should not be entered for a qualification or a unitised 
examination. This is because only minor adjustments can be made to the mark awarded. To 
make larger adjustments would jeopardize the standard of the qualification.” JCQ definition 2024 

 

What is Malpractice? 

Malpractice occurs when the regulations for the conduct of exams are not followed. Examples 
of malpractice include: 

• Bringing unauthorised material or objects into an exam 

• Phone 

• Watch 

• Smart glasses 

• Notes on paper or written on skin 

• Communicating with another candidate 

• Ignoring the instructions of the invigilator 
 

These are just a few examples. 
 
All cases of suspected malpractice are reported to the exam board by the Examinations 
Officer. Candidates will be interviewed and required to make a statement about the allegation. 
Sanctions range from a written warning to disqualification of all marks for that season. For 
more information, go to the JCQ website: https://www.jcq.org.uk/exams-office/malpractice. 

 

How do I find out my results? 

• A-level results will be published on Thursday 14 August 2025  

• GCSE results will be published on Thursday 21 August 2025 

 
The college will open at 8.00am on 14 August for Upper Sixth students and at 8.30am on the 
21 August for Year 11 pupils; other year groups can access their results online. College staff 
will be on hand to assist with queries and advise on future options. For those unable to come 
into college, A-level results will be made available via My School Portal from 9.00am and 
GCSE results from 10.00am. Results will not be given out over the phone. 
 
Please check emails for updates nearer the time. 

 
Can someone else collect my results? 

If you want someone else to collect results, please notify the Examinations Officer in writing 
before the end of the summer term. 

  

https://www.jcq.org.uk/exams-office/malpractice


Email examinations@princethorpe.co.uk from your Princethorpe email address. You must 
include the full name and relationship to you of the person collecting on your behalf in your 
message. 

 
The person collecting must bring photographic ID when they come into school. 

 
Is there anything I can do if my results are not as good as I was expecting? 

All exam boards provide the opportunity for an exam result to be reviewed. The process is a 
review of the original marking to ensure that the agreed mark scheme has been applied 
correctly. It is not a re-mark of your script. 

 
Full information about costs and deadlines for results enquiries will be sent to you nearer the 
time and included with your results.  

 
When will I receive my exam certificates? 

This year’s Upper Sixth and Year 11 candidates will be invited to receive their certificates at 
the College’s Prize Giving ceremony on Friday 28 November. Any certificates not collected at 
this event can be collected from the college’s main reception after this date. You must provide 
written authority via examinations@princethorpe.co.uk for any third party to collect certificates 
on your behalf. 

 

Your Certificates 

Employers, Colleges and Universities will ask to see your original certificates; it is vital that 
you collect them and keep them safe. It is advisable to scan your certificates so that you 
have a digital copy in the event of the originals being mislaid. If you lose your certificates 
you will need to contact the relevant exam boards directly and pay a replacement fee. 
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