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Introduction 

The City of Leicester College is committed to ensuring that candidates are fully briefed on the 
examination and assessment process in place in the centre and are made aware of the required 
JCQ/awarding body instructions and information for candidates. 
 

Purpose of this handbook 

• To support/complement candidate briefings/assemblies 

• To inform candidates about malpractice in examinations/assessments 
• To inform candidates about the use of their personal data and copyright  
• To ensure candidates are provided with all relevant information about their exams and 

assessments in advance of any exams/assessments being taken 
• To inform candidates of/signpost candidates (and where relevant parents/carers) to any 

exams-related policies/procedures they need to be made aware of 

Malpractice 

The City of Leicester College will maintain the integrity of qualifications, strict Regulations are in 
place. Malpractice means any act or practice which is in breach of the Regulations. Any alleged, 
suspected or actual incidents of malpractice will be investigated and reported to the relevant 
awarding body/bodies. 

Below you will find information regarding what constitutes as a malpractice: 
o Introduction of unauthorised material into the examination room 
o Breaches of examination conditions 
o Exchanging, obtaining, receiving, or passing on information which could be 

examination related (or the attempt to) 
o Offences relating to the content of candidates’ work 
o Undermining the integrity of examinations/assessments 

For further information please refer to ICE 24 and the Indicative sanctions against candidates 
(Appendix 6, Suspected Malpractice: Policies and Procedures) 

 

Personal data 

Any person involved in completing examinations/assessments where malpractice is suspected, or 
alleged, personal data about them will be provided to the awarding body (or bodies) whose 
examinations/assessments are involved. Personal data about them may also be shared with other 
awarding bodies, the qualifications regulator or professional bodies. 

The centre will provide relevant personal data including name, date of birth, gender to the awarding 
bodies for the purpose of examining and awarding qualifications.  

Materials which are submitted by candidates for assessment may include any form of written work, 
audio and visual materials, computer programs and data (“Student Materials”). Awarding bodies may 
use the Student Materials to evaluate candidates’ performance in the relevant assessment. They may 
also use the Student Materials for other purposes as outlined in their privacy policies and in 
accordance with their terms. Candidates should be directed to the relevant awarding body’s privacy 
notice if they require further information about how their Student Materials may be used by the 
awarding body.  

 

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/malpractice
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Coursework assessments/non-examination assessments 

All coursework submitted for assessment must be the candidate’s own work. Written material 
should, wherever possible, be word-processed or handwritten using black ink. 

 

In many subjects, you may use source material, including the internet and AI tools, when completing 
out their coursework. However, you must not copy such material and claim it as your own work. 

 
Research and using references 

Where computer-generated content has been used (such as an AI Chatbot), your reference must 
show the name of the AI tool used and should show the date the content was generated. For 
example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2026.  

 

You should also reference the sources used by the AI tool in generating the content. 

You must retain a copy of the question(s) and computer-generated content for reference and 
authentication purposes in a non-editable format (such as a screenshot) and provide a brief 
explanation of how you used it. This must be submitted with your work for final assessment so that 
your teacher can review the work, the AI-generated content and how it has been used. 

If you copy the words, ideas or outputs of others and do not show your sources in 
references and a bibliography, this will be considered as cheating.  

Plagiarism  

Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to pass them 
off as your own. It could also include AI-produced material. Plagiarism is a form of cheating 
which is taken very seriously. 

 

Written timetabled exams 

The City of Leicester College will notify you of any examination entries and the dates and times of 
your exams.  
 

Mock and Live exam timetables will be sent to your email address. When you are given your exam 
timetable check it carefully. Make sure you have been entered for the right exams at the right level. 
Make sure your personal details are correct.  

 

Get together ALL the equipment you may need the night before: a pen (black ink only and a spare 
one!) a pencil, ruler, eraser, compass, protractor etc. You can bring this to your exam room in a 
clear pencil case. For certain exams you may require a calculator. If you are unsure, please check 
with your teacher. 

 

No other material must be taken into the exam room and must be left in your bag. If there is 
anything you are unsure about, ask.  

 

Contingency session - Summer 2026 

In the event of national disruption to a day of examinations in summer 2026, the affected 
examinations will be rescheduled. Affected examination will be rescheduled to take place on one of 
the contingency sessions where all affected students should be available to attend if required.  
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What to do if you identify you have two or more exam papers timetabled at the same time 
(a timetable clash) 

You will be contacted by the Exams Department with further details on how your exams will be 
scheduled. We will also advise you on any additional supervision that may be required. 

Where you will take your exams 

Make sure you know where you are sitting for each exam as you will not be in the same seat each 

time. If you are not sure there will be a seating plan for the current day on display in the 

reception/canteen area.  

IMPORTANT DO NOT write your seat number on your hand or arm. 

Exam room conditions 

You are under formal examination conditions from the moment you enter the exam room in which 
you will be taking your examination.  

 

• Read the instructions on the front of the question and answer papers carefully so you 

understand what you need to do.  

• Fill in any information on the front when told to do so.  

• Work carefully and write clearly.  

• Do not rush. Pace yourself – if you have two hours to answer four questions, for example, 

make sure you spend half an hour on each. Exam questions are carefully designed and tested 

– they should take the estimated length of time to complete.  

• Show all your working out.  

• Leave yourself 5-10 minutes at the end to read and check all your answers. Boring though 

this may seem, it is vitally important; you can often find mistakes and put them right. It 

could mean the difference between a Grade 6 and a Grade 7.  

 

 During the exam, put your hand up if:  

• You need more paper or equipment (i.e. your pen has stopped working). 

• Feel ill.  

• You have a particular problem and don’t know what to do. You must not ask for (and you will 

not be given) any explanation of the questions – this is part of the exam.  

 

At the end of the exam stop writing when you are told to.  

• Make sure your name and exam number are on all separate pieces of paper you hand in. If 

you have used more than one answer booklet and/or loose sheets of paper you must fasten 

them together with a treasury tag which an invigilator will give you.  

• Exam conditions DO NOT end until you have left the room.  

• Don’t be tempted to talk/turn around/communicate in any way with other people. Your paper 

could still be disqualified!  

 

You must not leave the exam room until you are told to do so.  
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You must not:  

• Become involved in any unfair or dishonest practice in any part of the exam. 

o If you are, this will be reported to the exam board. It may mean being disqualified 

from all your exams – not just the one you were caught in.  

• Talk to or disturb other people in any way once the exam has begun.  

o If you do so, the same will happen as in No 1.  

• Use offensive comments, obscenities, or drawings; discriminatory language, remarks or 

drawings directed at an individual or group in scripts, controlled assessments, coursework, 

non-examination assessments or portfolios. 

• Impersonate another candidate This is a criminal offence and is dealt with by the police. You 

may be prosecuted in a court of law. YOU HAVE BEEN WARNED! 

• Only leave the room when told to do so. The School does not allow students to leave the 
examination room early. The amount of time allocated to each examination is the amount of 
time it should take to complete it. If you finish, check through your answers, read the 
instructions again on the front of the paper and make sure you have answered the correct 
number of questions from the right sections. 

How your identity is confirmed in the exam room 

You need to bring your school lanyard to all exams, and it must be placed on your exam desk with 
your name and picture visible.  

What equipment you need to bring to your exams 

You should bring with you the correct equipment needed to do your exams. Only clear pencil cases 
are allowed on your desk, any others should be left in your bag.  The equipment you should bring:  

• Black biro pen only x4 

• Pencil  

• Ruler  

• Rubber 

• Sharpener  

• Protractor 

• Compass  

• Calculator  

Do not use gel pens 

We do not lend equipment in exams and so please come prepared. 

Using calculators 

In an exam where you have the use of a calculator, you should not have a calculator cover on your 
desk.  

We do not lend calculators in exams and so please come prepared. 

What you must not bring into the exam room 

You must not take into the exam room any unauthorised equipment – for example:  

▪ Bags 

▪ Coats 

▪ Ordinary pencil cases 

▪ notes etc 

▪ Calculator cases & instruction leaflets  

▪ Mobile telephones, smart watches, analogue watches, air pods, earphones, 

smart glasses or any other electronic devices.  
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Candidates have been disqualified from their exams in previous years due to their behaviour and 

mobile phones going off. 

Where your personal belongings will be stored during your exam 

Visit the toilet before entering the examination room; you will not be allowed to go to the toilet 

during the exam.   

 

Aim to arrive outside your exam room 15 minutes before the start of your exam.  

 

Bags and coats:  

o Your form tutor will advise you during morning registration where to store you bags 

and coats.  

o For large exams you will need to drop your bag/coat at the Library ahead of your 

exam. The Library will be open 20 minutes before the start time of your exam.  

Please make sure you leave everything in the library apart from your equipment for 
the exam.  

o For students who are sitting their exams in the ‘Exams TMB’ please take your bag 

with you to the room.  

 

What to do if you arrive late for your exam 

Provided you are not more than 30 minutes late, for an exam that lasts 1 hour or more it may be 
possible for you to still sit the exam. You should get to school as quickly as possible and report to 
reception. A member of staff will escort you to the exam room. You must not enter the exam room 
without permission once an exam has started. It may not be possible to allow you extra time if you 
start the exam late.  

What to do if you are unwell on the day of your exam 

If you are ill and unable to attend an exam it is vital you phone the school first thing in the morning 
to inform us. 

Please telephone 0116 2413984 

What happens in the event of an emergency in the exam room 

It is important that you remain calm and quiet – it is still exam conditions. The invigilator will give 
clear instructions which will include all students leaving through the closest emergency exit and 
grouping on the school field. You will be supervised by invigilators and senior staff to ensure you 
remain silent and don’t communicate with other students. When safe you will return to your exam 
and added time will be allocated. You must leave all bags, coats, equipment and exam papers when 
you leave. We will ensure they stay safe and untouched. 
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