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Firstly, some important details 

About You: 

Candidate Name: 

Candidate Number: 

Form Group: 

Centre Number 

Contact Details: 

Examinations Office 

Old Hall Road 

Norwich 

Norfolk NR4 6FF 

 

Phone :     01603 580280 

 

exams@utcn.org.uk 

 jessica.harley@utcn.org.uk 

www.utcn.org.uk 

 Please read this booklet carefully and 

show it to your parents so that they are 

aware of the examination  regulations 

and  procedures. 

 

 

 Please write your name and candidate number in the 

 space provided and keep it safe so that you can refer to 

 it when necessary. 

 

 Key Dates  

Half Term:  29 May 2016 - 2 June 2017 

Examinations 

Summer Exams run between  
        

Monday 16 May 2017 - Thursday 29 June 2017 
   

Controlled Assessments, Practical Assessments  and 
Coursework submissions will be advised by Subject    
Tutors. 

 

Examination Results 

 
GCE (A level/AS) Results Day:   

Thursday 17 August 2017 

10am –12 noon 
 

GCSE Results Day: 

Thursday 24 August 2017 

10am—12 noon 

 

If you are unable to attend results day, you need to    
contact the Exams Office before the end of the summer 
term to organise an alternative  method of receiving 
your results. Any uncollected results will be retained in 
the  Examinations Office - they will not be posted. 

 

Awarding Bodies 

AQA    www.aqa.org.uk 

Edexcel (Pearson)  www.edexcel.com 

OCR    www.ocr.org.uk 

WJEC    www.wjec.co.uk 

 

 

18146 
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ALL CANDIDATES MUST : 
 

 Read and fully understand the ‘JCQ Notice to Candidates’  at the back of this booklet. 

 Understand Controlled Assessment regulations and sign a declaration that authenticates work as your own. 

 Check all the details on your Examination Timetable and report any errors to the Exams Officer. 

 Read the instructions on each exam paper very carefully. 

 Check that UTCN has at least one up‐to‐date contact number for you. 

 Inform UTCN, the Exams Officer or the Exam Invigilator of any event for which special consideration   might be 

sought from the awarding body (e.g. illness before or during an exam, bereavement or other trauma,           disad‐

vantage or disturbance during an exam). 

If you break any of the examination rules or regulations you could be disqualified from all subjects. The 

UTCN must  report any breach of regulations to the awarding body.  Please contact the Exams Office if 

you or your parents have any other queries about exam procedures at any time before, during or after 

the examinations (contact details on page 2). 

Before the Examinations 
 

  1.  Controlled Assessment 

 Controlled Assessment was introduced in 2009 and forms part of the overall assessment along with coursework in 
some, but not all, subjects. The most significant difference between coursework and Controlled Assessment is 
that the completion of the final task has to take place under controlled conditions in lessons under the supervision 
of the subject teacher. 

  

  2.  Why were Mocks run as though they were real exams ? 

 This was your chance to practise for the real exams, bringing the correct pens and other equipment and learning 
how to  follow the JCQ regulations in full – see the Notices to Candidates at the back of this Handbook. 

 NB: Your Mock Exam results have been used to predict your final grade. Your Predicted Grade may be passed 
on to the sixth form/college /higher education establishment you choose to apply for.  

 

Frequently Asked Questions (FAQs) 

When it comes to exams, there are lots of questions and many answers. 

Throughout the next section of this booklet, we will be providing answers to 

the most frequently asked questions for each stage of the exam process. 
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Before the Examinations continued... 

 

3.    What is my Candidate number ?  

Each candidate has a four‐digit candidate   
number which is used by all the     
Awarding   Bodies to identify you. You 
must  write it on all your examination 
papers and coursework. Please write it 
on the front of this booklet. 

Your candidate number may form part of 
your Unique Candidate Identifier or UCI 
(12 numbers and 1 letter) which is shown 
on the top of your Individual Candidate 
Timetable. This number begins with the 
Centre Number where you took your 
first public examination. If you go on to 
further education you will need your UCI 
for exams there. 

 

4.    When will I get my personal timetable 
for the summer exams? 

You will receive a timetable detailing all 
your summer examinations before the 
Easter holidays. 

If you lose your timetable, please collect 
a replacement from the Examinations 
Office. 

 

5.    Why do I need to check the details on 
my Examination Timetable? 

You need to make sure you have been     
entered for all the right exams at the 
right level or tier.  You need to check the 
spelling of your name and your date of 
birth. 

If the name or date of birth on your   
exam certificates does not match your 
birth certificate it could cause you   
problems if you are asked to show them 
to college/university or a potential     
employer. 

 

 

 

 

 

6.  What do I do if there is a clash on my timetable ? 

A few candidates have two subjects which are timetabled at 
the same time by the awarding bodies. You will normally sit 
one paper then have a break. During the break you will be   
supervised and must not have any communication with other 
candidates. You will then sit the second subject paper. The     
Exams Officer will arrange to meet with you to discuss any   
arrangements that need to be made if a clash affects you. The 
agreed times will then be displayed on your personal             
Examination Timetable. 

 

7.  Why does UTCN need my up‐to‐date contact number ? 

Exams are national and very carefully regulated. Each exam 
takes place at the same time all over England and Wales and 
abroad. We need to be able to contact you if you are not in the 
College. 

 

8.  How will I know if my original timetable has changed ? 

If there is any change whatsoever to your original exam      
timetable you will be issued with a Revised Examination     
Timetable . It is your responsibility to make sure that you 
attend at the correct time. 

 

9.  I am entitled to extra time – how will this affect my exams? 

Some pupils receive an allowance of up to 25% extra time. The      
Invigilators will ensure your finishing time is displayed clearly. If 
you are unsure, please ask. 

 

10. What about Data Protection – my personal details? 

The Awarding Bodies are all ‘data controllers’ under the Data         
Protection Act 1998. 
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Attendance During the Exams 

 

11. When do I go to lessons ? 

Students are expected to attend  all lessons for all 
subjects up until they have finished their last exam. 

Year 12  - lessons for A2 will commence on         
Monday 5 June 2017. 

Year 13  - stand down is on Friday 26 May 2017. 
Year 13 students are not required to attend lessons 
after this date. 

Year 11 - normal lessons will continue and students 
will only be absent from lessons if they have an      
examination to attend. If students complete their  
examinations in a subject any lessons they have in 
this subject will be used for  further exam           
preparation and revision . All lessons and exams will 
finish by 24th June. 

 

12.  Will there be any specific revision sessions ? 

You will be given details of specific revision sessions    
shortly. 

 

 

During the Exams 

   

13. Must I wear UTCN uniform ? 

Year 11 must wear UTCN uniform at all times 
(including revision classes) and Year 13 must wear 
business dress when attending UTCN for examina‐
tions.  

 

14. All Students—What to Wear 

Please note, you are not allowed to wear hats in the 
examination room. If you enter wearing a hat, you 
will be asked to remove it and place it under your 
desk. If you decide to remove your jacket during the           
examination, it must be placed either under your 
desk or handed to an invigilator. You must not hang 
it on the back of your chair. 

 

15. Who are Invigilators ? 

UTCN employs external Invigilators to conduct the 
examinations. Invigilators are in the examination 
rooms to supervise the conduct of the examination. 
They will distribute and collect the   examination pa‐
pers, tell you when to start and finish the examina‐
tion, hand out extra writing paper if  required and 
deal with any problems that occur  during the exam‐
ination, for example if a candidate is feeling ill. Invigi‐
lators cannot discuss the examination paper with 
you or explain the questions.   

Pupils are expected to behave in a respectful manner   
towards all Invigilators and follow their instructions 
at all times.  Any pupil who is disruptive or behaves 
in an unacceptable manner will be removed from the            
examination room by an Invigilator and taken to 
member of the Senior Leadership Team. 

 

16. What if I am ill or have an accident before the exam? 

Inform UTCN immediately so that we can help or advise 
you. For instance, if you have an injury which makes 
you unable to write it may be possible to provide you 
with a scribe. You must obtain medical evidence (from 
your GP or hospital) if you wish UTCN to apply for Spe‐
cial Consideration on your behalf . 

 

17. What time must I arrive for an exam ? 

You must arrive in at UTCN at least 15 minutes before the 
start and make sure you know where your exam will take 
place. Please wait quietly outside the exam room until 
you are invited to enter by a member of staff. 

 

18. What time do exams start ? 

Exams USUALLY start at: 

9.15 am or 1.15pm 

Occasionally there will be a variation. Please check your       
personal Examination Timetable carefully. 
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During the Exams continued... 
 

19. What are ‘exam conditions’ ? 

As soon as you enter the exam room there must be        
complete silence; you must not speak, distract or             
communicate with other candidates in any way. You must 
face the front at all times. If you need anything before or 
during the exam you must put up your hand and wait for an 
Invigilator to come to you. 

 
 

20. What equipment should I take into the exam room ? 

 

ALL EXAMS:   

 BLACK ballpoint or BLACK ink pen – NO blue pens 
and NO gel pens as scanners may not be able to 
read blue/gel ink. 

 Pencil, sharpener and rubber eraser –                
NO correction fluid or pens.  

 Ruler with cm and mm.  

 Highlighters must not be used in your answers.  

 Water bottle (if desired) with the label removed. 

SCIENCE EXAMS:   

All items listed above PLUS Scientific Calculator with lid 
removed.   

MATHS EXAMS:   

 All items listed above PLUS Scientific Calculator with lid 
 removed., protractor, compass, tracing paper.  

 

You are responsible for providing your own equipment for 
examinations.  You must not lend equipment or attempt to 
borrow it from another candidate in the examination room. 

Only material listed on the question paper is allowed in the 
examination room.  You must not have on or near you any 
other material. 

 
 
 
 
 
 
 
 

 

21. What must I NOT take into the exam room ? 

Food (unless agreed by the Exams Officer), notes, books, 
papers, pencil cases (unless transparent) ,  calculator case 
or lid, calculator instruction leaflets, correction fluid or pen, 
reading pens, instruments which can capture a digital   
image, electronic devices (iPods, MP3/4 players, pagers, 
mobile phones even if switched off. 

SMART WATCHES OF ANY TYPE ARE FORBIDDEN. 

If you are found to have anything with you which is not 
allowed, even if you did not intend to use it, this will be 
reported to the awarding body. The normal practice in 
these circumstances is to disqualify the candidate from 
the paper or the subject. 

 

22. What if I think I have the wrong paper? 

The Exams Officer or Invigilator will ask you to check before 
the exam starts. If you think something is wrong, put your 
hand up and inform the Invigilator immediately. 

 

23. What if I forget my Candidate Number? 

Your Candidate Number is printed on the laminated      
identification card which is placed on your desk for every 
examination. You must write your name and number    
exactly as it appears on the label. Legal names are used for 
exams, not ‘known‐ as’ names. Make sure you use        
CAPITAL LETTERS and be sure to write your surname and 
first name in the correct   boxes. 

 

24.  What if I forget the UTCN Centre Number? 

The Centre Number is 18146. It will be clearly displayed in 
the examination rooms. 

 

25. How do I know how long the exam is ? 

The length of the examination is shown in minutes on your 
personal examination timetable under the heading 
‘Length’.  It is also shown on the question paper.            
Invigilators will tell you when to start and finish the exam.  
The start and finish times of the exam will be displayed at 
the front of the exam room.  There will be a clock in all 
examination rooms.  Candidates who are entitled to extra 
time will be informed of their start and finish time. 
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During the Exams continued... 
 

26. What if  I think there is an error on the paper? 

If you think something is wrong put your hand up and wait 
for the Invigilator to come to you. 

 

27. Can I go to the toilet during the exam? 

Only if it is absolutely necessary.  You will be escorted by an 
Invigilator and will not be allowed any extra time. 

 

28. What if I feel ill during the exam? 

Put your hand up and an Invigilator will assist you.  You 
should always inform an Invigilator if you feel ill before or 
during an exam.  If you think this may have affected your 
performance you should inform the Exams Officer. 

 

29. What if I finish the exam early? 

You will NOT be allowed to leave an examination room early.  
If you are sure that you have finished the paper, use any time 
remaining to check over your answers, check the exam     
instructions and check that you have completed your details 
correctly.  You must sit quietly facing the front.  Do not turn 
round or look about the room, make any noise or distract 
other candidates in any way. 

 

30. What happens at the end of the exam? 

The Invigilator will announce when the exam has ended 
and it is time to stop writing. You must stop writing        
IMMEDIATELY and remain silent, facing the front. 

Remember that you are still under examination conditions 
(see FAQ 19) until you leave the room. Remember to cross 
out any rough work. If you have used more than one answer 
book or loose sheets of paper, ensure that your name, centre  
number and candidate number are written on each sheet. 
Invigilators will collect all question papers, answer booklets 
and additional paper. Remain seated in silence until told to 
leave the examination room. Please leave the room in silence 
and show consideration for other candidates who may still be 
working. 

 

 

31. What is Special Consideration? 

Special Consideration is a post‐examination adjustment 
to a candidate’s mark or grade to reflect temporary 
illness, temporary injury or other indisposition at the 
time of the assessment, which has had, or is reasonably 
likely to have had, a material effect on a candidate’s 
ability to take an assessment or demonstrate his or her 
level of attainment in an assessment. This is decided by 
the Awarding Body and not by UTCN. The allowance for 
Special Consideration is from 0% (consideration given 
but addition of marks considered inappropriate) to 5% 
(reserved for really exceptional cases). Parents should 
be aware that any adjustment is likely to be small and 
no feedback is ever provided.   

 

32. If I’m late can I still sit the examination? 

You should contact the Exams Office and get to UTCN 
as quickly as possible and report to Reception. If it is 
still possible for you to sit the examination a member of 
staff will escort you to the exam room. You must not 
enter an examination room without  permission after 
an examination has begun. 

If you arrive very late UTCN must inform the Awarding 
Body, giving the reason and evidence for your lateness. 
The Awarding Body may decide not to accept your 
work. 

 

33. If I miss the examination can I take it on another day?  

No. Timetables are regulated by the Awarding Bodies 
and you must attend on the given date and time.  If you 
miss an exam without good reason you will  be charged 
the entry fee. 

 

34. What happens if there is a fire alarm during an exam? 

If the fire alarm sounds during an examination the  
Invigilators will tell you what to do. Don’t panic. Leave 
everything on your desk. If you have to  evacuate the 
room you will be asked to leave in silence and in the 
order in which you are sitting. You will be escorted to a 
designated assembly point. You must not attempt to 
communicate with anyone else during the evacuation. 
When you return to the exam room, do not start 
writing until the Invigilator tells you to. You will be   
allowed the full  working time for the examination and 
a report will be sent to the  Awarding Body with details 
of  the incident. 
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After the Examinations 

 

35. How do I get my results ? 

Year 13 -  collect results from UTCN between 10am - 
12noon on Thursday 17th August 

  

Year 12 -  collect AS results from UTCN between 10am - 
12 noon on Thursday 17th August. 

Collect GCSE results from UTCN between 10am - 12 
noon on Thursday 24th August  

 

Year 11 - collect results from UTCN between 10am - 12 
noon on Thursday 24th August 

 

If you want someone else to collect your  results on your    
behalf, you must give your written authorisation to the 
Exams Office before results day. If you wish the         
UTCN to post your exam results, you must provide a 
stamped addressed envelope before results day. If there 
are really exceptional  circumstances, special                 
arrangements to collect your results by telephone or 
email must have been made before results day. 

 

After results days, uncollected results will 
be held in the Exams Office. They will not 
be posted home. 

36. What do I do if I do not get the grades I need ? 

Contact your chosen institution immediately and 
explain your situation. They will tell you if you are 
still eligible for admission.  UTCN staff will be 
available to help with Clearing.  

If you feel strongly that it is necessary to make an    
enquiry about your result you should first contact 
the Exams Officer. You should be aware that your 
mark could go down as well as up or even stay the 
same. This needs to be done as soon as possible 
so that all the necessary paperwork can be com‐
pleted. 

You will have to pay the fee , which in September 
2016 was between £32 and £70, depending on the 
Awarding Body.   

       

 

37. When will I get my Certificates ? 

Year 11 - When we have received the examina‐
tion certificates from the various exam boards , 
we will hold a Presentation Assembly to issue 
your certificates. This will most like be towards 
the end of October.  

If you are no longer studying at UTCN we will 
contact you and arrange for you to come in and 
collect your certificates.  

Year 13 - when we have received the examina‐
tion certificates from the various exam boards, 
we will contact you and arrange for you to come 
in and collect your certificates. This will probably 
be towards the end of October.  

Please note certificates will not be given to any‐
one other than the candidate without the candi‐
date’s written authorisation. We keep certificates 
for a period of one year after issue. If candidates 
lose their certificates they can only be replaced 
by direct application to the appropriate awarding 
body. This will require proof of identity (such as a 
birth certificate) and a fee (at least £30) per 
awarding body. You are therefore urged to col‐
lect your certificates as soon as possible and to 
keep them safe.  






