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Dear Students
Here is some information that you may find useful for your exam experience at Shuttleworth College.
Hopefully, this booklet will be informative and helpful for you and your parents/carers. Please read it
carefully and show it to your parents/carers so that they are also aware of the exam regulations and
the procedures that we have to follow in the event of any problems arising.
The Exam Boards set out some strict criteria that we must follow for the conduct of the exams. You
should therefore pay attention to the notices at the back of this booklet.
If there is anything you do not understand or have any questions then please ask.
If you or your parents/carers have any queries or need any help or advice at any time before, during or
after the exams then please contact the exams office. Please remember that we are here to help you
during this very important time at Shuttleworth College.
We wish you the best of luck with your exams.
Yours faithfully

Miss Pinder
Examinations & Assessment Data Manager
Tel – 01282 682306
mpinder@shuttleworth.lancs.sch.uk

Miss Harrison
Admin and Examinations Assistant
Tel – 01282 682300
luharrison@shuttleworth.lancs.sch.uk
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Before The Exams – Things to check
Exam Board Regulations
You should make sure you are familiar with the following documents in this booklet to ensure you know the
rules set by the exam boards.







Information for Candidates – Coursework
Information for Candidates – Non-Examination Assessments
Information for Candidates – On-Screen Tests
Information for Candidates – Privacy Notice
Information for Candidates – Social Media
Information for Candidates – Written Exams

Candidate Names
Exam boards will use your legal name for exam use and your certificates will also be issued with your legal
name. If you are making any changes to your legal name, you must do this before your summer exams take
place to ensure there is no confusion with your exam paper and your certificates are issued with your
correct legal name.

Candidate Number
All students have their own personal four-digit number, this is called your candidate number. You will find
this on the card placed on your desk when you are seated for your exam. It is essential that you learn this
number and make sure that it is written correctly on your answer paper in your exam.

Statement of Entry
For GCSE exams, you will receive a Statement of Entry which details the subjects and level of entry that you
are being entered for. This will also display the costs of the exam, which are paid for by college. Please
check that you have the subjects that you have been studying on your statement of entry and speak
to the Exams Officer if you have any queries.

Personalised Timetables
You will be issued with a personalised examination timetable before your exams begin. These display only
your relevant exams. If you misplace your personalised timetable, please see the Exams Officer or ask your
Form Tutor for another copy. It is essential that you know when your exams are and attend all of the exams
on this timetable.
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Exam Times
For GCSE exams:
 Morning exams will begin at 9.00am
 Afternoon exams will begin at 1.00pm.
 Anyone sitting an afternoon exam will have lunch time from 12.30pm
 You must be in school early to attend any revision sessions.
 Please note, if you arrive after 10.00am or 2.00pm you have to be reported as a very late
candidate to the exam board, this will mean that you will be disqualified from the exam as
your lateness could mean that the exam has been compromised. Therefore, you should be in
school well in advance of the start time for the exam.

Equipment
You must bring your own equipment to your exam, which must include a black ball point pen and pencil.
However, calculators, maths equipment, rulers and coloured pencils will be available to you on your desk if
the exam states that they are needed. Please make sure that pencil cases are transparent. Invigilators will
also have a supply of rulers, sharpeners and erasers for you to borrow during your exam.

Watches, Mobile Phones and MP3 players
Watches, mobile phones and mp3 players are strictly forbidden. They must be locked away in your
locker before coming to your exam. If you are found with any of these items once you have entered the
exam room you will be reported to the exam board and you will be disqualified from the exam. It is
essential that you follow this advice.
Even if your device is switched off or has no battery included, you will be disqualified from the exam/entire
subject.

Absence
For GCSE exams, it is essential that you attend your exam. Failure to attend without a medical certificate
from your doctor will mean that your parents/carers will have to pay the fee for the exam you have missed.
These fees are displayed on your Statement of Entry.
Please note that we cannot apply for a ‘special consideration’ if you do not have a valid reason which is
backed up by some evidence for your failure to attend your exam. We need this information to be able to
submit to the exam board. You must also have completed a minimum of 50% of the qualification, which
includes any controlled assessment units.
Absence from End of Year exams must be reported through school as normal, you will be able to catch up
with your exam during school time.
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Seating Arrangements
You will be issued with a personalised timetable which indicates your exam room and seat number. Seating
plans will also be displayed in the Atrium and your form tutor will have a copy for you to check during
registration.
You must know where you are sitting before you arrive in the exam room for your exam.

Access Arrangements
If you have an Access Arrangement you will have spoken to Mrs Bowyer or Mrs Snaith and had an
application with the exam board processed. This is to allow you to have the same support in your exam as
your normal way of working within school. Mrs Bowyer will make sure that anything you need in your
exam is provided for you on the day.

Medical Conditions
If you think you have a medical condition which may flare up during your exams then you must speak to
Exams Officer. In some cases, you may be asked to provide a letter from a hospital consultant or counsellor
for college to be able to put arrangements for you in place. A doctors note will not be sufficient as exam
boards request that they must come from a consultant or counsellor.
If you have an injury on the day of the exam which will affect you completing your exam, you must speak to
the Exams Officer or Mrs Bowyer at the earliest opportunity. We can make an application for you to have
the use of a scribe or laptop in these circumstances.

Special Consideration
Special Consideration is an adjustment to your marks should you have something that may affect how you
have performed during your exam. This could be illness, accident or injury, a bereavement or domestic
crisis. The Exams Officer can inform the exam boards of this reason and the marks you have been awarded
may be adjusted. In order for us to do this we may request some evidence to make the application. This
evidence must be received within 7 days of informing us.

Exam Clashes
Occasionally exams for two subjects are timetabled by the exam boards at the same time. If this happens,
and you take both subjects, arrangements will be made for you to sit one exam after the other.
The longest exam will be sat first, you will then be offered a supervised rest break for a maximum of 15
minutes before doing your second paper.
An Invigilator will speak to you during your exam to confirm the arrangements for this.
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During the Exams



You are responsible for checking your own exam and revision timetables and arriving in college on
time.



You must wear full school uniform and make sure you have your equipment ready to sit your exam.



Mobile phones, watches and mp3 players must be left in your locker before you arrive in the Atrium.
Envelopes are provided before the start of your exam for you to hand any items in for safe keeping
if you have not locked them away. These will be available from your Pastoral Manager at break,
lunch or the end of the day when you need to collect them.



Calculators, maths sets, coloured pencils and rulers will be provided on your exam desk if they are
needed. Correcting fluid and pens are not allowed.



You must not have any unauthorised materials with you in your exam. If you are found with
anything on your person you will be reported to the exam board and you will be disqualified from
the exam. This includes any writing on your hands and arms.



No food is allowed into the exam room unless agreed with the Exams Officer or School Nurse for
medical reasons. You can bring water, however your bottle should have a sports cap type of lid and
all labels must be removed.



You must be in complete silence when in your exam room. If you need any assistance, please raise
your hand to alert an Invigilator who will assist you.



Please listen carefully to the instructions the Invigilators give you. They may need to draw your
attention to any amendments to the exam paper you need to know about.



You must carefully check the paper that is on your desk, there may be more than one paper
being sat in the same room at the same time. You must check the subject, paper and tier of
the paper.



Read all instructions on the front of the paper before you start your exam and mark your answers
clearly in black ball point pen. If you need to cross anything out, do so with a single line through.



You must not deface your paper with graffiti or write offensive comments – the exam board will
refuse to accept your paper if you do this.



You must remain in the exam room until the exam has finished and Invigilation staff dismiss you. If
you finish your paper early use the time to check your answers carefully. You must not disrupt
other students when they are working, you will be reported to the exam board for trying to
communicate with other students and you will be disqualified from the exam if you do so. You
must remain silent for the duration of the exam.



Question papers, answer booklets and additional paper must NOT be taken out of the exam
room.
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Invigilators
College employs external invigilators for exams. You are expected to behave in a respectful manner
towards all invigilators and follow their instruction at all times.
Invigilators are in your exam room to supervise the conduct of the exam. They will distribute and collect the
exam papers, tell students when to start and finish the exam, hand out any extra answer sheets or
equipment and deal with any problems that may occur during the exam.
If you need any assistance during your exam, you should raise your hand clearly and an Invigilator will come
to you to help.
Invigilators cannot discuss the exam paper with you, or explain any of the questions to you.
Invigilators will escort you for toilet breaks, to the medical room and supervise any agreed rest breaks
throughout the exam. You must not leave the exam room without the supervision of an invigilator, if you
do so, you will not be allowed to return to the exam room to carry on with your exam.
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Evacuation Procedures
Fire Evacuation
In the event of the fire alarm sounding and you are in the Sports Hall, you should only evacuate if you are
told to do so by an Invigilator who will be informed by a member of SLT. You must remain seated and in
silence whilst you wait for instruction.
If you are instructed to evacuate, you must leave via one of the two fire exits in the Sports Hall and make
your way to the MUGA. You will need to remain in total silence and keep the same distance apart from
other students, as you were in your exam. Invigilators will make sure you keep to these rules.
If you are in any other room, you should evacuate straight away and make your way to the MUGA under
supervision of the Invigilator. You must remain in total silence and keep a distance between yourself and
other students during this time.
Times of the alarm sounding and the time you are evacuated will be noted by Invigilators and the exam
boards will be notified.

Evacuating onto Sports Field (class bell and tannoy ‘muster point B’)
Please follow this procedure as normal and evacuate immediately under the supervision of Invigilators.
Please remain in total silence.

Lockdown Procedure
Everyone must follow this procedure as normal. If you are in the Sports Hall, you must sit along the wall
nearest the entrance to the Sports Hall. Please follow the instructions of the Invigilation staff in silence.
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After the Exams
GCSE Results Day
GCSE Results Day – Thursday 26 August 2021
If you are unable to make this day, you can provide someone with a note, signed by you, giving them
permission to collect them on your behalf. You can also leave a stamped addressed envelope with the
Exams Officer who will post them out results day for you. This must be left with the Exams Officer before
you leave in the Summer.
You can also have your exam results emailed to you on the day. They will only be issued to the email
address provided to you by college. Please speak to the exams officer if you need your results emailing to
you to make arrangements.

Enquiries About Results
If you did not get the grade you were expecting then it may be possible to request a re-mark of your exam
paper, depending on how close you are to the next grade boundary. This must be discussed carefully with
your subject teacher as grades can go down as well as up. Members of staff will be around on results day
for you to discuss any concerns with.
A consent form will be sent out to you for you to read carefully and sign to agree to us making the enquiry.
If college request the appeal then the fees will be paid for by college.
If you request the appeal then any fees must be paid by you. Please ask the Exams Officer for the current
fees.
Enquiries can take a few weeks to be returned. You will be informed by letter of the outcome.
The Enquiries About Results and Access to Scripts Policy can be found in this booklet, and is also available
on the college website.

Certificates
Certificates will be given out on Awards Presentation Evening held in November. You will be sent details of
this by college in September/October.
If you are unable to make this evening, certificates will be available after the evening has taken place.
The certificates are kept for one year after they are issued, therefore you must collect them or you will have
to pay for replacements.
If you need to replace certificates, you will need to apply to the exam board directly, they cost around £45
each to replace.
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Appeals Against Internal Assessment of Work for External
Qualifications
Shuttleworth College is committed to ensuring that whenever its staff assess students’ work for external
qualification, this is done fairly, consistently and in accordance with the specification for the qualification
concerned. Assessments are conducted by staff who have appropriate knowledge, understanding and skills,
and who have been trained in this activity. The centre is committed to ensuring that assessment evidence
provided by candidates is produced and authenticated according to the requirements of the relevant
specifications for each subject. Where a set of work is divided between staff, internal moderation and
standardisation will ensure consistency.
If a student feels that this may not have happened in relation to his/her work, s/he may make use of this
appeals procedure. Note that appeals may only be made against the process that led to the assessment
and not against the mark or grade submitted by the centre for moderation by the awarding body.
This procedure is available from the Exams Officer.
1. Appeals should be made as early as possible and at the very latest should be submitted before the
end of the first week in May of the year in which the terminal exams are taken.
2. Appeals should be made in writing to the Exams Officer stating the details of the complaint and the
reasons for the appeal.
3. The Exams Officer will investigate the appeal with at least two other members of staff who have not
been involved in the internal assessment decision. If the Exams Officer is not able to conduct the
investigation for some reason, the Headteacher will appoint another member of staff of similar or
greater seniority to conduct the investigation.
4. The teacher(s) concerned in the assessment procedure which is the subject of the appeal will
respond to the appeal in writing to the Exams Officer. Copies will be given to the other members of
staff conducting the appeal and to the student.
5. The purpose of the appeal will be to decide whether the process used for the internal assessment
conformed to the published requirements of the awarding body and the examinations code of
practice of the QCA. The Exams Officer and the other two designated members of staff will meet to
decide the outcome of the appeal.
6. The student will be informed in writing of the outcome of the appeal, including any relevant
correspondence with the awarding body and any changes made to the procedure relating to
internal assessment.
7. The outcome of the appeal will be made known to the Headteacher and will be logged as a
complaint. A written record will be kept and made available to the awarding body upon request.
Should the appeal bring any significant irregularity to light, the awarding body will be informed.
After work has been assessed internally, it is moderated by the awarding body to ensure consistency
between centres. Such moderation may change the marks awarded for internally assessed work. This is
outside the control of Shuttleworth College and is not covered by this procedure. If you have concerns
about external moderation, please ask the Exams Officer for a copy of the appeals procedure of the
relevant awarding body.
Reviewed September 2020
M Pinder
Exams Officer
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Enquiries About Results (EARs) and Appeals Policy
Rationale
Shuttleworth College is committed to ensuring that all students attain the grades of which they are capable
of achieving in their external examination. We recognise that Further Education courses and employment
opportunities may depend on these grades.
An analysis of the examination results will be undertaken immediately the results are issued to ascertain if
there are any anomalies between expected grades and actual grades.
A copy of this policy can be found on the college website and also in the Exam Guidance for Parents &
Students Booklet.

Post Results Procedures
















EARs may be requested by the Curriculum Leaders/Subject Leaders or students themselves, if there are
reasonable grounds for believing there has been an error in clerical procedures leading to the issue of
a result, errors in marking of exam papers or errors in moderation of coursework.
All EARs requests must be made to the Assistant Headteacher (Achievement) by the deadline set by the
Exams Officer.
If Curriculum Leaders/Subject Leaders have concerns about the marking of a subject/component
cohort:
- They should submit a request from a representative sample comprising about 10% of the cohort.
- The sample should normally be a minimum of 8 students and not more than 20 students.
If a result is queried, the Headteacher and Assistant Headteacher (Achievement), will investigate the
feasibility of asking for a clerical check or a re-mark at the College’s expense.
When the College does not uphold the EARs fee, students may still apply to have an enquiry carried out
but they must pay the EARs fee in full before College will process the application. The cost of the EARs
is available from the Exams Officer on request. If the enquiry results in a higher grade than the original
grade received, the fee will be refunded to the student.
Prior to processing the EARs students must be made aware of the three possible outcomes:
- The original mark is lowered so that the final grade may be lower than the original grade received.
- The original mark is confirmed as correct so there is no change to the grade.
- The original grade is raised so the final grade may be higher than the original grade received.
This information will be clearly communicated in the letter that accompanies the application form, as
well as the application form itself.
Students must sign an EARs Consent Form to agree to the enquiry going ahead and to indicate that
they understand what the outcome might be and return to college before the deadline specified.
The EARs Consent Form will be retained by College and kept for a period of 6 months following the
outcome of the enquiry. The Exams Officer will arrange secure storage for these forms.
EARs requests will be submitted online by the Exams Officer.
Students and Curriculum Leaders/Subject Leaders will be informed of the outcome in writing.
If Curriculum Leaders/Subject Leaders are dissatisfied with the outcome of an enquiry about results,
they may submit a request for an appeal.
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Requests for an appeal must be made to the Headteacher within 5 calendar days of the notification of
the outcome of the enquiry.
Requests must be made in writing clearly stating the grounds for appeal.
The grounds for appeal must be related to the Awarding Body’s procedures or the application of these
procedures. The procedures open to investigation may include
- The setting of papers
- Marking/moderation procedures
- The grade award
- EAR and Appeal procedures
The Headteacher will make the final decision about whether to proceed with the appeal process.

Access To Scripts






Where a member of staff wishes to request the original or copy of the exam script for a candidate
they must obtain permission off the candidate before they apply.
The Exams Officer will arrange for an application form to be issued to the candidate to complete
and sign before the deadline and the application will be submitted to the Exam Board.
The candidate will also need to provide consent to allow the teacher to use their script for teaching
and learning purposes. The candidates identity must be removed before the script is used.
Scripts must be stored securely and disposed of in a confidential manner.
If a candidate wishes to obtain a copy of their script, they must do so before the deadline set by the
Exams Officer. Fees must be paid before the application can be processed. The cost of the fees can
be obtained from the Exams Officer.

Reviewed September 2020
M Pinder
Exams Officer
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