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Introduction 

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

assessments in advance of any exams/assessments being taken 
• To ensure copies of relevant JCQ information for candidate documents and exam room 

posters are provided in advance of any exams/assessments being taken 
• To answer questions candidates may have etc. 

 

Malpractice 

 
• To 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 
• JCQ provides information regarding what constitutes 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 

 
Things not to do on social media:  
• Buy/ask for/share exam or assessment content  
• Pass on rumours of what’s in exams or assessments  
• Share your work  
• Work with others so that your assessment is not your own independent work and/or non-
examination assessments and coursework, as example: 
 
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 bot used and should show the date the content was 
generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2025. You 
must submit a copy of the computer-generated content with your work for reference and 
authentication purposes.  

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 is a form of cheating which is taken very seriously... 
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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 programmes 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.  

 

 

Coursework assessments/non-examination assessments 

 
• Please read - information for candidates documents - coursework, non-examination 

assessments, social media (see appendices at back of handbook) 
• AI may be helpful for revision however be extra careful when using this in completing 

coursework / assessments. Please read AI Use in Assessments (see appendices at back of 
handbook) 

• Deadlines for coursework/assessment will be provided to you by your subject teacher. It is 
important that you meet these deadlines. 

• Coursework and assessments are marked by your teachers 
• Candidates are informed of their centre assessed marks prior to being submitted to the exam 

board. You can raise an appeal at this time (before it is submitted to the board) if you feel 
the mark is unfair.  

 

Written timetabled exams 

 
• Your candidate Exam Timetable, please check your personal details and exam entries are 

correct 
• If any of this information is incorrect, please notify your Head of Year as soon as possible 

• Your candidate Exam Timetable, please ensure you know the date and time of your exams, 
the exam room where your exam will be held and your seat number. 

• The JCQ information for candidates, documents – written examinations, social media please 
read these documents (appendices at the back of the handbook) 

• Exam room posters – Warning to candidates, Unauthorised items will be displayed outside 
each exam room, please read these (see appendices at back of handbook) 

Contingency sessions - Summer 2026  

• In the event of national disruption to a day of examinations the awarding bodies will liaise 
the qualification regulator and government departments to agree the most appropriate action 
for managing the impact.  

• Summer 2026 has a contingency day set as Wednesday 24th June 2026. This means you 
must be available to sit an exam on this day in the event of national disruption. 

• In the event TDA is not available to run an exam on your timetabled exam day, TDA 
contingency policy will be actioned you will be informed via email of the new venue. 
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On-screen tests 

• For any on-screen tests that you may be taking please see - Information for candidates – on 
screen tests (see appendices at back of handbook) 

What to do if you identify you have two or more exam papers timetabled at the same time 
(a timetable clash) 

 
• If candidates are timetabled for two or more exams in one session and the total time is 3 

hours or less, one exam will be followed by the other exam with a short supervised, break 
within the exam room. 

• If candidates are taking two or more exams timetabled for the same session and the total 
time is more than 3 hours, then one of the exams will be moved to an earlier or later session 
within the same day. The candidate will be escorted to a supervision room in between 
exams. 

• During this supervision period candidates will be required to bring lunch, candidates will be 
able to revise and chat to other students who are in the supervision room but must not 
communicate with anyone outside this room. Mobile phones, watches and any electronic 
equipment must be handed to the invigilator supervising. 

• For an exam clash, instructions will be provided to you along with your exam timetable. 
Ensure you read these instructions carefully 

Where you will take your exams 

• TDA exams are held in the Sports Hall, Exams Hall, Drama Theatre or in Board room / 
Meeting room on the top floor. 

What time your exams will start and finish 

• JCQ published start times are 9am for morning and 1.30pm for afternoon exams. 
• TDA start times for morning exams is 9am, afternoon exams start at 1.30pm, candidates 

should arrive at the exam room 10 minutes before start time 

Supervision during your exams 

 
• Exams are supervised by a team of external invigilators  

• Invigilators must follow strict rules and regulations when conducting exams as directed by 
JCQ awarding bodies 

• Invigilators will record any incidents on the incident log which is reported to the exams 
officer. The exams officer will then report any malpractice incidents to the relevant exam 
board 

Exam room conditions 

 
• Candidates are required to leave belongings in the changing rooms and can hand in any 

watches, ear pods or mobile phones prior to entering the exam room 
• Candidates are under formal exam conditions from the moment they enter the exam room 

until they are given permission to leave by the invigilator and exit the exam room.  
• Candidates must listen to and follow the instructions of the invigilator at all times in 

the exam room 
• Candidates must not communicate with or disturb other candidates  
• TDA Centre Number 22321 will be displayed in the exam room. The board in the exam 

room will show centre number, subject title, paper number, the actual starting and finishing 
times, and date, of each exam 

• When an invigilator announces candidates can fill in the front of the answer books please put 
your first name, surname and candidate number as shown on the candidate card on your 
desk 
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• If you use any additional answer sheets, please add your details to this sheet and question 
number. Place the additional answer sheet inside your exam paper unless an invigilator 
provides a tag to secure the additional paper to the exam paper.  

• Candidates must not open the question paper until the invigilator announces the exam can 
now start 

• On leaving the exam room candidates must do so in silence, other candidates may still be 
working on their exam 

• If you need to use the toilet during an exam you will not be allowed within the first hour or 
the last 15mins unless you have a medical card (bring this to the exam). Please use the toilet 
before entering the exam room 

• If you are allowed to go to the toilet you will be escorted by an invigilator and asked to 
empty your pockets. 

• You will be given a 5-minute warning before the end of the exam and at the end of the exam 
when told to do so you must stop writing immediately 

“Candidates are under formal examination conditions from the moment they enter the room in 
which they will be taking their examination(s) until the point at which they are permitted to 
leave.  

Candidates must not talk to, attempt to communicate with or disturb other candidates once they 
have entered the examination room. If they do, this must be reported to the relevant awarding 
body.  

Candidates must not open the question paper until the examination begins. If they do, this must 
be reported to the relevant awarding body”.  

Where you will sit in the exam room 

• Rows of desks are row A, B, C etc 
• Candidate timetable will show seat number e.g. F6 

• Candidate should find row F walk down the row to find seat F6 

How your identity is confirmed in the exam room 

• On your desk will be your candidate card showing your legal first name and surname, 
candidate number and your photo. An invigilator will check your name and photo on taking 
the attendance. External candidates must show formal identification such as passport/driving 
licence to the invigilator for identification purposes before entering the exam room 

What equipment you need to bring to your exams 

• Black pen (you must write all answers in black pen), pencil, eraser, ruler, calculator with lid 

removed, maths equipment. This equipment should be in a clear transparent pencil case 

• You can use highlighters on the questions to highlight anything but do not use highlighter in 

your answer  

• For Art exams appropriate art materials, design media and technology will be provided by 

TDA  

Using calculators 

• Calculators are allowed to be used in all exams unless the exam paper states no calculators 
are allowed. 

• If calculators are not allowed then the calculator should not be brought into the exam room, 
if you do, the calculator should be handed into an invigilator before the exam starts 
otherwise this will be malpractice. 

• During an exam a calculator must not be able to offer facilities such as, language translator, 
symbolic algebra manipulation, symbolic differentiation or integration, communication with 
other machines or the internet 
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• A calculator must not give access to pre-stored information. This includes databanks such as 
periodic table (with the exception of periodic constants), dictionaries, mathematical formulae 
or text. 

What you must not bring into the exam room 

 
• Mobile Phone, any electronic equipment, any type of watch, ear pods, smart glasses 
• Any revision notes/cards 
• If any unauthorised items are found during the exam (even if you have no intention of using 

this) you will be reported to the exam board which will lead to some form of disqualification 

Food and drink in exam rooms 

• Candidates may bring a bottle of water to the exam but this must be in a clear transparent 
bottle with no label. Food is not allowed in an exam 

What you should wear for your exams 

• Candidates must be dressed in full school uniform. No coats, Jackets or non-TDA Hoodies are 
allowed  

Where your personal belongings will be stored during your exam 

• Bags and coats can be left in the changing rooms. Unauthorised items such as a switched off 
mobile phone, watches etc can be handed into the invigilator who will put these in a 
numbered wallet, you will be provided with a small number card which you can hand in after 
the exam to reclaim your items. 

What to do if you arrive late for your exam 

• If you are late please come directly to the exam room you will be allowed to sit the exam and 
will be given the correct amount of time, however if you arrive more than one hour after the 
JCQ published start time for an exam you will not be allowed to sit the exam. 

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

 
• If you are unwell and unable to attend an exam, please contact your year team as soon as 

possible before the day of exam to discuss or as soon as possible 
• If you are able to sit an exam but feeling unwell, please notify your year team who will 

advise the exams officer prior to the start of the exam 
• If you feel unwell during an exam raise your hand and inform an invigilator 
• Candidates must sit an exam on the timetabled day in the timetabled session (unless there is 

a clash) no special consideration will be awarded for missing an exam due to personal 
arrangements, holiday, wedding, a field trip, transport arrangements, sporting event below 
international level, school function or closure, work experience. 

• For special consideration due to illness or other acceptable reason you will be required to 
provide evidence (discuss what evidence is required with your year team) acceptance will be 
at the discretion of the awarding body 
 

What happens if you have an unauthorised absence from your exam 

• If you have an unauthorised absence from an exam you will receive zero marks for that 
paper and you may be required to pay the exam entry fee. 
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What happens in the event of an emergency in the exam room 

• Follow the instructions form the invigilator 
• You will be told to close your answer booklet and put your pen down 
• Wait for instructions to evacuate 
• You must remain in silence during the evacuation as you are still under exam conditions 
• You must go to the exam evacuation point with the invigilator – DO NOT go to your normal 

evacuation point 
• On return to the exam room, you will continue with your exam and the interruption time will 

be added on (you will not be disadvantaged) 

Candidates with access arrangements/reasonable adjustments 

• The SEND department will be in discussion with you and your parents in relation to any exam 
access arrangement you may be entitled to 

• A letter will be sent home to advise of any access arrangements for your exams 
• Candidates with access arrangements will take exams in the exams hall or in board room / 

meeting room 

Results 

 

• On results day you will be provided with a candidate statement of results. You can also view 
your overall results grade on Bromcom, once the results embargo has been removed by the 
Exams Officer 

• Summer 2026 results will be ready for collection by students from 9am in the Atrium (A Level 
13th August 2026, GCSE 20th August 2026) 

• In the Atrium will be posters showing the grade boundries for each subject/component 
• Some SLT and teaching staff will be available for you to discuss your results 
• If you are outside the UK on results day then please provide the exams officer with a 

personal email address (via your TDA email address to exams@tda.education), the results 
can then be emailed to you on results day 

• Results not collected on results day can be collected from reception by the student only and 
photo ID will be required on collection. 

* Please note that if you require marks for each paper or grade boundaries then you 
must come into school to collect your results to obtain this information 

 

Post-results services 

 
• You will be emailed a copy of a post results letter the day prior to receiving your results to 

your TDA email. A paper copy will also be in your results envelope 
• If your marks are one / two off the next grade you can request a copy of your exam script to 

discuss with your subject teacher. They can advise if it’s worth requesting a review of results 
(you must pay for these services) 

• On the post results letter will be a link to a form to request a script (completing this form 
provides TDA with permission to download your script) Once payment confirmed script will be 
sent to you via email 

• On the post results letter will be another link to a form to request a review of results. A 
review of results will not be processed by the exams team until the finance department has 
confirmed your payment. The outcome will be sent to your TDA email 

• The post results letter will advise of deadlines and fees for post results 
 
 

mailto:exams@tda.education
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Certificates 

• Certificates are provided from the exam boards to TDA for summer results the following 
November/December 

• If you have left TDA we will write to you to advise how you go about collecting your 
certificates 

• If you are in TDA Sixth Form, the exams team will email you via your TDA email to advise 
how you go about collecting your certificates 

• To arrange for certificates to be collected on your behalf if unable to attend the centre you 
will be required to provide the collector with a letter signed by you stating you give ……… 
permission to collect on your behalf. The person collecting will be asked to show the letter as 
well as photo ID for themselves. 

• Unclaimed certificates will be held at TDA for 12 months then 
destroyed 

• You will need your certificates for university and on applying for 
employment 

• If you lose your certificates or fail to collect them, then you 
have to contact the exam boards directly to request copies, the 
copies will cost £50+ per certificate 
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APPENDIX 1 JCQ Information for candidates - coursework 
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APPENDIX 2 JCQ Information for candidates – non-examination assessments  
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APPENDIX 3 JCQ Information for candidates – on-screen tests 
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APPENDIX 4 JCQ Information for candidates – written exams 
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APPENDIX 5 JCQ Information for candidates – social media 
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APPENDIX 6 JCQ Unauthorised items poster 

 

 



33 

APPENDIX 7 JCQ Warning to Candidates poster 

This poster will be displayed outside each exam room. You must note all the warnings. 
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APPENDIX 8 JCQ AI poster for students 
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