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Student Examination Information Booklet  

 
2026 

  
Hazelwick School aims to ensure examinations run as smoothly as possible for all our candidates. We 
hope this booklet will provide you with informative and helpful advice to assist you in all your 
examinations. Please read the booklet carefully so that you are aware of the examination procedures 
and regulations.  
  
There are a number of rules and regulations for examinations that you must be aware of, most of which 
are set by the awarding bodies. The school is required to ensure that the regulations are followed.  
 
Please ensure you read the following documents that are in the appendices:  
  
Appendix 1 Information for candidates: Using social media and examinations/assessments 
Appendix 2 Warning to candidates  
Appendix 3 Information for candidates – written examinations  
Appendix 4 Information for candidates - unauthorised items  
Appendix 5 Privacy notice  
Appendix 6 Exam timetables 
 
We have tried to answer some of the questions you may have in the ‘Frequently Asked Questions’ 
section of this booklet, but if you have any further questions or something which you do not 
understand, please contact the Examinations Team.  You can also speak to your Head of Year if you 
have any concerns.  
  
You can contact the Exams office via examsoffice@hazelwick.org.uk. The Exams office is located next 
to East Hall in Upper School. 
  
Remember, we are here to help.  
  
Good luck!  
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Before the examination  
In the Spring term, you will receive your individual candidate statement of entry for your summer 
examinations.  You will be asked to sign to  confirm that all personal details are accurate as these details 
will appear on certificates. Any changes in the future will incur a fee. You should also notify the 
Examinations Team of any missing examination entries.  Your personal details are submitted to the 
awarding bodies and so it is imperative that any inconsistencies with spellings of names be raised with 
the Examinations Team as soon as possible.  Candidates are entered for examinations under the name 
format of: (Legal) Surname, (Legal) Forename, middle names will only be shown as initials.   
 
You will receive your individual timetable before the Easter holidays.  Please double check all the 
examinations you are expecting to sit are on the timetable, some subjects do not have a tier of entry; 
others have foundation or higher tier of entry.  Any queries regarding the tier of entry should be 
directed to your class teacher.   
  
A copy of the examination timetable is on the school website, along with other important examination 
documents.  
 
Examination clashes  
If you have a clash of examinations, i.e. two or more examinations at the same time, arrangements will 
be made for you to take these subjects one after the other as long as the total time is not more than 
three hours.  We are not allowed to move examinations to a different session if the total time does not 
exceed three hours.  In these circumstances where the total time is three hours or fewer you will be 
entitled to a supervised break of no more than 20 minutes between the papers.  The break will be 
conducted under formal examination conditions within the examination room. You are not allowed 
access to revision notes. If the total time is more than three hours, the examinations will be split 
between morning and afternoon sessions. If this happens, an invigilator will supervise you in between 
examinations. You must bring lunch with you and you may have access to your revision notes.  During 
this time, you will not be allowed access to your mobile phone or other electronic devices.    
 
Awarding bodies  
Hazelwick School uses the following awarding bodies: AQA, Edexcel, OCR and WJEC. Please be aware 
of different course requirements for each awarding body and ensure you are using the relevant 
support/revision materials.  
  
Candidate number/name  
Each candidate has a four-digit candidate number.  You must use this number for all examinations and 
non-exam assessments. This is shown on your individual timetable.  
  
You will also be required to enter the school’s Centre Number on all your examination answer/question 
booklets. The school’s Centre Number is 65203. This will also be displayed in each examination room.   
  
Examination regulations  
A copy of the `Information for Candidates`, which is issued jointly by the awarding bodies, is printed in 
this booklet.  You must read this carefully and note that breaking any of the examination rules or 
regulations could lead to disqualification from all subjects. Hazelwick School must report any breach 
of regulations to the relevant awarding body.   
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Invigilators  
Hazelwick School employs external invigilators to conduct the examinations.  You are expected to 
behave in a respectful manner towards all invigilators and follow their instructions at all times.  
  
Invigilators are in the examination rooms to supervise the conduct of examinations.  Invigilators ensure 
that all rules and regulations are maintained in accordance with the Joint Council for Qualifications 
[JCQ] regulations. Invigilators will distribute and collect the examination papers, tell you when to start 
and finish the examination and deal with any problems that may occur.  Please note that invigilators 
cannot discuss the examination paper with you or explain the questions.  
 
Attendance at examinations  
You are responsible for checking your own examination timetable and arriving at school on the correct 
day and time, dressed in full school uniform and equipped ready to start the examination.  
 
You are required to assemble in the examination holding area before the start of each examination.  
For morning examinations, you must assemble by 8.30am and for afternoon examinations by 12.50pm. 
The majority of the examinations will be held in the Sports Hall or South Gym.  South Hall and C Block 
will also be used. 
 
Holding areas  
Sports Hall – the boys’ and girls’ changing rooms.  Please refer to the lists in the corridor showing which 
changing room you should wait in. 
South Gym – Peace Garden 
South Hall – South canteen 
C Block – C05 
 
Lateness  
If you arrive late for an examination, you may not be allowed to sit the paper.  It is at the discretion of 
the school whether to allow you to enter the examination room.  If you are late, a report will be 
submitted to the relevant exam board. 
 
Absence from examinations  
If you experience any difficulty during the examination period, e.g. illness, injury, personal problems, 
etc., please inform the Examinations Officer as soon as possible so they can help or advise you.   
  
Only in exceptional circumstances are candidates allowed Special Consideration for absence from any 
part of an examination.  It is essential that medical or other appropriate evidence be obtained on the 
day by the candidate, parent/carer, and given to the Examinations Team without delay in all cases 
where an application for Special Consideration is to be made.  
 
Please note that misreading the examination timetable will not be accepted as a satisfactory 
explanation of absence.  
 
It is important that the school be contacted if, either you are unable to attend your examination due 
to illness; you are absent through a genuine emergency; or you have been delayed getting to school 
for the start of an examination.  Please ensure you telephone your Head of Year by 8.15am for morning 
examinations and by 12.30pm for afternoon examinations.  If you are absent due to illness and have a 
medical note, please pass this to the Examinations Team.  
  
The school will always try to contact home where candidates have failed to attend an examination in 
case there has been an oversight or misreading of the timetable.  
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Bags and personal belongings  
Only items you require for your examination are to be taken into the examination room.  Bags and 
other materials, including mobile phones/electronic devices, must be left in the designated bag drop 
area.  
  
Mobile phones, watches and electronic equipment  
Any unauthorised materials or equipment, e.g. watches (of any kind), iPods, mobile phones, Fitbits, 
MP3/4 players, pen drives, smart glasses or any products with an electronic communication/storage 
device or a digital facility must not be taken into the examination room.  Possession of unauthorised 
material is breaking the rules, and you will likely be disqualified from that paper.  Therefore, mobile 
phones/electronic devices must either be left at home or turned off and placed in your bag.   
  
Equipment  
It is your responsibility to bring your own equipment and any other resources that you require to your 
examinations. Borrowing from other candidates is NOT allowed when you are in the examination 
rooms.   
  
You should bring your equipment in a clear plastic bag or pencil case.  

  
Maths set boxes are not to be taken into the examination room.  

  
Equipment you are required to bring to every examination:  

✓ 2 black pens  
✓ 2 HB pencils  
✓ Ruler  
✓ Pencil sharpener  
✓ Rubber  

  
Items to be brought to certain examinations (check equipment needed with your teacher for each 
examination – if you are unsure bring everything!)  

✓ Protractor  
✓ Compass 
✓ Calculator - lids must be removed and left in your bag.  If you have a Casio graphics calculator 

this must be placed into examination mode. 
✓ Coloured pencils  

 
The school will provide tracing paper if it is needed.  
 
Scrap paper and revision notes must not be taken into the examination room. You must do any rough 
work in your answer booklet and cross out anything you do not wish to be marked.   
  
Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens in your answers. 
However, questions, text extracts, individual words or phrases may be highlighted. You must write in 
black ink or black ballpoint pen, except for drawings or rough notes, which may be done in pencil.  
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Food and drink  
You are only allowed to take water into the examination room in an unlabelled clear and colourless 
bottle. Bottles must be free from writing or illustrations.  Chewing gum and any other food and drink 
is not permitted.  Please ensure you have enough water for the duration of your examination as you 
will not be allowed to refill your bottle during the examination and invigilators cannot do this for you.  
  
Calculators  
A calculator can be used unless you are told otherwise. Your subject teacher will inform you if you are 
not allowed a calculator for a particular paper.  Remember you may need to bring a calculator for 
subjects such as business, economics, geography, PE etc.; as well as maths and sciences.  If you are 
allowed a calculator in an examination, check that the batteries are working properly, clear any data 
stored in the memory, and ensure it is of a suitable size for use on an examination desk.  You must 
bring your own calculator and you are responsible for making sure your calculator works properly and 
it meets examination board regulations.  If in doubt, please check with your teacher.   
  
Toilet breaks 
You will not be allowed to go to the toilet in first 45-minutes or last 30-minutes of an examination.  An 
invigilator will escort candidates to the toilet and wait outside before escorting them back to the 
examination room.  Unless a candidate has a medical condition, the time missed whilst taking a toilet 
break will be lost. 
 
Conduct in the examination rooms 
You are to enter the examination room in complete silence.  As soon as you enter the examination 
room, you are under examination conditions. You must not communicate with any other candidates 
and you must not turn around.  If there is any communication (verbal or non-verbal) between 
candidates, it will be treated as malpractice and  reported to the awarding body.  You must ensure that 
you sit at the correct desk to ensure you complete the correct question paper.  If you need assistance, 
raise your hand and wait for an invigilator to attend to you.   
  
Listen carefully to instructions and notices that are read out by invigilators – there may be amendments 
to the examination paper that you need to know about.  Before you start, check that you have the 
correct question paper (this also includes the tier) and an answer booklet if required. If you do not 
have the correct paper, raise your hand and keep it raised until the invigilator resolves the issue, do 
not sit the wrong paper as this could have consequences for your overall grade.    Do not write anything 
on the paper or open it until you are instructed to do so.  Please put your legal name on your 
examination paper (not your preferred name).  
  
Invigilators are there to help but they cannot help you with any questions in your examination paper.  
If you have any queries, do not be afraid to raise your hand and ask for assistance.  
  
You will not be allowed to leave an examination early if you have finished.  You should check through 
your examination paper and sit in silence.  
  
Please do not write on examination desks or write or draw anything other than your answers in your 
question/answer booklet.  You are not permitted to draw graffiti or write offensive comments on 
examination papers – if you do, the awarding bodies may refuse to accept the examination paper and 
you may risk disqualification.  
  
Candidates who are disruptive or behave in an unacceptable manner will be removed from the 
examination room by invigilators or senior members of staff.  Any disruption will be reported to the 
awarding body and will affect the outcome of the paper.  



6 
 

End of the examination  
If you finish before the time allowed for the examination, carefully check all your answers.  Make sure 
your name and candidate number are on every piece of paper used.  At the end of the examination all 
work must be handed in to the invigilator.  Rough paper is not allowed in examinations, so all work you 
have done will be sent to the awarding body for marking, therefore, remember to cross through any 
rough work you do not want to be marked.   
  
Invigilators will collect your answer booklets and question papers before you leave the examination 
room.  If there is any communication, this will be treated as malpractice and reported to the awarding 
body. You will be dismissed from the examination room one row at a time, and you will be told which 
exit to use.  You must remain in complete silence until you are well away from the examination room.  
Please show consideration for those candidates who may still be working.  
  
Question papers, answer booklets and additional paper must not be taken from the examination room.  
  
Tips for the day of your examination  

✓ Eat a good breakfast.  
✓ Make sure you know where your examination is being held and what time it starts.  
✓ Give yourself plenty of time to get to the examination.  
✓ Take all the equipment you need for each examination, including extra pens and pencils.  
✓ Go to the toilet beforehand  
✓ Read all the instructions carefully before starting the examination and ask the invigilator if 

anything is unclear.  
✓ Read the questions before you start writing and make sure you are clear as to how many 

questions you are required to answer.  
✓ If you are stuck on a question, move onto the next. You can always come back to it later.  
✓ Plan how much time you will need for each question.  
✓ Never leave a question unanswered.  Even if you write an answer in the last minute of the 

examination, you might get some marks for your answer.  If you are really stuck, try to have an 
intelligent guess.  

✓ Leave time to read through and check your answers before the examination finishes.  
  
Emergency evacuation  
In the event of an emergency, for example a fire alarm, the following must be carried out in complete 
silence:  

✓ If the fire alarm goes off, firstly do not panic. Wait for instructions from the invigilator. If the 
examination is to be paused, you must close your exam paper/answer booklet. 

✓ An invigilator will tell you when to leave and where to assemble.   
✓ Leave all your equipment and examination papers in the examination room.  
✓ You must leave the room in complete silence and must not speak to other candidates. 
✓ You should exit in single file with a 1.25m gap between the candidate in front and behind you.   
✓ Once evacuated you will stand on the astro turf court in the seating plan order.  You must 

remain in absolute silence.  
✓ When you return to your examination room, do not start writing until the invigilator tells you 

to do so.  
✓ The invigilator will make a note of the time of the interruption and how long it lasted.  
✓ You will be allowed the full time allocation for the examination. The examination board will be 

notified of the disruption.   
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Contingency day for the summer 2026 
The contingency day at the end of the timetabled examinations is on Wednesday 24th June 2026.  You 
must ensure you are available on this date should examinations need to be rescheduled due to a 
national event or incident. 
  
Key dates for results 2026:  
A Level Results: Thursday 13th August 2026  
GCSE Results: Thursday 20th August 2026 
  
Results will be emailed to your school email address as soon after 8am as possible on the relevant 
results day.  You will also be invited into school to collect your results if you wish.  Further details about 
this will be issued in a sperate letter.  Examination results will not be given to anybody else or given 
over the telephone. Information regarding post results services will be available on the school website 
after the examinations have taken place. 
 
Examination certificates   
Candidates who return to Hazelwick Sixth Form will be given their exam certificates towards the end 
of December.  Candidates who do not return to Hazelwick school will be sent a postcard home advising 
them of when and how to collect them. 
 
Hazelwick School is only obliged to keep examination certificates for a period of one year after issue.  
If you do not collect your certificates within this time, or if you lose your certificates, they can only be 
replaced by direct application to the awarding body.  This will incur a fee set by the awarding body.  
Please contact the relevant awarding body in this instance. Therefore, you are encouraged to collect 
your certificates as soon as possible and keep them safe.    
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Frequently Asked Questions  
  
Why do I need to check my statement of entry and examination timetable?  
The details on your Statement of Entry will be used when certificates are printed.  If your name or date 
of birth do not match your birth certificate, it could cause problems if you are asked to show your 
certificates to a potential employer, college or university at some time in the future.  You should also 
check the subject and the tier of entry you have been entered for and that there are no subject details 
missing.  The tier of entry is confirmed by the Head of Department.  If there are any discrepancies, 
please raise this immediately with the Examinations Team.   
 
What time do examinations start?  
For morning examinations, candidates should be in the holding area by  8.30am, and for afternoon 
examinations by 12.50pm.  You must check your individual timetable and ensure you know which 
location holding area you need to be in.  
  
What should I do if I think I have the wrong question paper?  
Invigilators will ask you to check before the examination starts.  If you think something is wrong, please 
raise your hand and tell the invigilator immediately.  
  
What should I do if I forget my candidate number?  
Candidate numbers are printed on your individual timetable.   If, when in the examination room, you 
can’t remember it, raise your hand and the invigilator will be able to help you.   
  
What should I do if I forget the Centre Number?  
The Centre Number is 65203.  This is displayed in the examination rooms.  
  
What do I do if I am ill or injured before the examination?  
Inform the Examinations Team as early as possible so we can help or advise you.  In the case of an 
injury that means you are unable to write, it may be possible to provide a laptop or scribe to write 
your answers, but we will need as much prior notice as possible.  You will need to obtain medical 
evidence from a GP or hospital if you wish for the Examinations Team to make an application for Special 
Consideration on your behalf.  
  
What is an application for Special Consideration?  
Special Consideration can only be applied after an exam has been completed. Special Consideration is 
an adjustment to the marks or grades for an eligible candidate. The allowance for consideration ranges 
from 0% to 5%.  You should be aware that any adjustment is likely to be small and no feedback is 
provided. You will only be eligible for Special Consideration if you have been fully prepared for and 
have covered the whole course, but your performance in the examination is affected by adverse 
circumstances beyond your control.  Examples of such circumstances may be illness, accident, injury, 
bereavement and domestic crisis.  The Examinations Team must be informed immediately, so that the 
necessary paperwork can be completed within seven days of last examination session for each subject.  
You will be required to provide evidence to support such an application.  
  
What do I do if I feel ill during the examination?  
You should raise your hand and an invigilator will assist you.  You should inform an invigilator if you 
feel ill before or during an examination.  
  
If I miss an examination, can I take it another day?  
NO.  Examination timetables are regulated and set by the awarding bodies and you must attend on the 
given date and time.     
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Can I go to the toilet during the examination?  
If it is necessary, yes. An invigilator will escort you, but you will not be allowed any extra time unless 
you are unwell.  Only one candidate is permitted out of the examination hall at a time. Toilet breaks 
will not be permitted within the first 45 minutes of the exam or the last 30 minutes.  
 
Can I leave the examination when I have finished?  
No. You must use the full time allowance and check through your paper. You will only be allowed to 
leave when all the answer booklets and question papers have been collected and the invigilator has 
dismissed you.  
  
What items are not permitted in the examination room?  
Only material that is listed on question papers is permitted in the examination room. Candidates who 
are found to have any material with them that is not allowed, will be reported to the awarding bodies.  
In such circumstances, a candidate would normally be disqualified from the paper or the subject 
concerned.  
  
No food is allowed in the examination room.  
  
Why can’t I bring my mobile phone or other electronic devices to an examination?  
Being in possession of a mobile phone, a watch or any other electronic communication device, e.g. 
iPods, smart watch, iWatch, smart glasses, is regarded as cheating and is subject to severe penalties 
from the awarding bodies.   
  
How do I know how long the examination is?  
The length of the examination is shown in minutes on the individual examination timetable under the 
heading ‘duration’.  Invigilators will tell you when to start and finish the examination. The start and 
finish times will be displayed on boards at the front of an examination rooms.  There is always a clock 
in every examination room.  
  
If you are not sure of anything, ask!  
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