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Key changes for 2023-24 
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Introduction

Importance of these Instructions

These Instructions have been produced to enable all centres to administer examinations 
consistently and securely so that the integrity of the assessment process can be maintained. 
Failure to adhere to these Instructions could adversely a�ect candidates, either at a local level 
within the centre or potentially, in the event of a breach of question paper security, at a national 
or international level.

These Instructions are for examinations held between 1 September 2023 and 31 August 2024 
and must be read in conjunand 8/candtsmnJCaoc41 (sment )]TJ
ET
EMC 
/P <</Lang (en-GB)/MCID 496 >>BDC 
BT
/T1_3 1 Tf
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Resources for examination officers

The JCQ has produced the following resources to assist examination o�cers:

	 •	 Centre emergency evacuation procedure

	 •	 Exam Materials Receipt Log – at the point of delivery to the centre

	 •	 Exam Materials Receipt Log – Exams O�cer

	 •	 Exam Room Incident Log

	 •	 Second Pair of Eyes Check form

	 Checklists

	 •	 After the exam checklist

	 •	 Checklist for invigilators (for written examinations)

	 •	 Exam Day Checklist

	 •	 Invigilator training checklist

	 •	 Pre-Series Checklist

	 Infographics

	 •	 Handling of secure electronic materials

	 •	 Key reminders for exam o�cers

	 •	 Removing question paper packets from secure storage

	 •	 Starting times for examinations and supervising candidates

	 •	 The journey of a question paper through the centre

	 Video

	 •	 Exam day guidance: How to ensure exams run smoothly

 
These resources may be found at:

https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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Preparing for the examination

1	 Keeping question papers and other examination materials secure 
 
2	 Checking and arranging question paper packets 
 
3	 The secure room and the secure storage facility 
 
4	 Arrangements for handling secure electronic materials 
 
5	 Removing question papers from secure storage 
 
6	 Starting times for examinations 
 
7	 Timetable clashes 
 
8	 Overnight supervision arrangements 
 
9	 Resources for examinations 
 
10	 Using calculators 
 
11	 Accommodation 
 
12	 Invigilation arrangements 
 
13	 Invigilation arrangements for candidates with access arrangements 
 
14	 Access arrangements 
 
15	 Contingency planning
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1.1	 The following instructions apply to all confidential materials to ensure the integrity and 
security of the examinations. This includes question papers in any format. 

1.2	 Awarding bodies must be informed immediately if the security of the question papers or 
confidential supporting instructions is put at risk. This includes any natural disaster, fire, 
theft, loss, damage or other circumstance which places the existing accommodation or 
secure storage of examination materials at risk. 

1.3	 Centres must be able to demonstrate the receipt, secure movement and secure storage of 
question papers and confidential materials. 

1.4	 Centres must ensure that envelopes and boxes containing confidential materials are 
signed for. A log must be kept at the initial point of delivery of confidential materials. 
Each awarding body’s deliveries and the number of boxes received must be logged.

	 The JCQ has produced Materials Receipt Logs for centres to use for this purpose. These 
can be found at:
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2	 Checking and arranging question paper packets

2.1 	 When question paper packets are removed from the despatch packaging they must be 
checked carefully and a log of the check kept. The question paper packets must be 
checked against the awarding body’s despatch note and the centre timetable or entries.

	 Checking must take place as soon as possible on the day the question papers are 
received. If this is not possible, e.g. due to a late delivery or the unavailability of 
authorised members of sta�, the material still in its despatch packaging must be 
transferred immediately into the secure storage facility until it can be checked.

	 The checking must take place no later than the next working day and must be undertaken 
in the secure room.

	 Following the checking, question paper packets should be arranged in timetable order to 
reduce the possibility of opening a packet at the wrong time and must then be 
immediately locked in the secure storage facility. 

2.2	 The awarding body must be informed immediately if there are any problems, e.g.

a)	 it appears that the parcel or one of the packets has been opened during transit 
and therefore there may have been a breach of security;

b) 	there are any di�erences between the material received and the despatch/
delivery note;

c) 	the material has been significantly damaged in transit or upon opening;

d) 	the material appears not to meet the centre’s requirements;

e) 	the material has been received in error. 
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3.1	 Question papers and pre-release materials issued by the awarding bodies must always 
be stored at the centre’s registered address in a sech5(T.MCID m with0 (s in a sec)1.1 (h5m
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Table 1: Secure room (the ‘box’)

Requirement Note Additional information

A secure room solely assigned to 
exams in a fixed building, i.e. not a 
Portakabin or similar.

Where a centre is unsure of the 
structure of the building they must 
contact the JCQ Centre Inspection 
Service:

Centres in England and Scotland
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Table 2: Secure storage facility (‘the box within the box’)

Requirement Note Additional information

The secure room(s) must contain one 
of the following which must only be 
accessible to the two to six key 
holders:

Strong non-portable safe

or;

Small safes must be fixed securely in 
place.

The small lockable boxes often found 
in hotel rooms are not suitable.

Non-portable security cabinet with 
multi-point locking system

or;

A multi-point locking system means a 
cabinet with thick heavy-duty bolts in 
the door (not a slim internal bar).

Metal cabinet with full-length external 
locking bar. The metal cabinet must 
be bolted to the wall or floor

A full-length external locking bar will 
ensure that question papers are 
always stored in a secure environment.

A filing cabinet requires a full-length 
external locking bar that runs the 
entire length of the centre of the 
cabinet.

A standard wardrobe style cabinet 
requires an external locking bar across 
the entire width of the cabinet. These 
cabinets can be purchased with a 
pre-fitted bar that runs the entire 
length covering the point where the 
doors meet.

or, where a centre has large numbers 
of question papers to store:

Metal security screen*, e.g. roll down 
shutter, directly in front of open 
shelving.

 

The screen must be directly flush 
against the shelving, in e�ect creating 
a cabinet. It cannot be directly behind 
or in front of a door.

*Where a centre is planning to install security screens advice must be sought from the JCQ Centre Inspection Service prior to 
instalment. This will allow the centre to run through their plans with the JCQ Centre Inspection Service.



11



12

4.15	 Secure files must be accessed and printed within a secure environment. Only authorised 
members of sta� must be present in the room, e.g. exams o�ce sta� and a 
Reprographics Assistant. A subject teacher must not be present in the room. 

4.16	 Once printed, question papers must be sealed within a non-transparent envelope marked 
clearly with the exam details on the outside of the envelope. The envelope must be stored 
securely ready for transfer to the examination room at the appropriate time, in line with 
the requirements in section 3.

Reporting to an awarding body

4.17	 Report any deviation from these instructions to the awarding body using JCQ Form M2. 
The form may be found at:

	 http://www.jcq.org.uk/exams-office/malpractice 

4.18	 Report any concerns of a potential breach of security to the awarding body immediately.
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5.1 	 In order to avoid potential breaches of security, care must be taken to ensure that the 
correct question paper packets are opened.

	 A member of centre sta�, additional to the person removing the question paper packets 
from secure storage, e.g. an invigilator, must check the day, date, time, subject, unit/
component and tier of entry, if appropriate, immediately before a question paper packet 
is opened. This second pair of eyes check must be recorded.

	 One way of conducting the second pair of eyes check is to adopt an ‘eyes and ears’ 
approach. One person reads the information from the question paper packet to the 
second person. This addresses the risk that people read what they expect to see. The 
second person is more likely to hear if there is an issue with the day, date, time or paper.

	 The JCQ has produced a template for centres to use. The Second pair of eyes check form 
can be found at:

	 https://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations/

	 If it is subsequently identified following the second pair of eyes check that the wrong 
question paper packet has been opened, it must be resealed. The incident must be 
reported to the relevant awarding body’s Malpractice Investigation Team immediately. 

5.2 	 Unless there is a need to split question paper packets for di�erent examination rooms 
(see paragraph 5.3) or facilitate access arrangements (see paragraphs 5.4 to 5.7 and 
paragraph 14.10), they must be opened in the designated examination room(s).

	 Question paper packets should be taken to the designated examination room(s) as close 
to the start of the examination as possible. They must not be removed from the centre’s 
secure storage facility and taken to the designated examination room(s) any earlier than 
60 minutes prior to the awarding body’s published starting time for the examination.

	 The question papers must not be left unattended. Care must always be taken to ensure 
the security of the question papers. 

5.3	 Centres may open the packet(s) of question papers to make them up into more 
appropriately sized sets for di�erent rooms on one or more sites provided the following 
conditions are met:

a)
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5.8
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5.9 	 Centres should consult the JCQ Notice to Centres – Instructions for conducting GCSE & 
GCE Modern Foreign Languages & Irish Listening examinations: CD players, MP3 players, 
laptops, tablets and digitising listening material which may be downloaded from the JCQ 
website:

	 http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
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6.1 	 The awarding bodies’ published starting time for all morning examinations is 9.00am 
and 1.30pm for all afternoon examinations. These are known as the morning and 
afternoon sessions. These times are the UK times (either GMT or BST as appropriate) 
current on the examination date. Centres outside the UK must adjust their local starting 
times so that they begin at the same time as UK centres.

	 NB The published starting times for CCEA examinations are 9.15am and 1.30pm. 

	 Candidates must always be allowed the full amount of time as specified for the 
examination in the awarding body’s published timetable.

	 Centres should refer to Section 21, Candidates who arrive late, for procedures relating to 
those candidates who arrive late for an examination. 

6.2	 The JCQ awarding bodies allow centres in the UK to start examinations up to 30 minutes 
earlier than, or later than, the published starting time for the session, without the need to 
complete any paperwork. Prior permission from an awarding body is not required.

	 Where this policy is followed, to avoid any possible breach of security, late arriving 
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7.1	 Centres must not vary the timetable if a timetabled examination clashes with any of the 
following:

a)	 work experience;

b) 	a school function or closure;

c) 	a field trip;

d) 	sporting events below international level;

e) 	holidays and weddings;

f) 	a candidate’s personal arrangements;

	 Candidates must not be entered for the same subject at the same qualification level with 
more than one awarding body in the same series. Please see paragraph 5.6(g) of the JCQ 
document General Regulations for Approved Centres:

	 http://www.jcq.org.uk/exams-office/general-regulations 

7.2 	 In exceptional circumstances, where the size of the cohort means that it is not possible 
for all candidates to sit the examination(s) at the same time, the centre may split the 
cohort into two groups. One group of candidates will sit the examination earlier than or 
later than the awarding body’s published starting time.

	 The security of the examination(s) must always be maintained. Candidates must always 
be supervised in line with paragraph 7.5. There is no need to complete any paperwork 
and prior permission from an awarding body is not required. 

7.3	 If candidates are taking two or more examinations in a session and the total time is three 
hours or less, the centre may decide the order of the examinations within the timetabled 
session.

	 Candidates may also be given a supervised break of no more than twenty minutes 
between papers within a session. This must be conducted within the examination room, 
under formal examination conditions at all times*. This means that candidates cannot use 
this time to revise.

	 *For candidates with approved supervised rest breaks, the rest break may be conducted 
outside of the examination room, with the candidate being supervised at all times†.

	 †Where reference is made to supervised rest breaks, this is a supervised rest break as 
defined in section 5.1 of the JCQ document Access Arrangements and Reasonable 
Adjustments. 

7.4	 If candidates are taking two or more examinations timetabled for the same session and 
the total time is more than three hours including approved extra time allowances and/or 
supervised rest breaks†, the centre may conduct one examination in a later or earlier 
session within the same day. There is no need to complete any paperwork for this. Prior 
permission from an awarding body is not required.

	 The centre may determine the examination which is to be conducted in a later or earlier 
session within the same day.

	 †Where reference is made to supervised rest breaks, this is a supervised rest break as 
defined in section 5.1 of the JCQ document Access Arrangements and Reasonable 
Adjustments.

	 If the centre does this, the security of the examination must still be maintained. 
Candidates must be supervised in line with the requirements in points a) to d) below and 
in paragraph 7.5:

a) 	candidates who take an examination earlier than the awarding body’s published 
starting time must be kept under centre supervision (which the centre must 
arrange) until one hour after the published starting time for that examination. 
Question papers used by those candidates must be kept in the centre’s secure 
storage facility until one hour after the awarding body’s published starting time 
for that examination;

7	 Timetable clashes
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	 The centre must:

a)	 inform the parties involved that any infringement of the conditions governing 
overnight supervision arrangements may lead to the awarding body being 
unable to accept the script and/or the application of sanctions, as detailed in 
the JCQ document  Suspected Malpractice: Policies and Procedures: 

	 http://www.jcq.org.uk/exams-office/malpractice;

b)	be satisfied that the arrangements maintain the integrity and security of the 
examination;

c)	 keep all completed forms available for inspection until the deadline for reviews of 
marking has passed or until any appeal, malpractice or other results enquiry has 
been completed, whichever is later. Forms may be stored electronically or in hard 
copy paper format and must not be sent to an awarding body, unless specifically 
requested;

d)	inform the relevant awarding body immediately of any known or suspected 
contravention of the arrangements for overnight supervision of a candidate.

	 The awarding body may use appropriate means to check that the conditions for 
overnight supervision have been adhered to and will take action if there is evidence 
of any contravention. This could lead to the disqualification of any candidates involved 
and could affect whether the awarding body would allow such concessions to be made 
in the future. 

8.5 	 The centre must re-arrange any examination that cannot be taken in the scheduled 
afternoon session for the following morning. If an examination is deferred from Friday 
afternoon, it must be taken the following morning, i.e. Saturday morning. 

8.6 	 If some candidates are allowed to take an examination on a later day than other 
candidates at the centre, all copies of the question paper used on the earlier day must be 
sealed in an envelope and returned to the centre’s secure storage facility until all 
candidates at the centre have taken that examination. 
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9.1	 Candidates may use resources such as anthologies, bilingual translation dictionaries and 
editions of set texts as set out in the instructions on the question paper. 

9.2	 Candidates must be given prior notice that they are responsible for bringing with them 
any materials needed for the examination.

	 If candidates have any unauthorised material in an examination (whether or not they 
intend to use it), this may be considered as malpractice. In such circumstances centres 
must refer to the JCQ document  Suspected Malpractice: Policies and Procedures, 1 
September 2023 to 31 August 2024:

	 http://www.jcq.org.uk/exams-office/malpractice 

9.3	 In examinations where resources are not shown on the question paper, or on the awarding 
body’s stationery list (including those where calculators are not allowed) centres must 
warn candidates that taking a resource into an examination may be considered as 
malpractice in the same way as having any other unauthorised items. 

9.4	 For Art examinations, appropriate art materials and design media and technology must 
be provided by the centre. 

9	 Resources for examinations
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10.1	 In this section a calculator is defined as an electronic device whose primary purpose is to 
carry out mathematical calculations.

10.2	 This is the published guidance on calculators unless specifically varied by an awarding 
body in a qualification specification.

10.3	 The instructions on the question paper will say whether calculators are allowed or not. If 
the instructions do not include such a statement, calculators should be treated as 
standard equipment and may be used by candidates.

10.4	
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11.1
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11.5	 Timed Art examinations, timetabled CCEA Science Practical examinations and WJEC GCE 
A2 Science Practical examinations must be held under conditions that will give all 
candidates the chance to carry out their tasks and to display their true levels of 
attainment in the subject concerned. 

11.6	 Display material (such as maps, diagrams, wall charts and projected images) which might 
be helpful to candidates must not be visible in the examination room. Care must be taken 
with examinations conducted in classrooms, laboratories or libraries. 

11.7	 A reliable clock (analogue and/or digital) must be visible to each candidate in the 
examination room and must be big enough for all candidates to be able to read clearly.

	 The clock must show the actual time.

	 Countdown and ‘count up’ clocks are not permissible.

Centres must carry out regular checks in advance of the examinations to make 
sure all clocks used in the examination room are in good working order and show 
the same time.

11.8	 A board/flipchart/whiteboard should be visible to all candidates showing the:

a)	 centre number, subject title and paper number; and

b)	 the actual starting and finishing times, and date, of each examination. 
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11.16	 Internal school tests and mock examinations cannot take place in the same room when an 
external examination is being conducted. The room can only be used for conducting an 
awarding body’s examination.

	 Formal examination conditions must always be maintained for candidates taking external 
examinations.

	 A room becomes a ‘designated examination room’ as soon as exams o�ce sta� begin to 
check and prepare it to ensure compliance with Section 11 of these Instructions. 

	 As soon as preparation for the examination begins, no other activity can take place in that 
room. Candidates must not be allowed into the room at this stage. Once preparation of 
the room is complete, candidates can enter the room, under supervised conditions, to 
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It is the responsibility of the head of centre to ensure that invigilators are appropriately 
trained in their duties.

12.1	 Invigilators are the people in examination rooms responsible for conducting examinations 
in the presence of the candidates. CCTV cannot be used for the purposes of invigilation. 
Invigilators have a key role in upholding the integrity of the external examination/
assessment process. The role of the invigilator is to ensure that the examination is 
conducted according to these Instructions in order to:

a)	 ensure all candidates have an equal opportunity to demonstrate their abilities;

b)	ensure the security of the examination materials before, during and after 
the examination;

c)	 prevent possible candidate malpractice;

d)	prevent possible administrative failures. 

12.2	 Centres must make sure that invigilators know what is expected of them. Invigilators must 
be made aware of the Checklist for invigilators (for written examinations):

	 https://www.jcq.org.uk/exams-office/ice-instructions-for-conducting-examinations/
jcq-invigilator-checklist-2/ 

12.3	 Centres must provide thorough training on these current regulations for any new 
invigilators and those facilitating an access arrangement for a candidate under 
examination conditions. The existing invigilation team must be made aware of any 
changes.

	 Centres must ensure that the testing of invigilators’ competence and their understanding 
of these regulations is rigorous. This must also extend to those facilitating an access 
arrangement.

	 A record of the content of the training given to invigilators and those facilitating an 
access arrangement for a candidate under examination conditions must be available for 
inspection and retained on file until the deadline for reviews of marking has passed or 
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		  • at least one invigilator must be present for each group of 20 candidates or  
		  fewer sitting timed Art examinations, timetabled CCEA Science practical  
		  examinations or WJEC GCE A2 Science practical examinations;

		  •	invigilators may be changed during the examination, as long as the number 
		  of invigilators present in the examination room does not fall below the  
		  required number;

		  •	when one invigilator is present, he or she must be able to get help easily,  
		  without leaving the examination room and without disturbing the candidates.  
		  An invigilator is only allowed a mobile phone in the examination room for 	
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Where the invigilator additionally acts as a practical assistant, a reader and/or a scribe, 
as in paragraphs 13.2 to 13.4, the centre must additionally use a ‘roving’ invigilator. 
The ‘roving’ invigilator will enter the room at regular intervals to observe the conducting 
of the examination, ensure all relevant rules are being adhered to and to support the 
practical assistant/reader and/or scribe in maintaining the integrity of 
the examination.

Language Modifier

13.1	 Wherever possible the candidate and the Language Modifier should be accommodated in 
another room.

	 A separate Language Modifier and invigilator must be available for each candidate. 
The invigilator must listen carefully and observe the conduct of the Language Modifier 
throughout the duration of the examination. The invigilator must countersign the cover 
sheet ensuring that it accurately reflects the actions of the Language Modifier during 
the examination. 

Practical assistant

13.2	 Candidates using a practical assistant may need to be accommodated in another room.

	 Where the candidate and practical assistant are accommodated in another room, on a 
one-to-one basis, the invigilator may additionally act as the practical assistant.

	 The practical assistant must be made aware, prior to the examination, of the task(s) he/
she will be performing as specifically approved by the awarding body.

	 Where a group of candidates are accommodated in the same room, each with their own 
practical assistant, a separate invigilator will be required. 

Computer reader/reader

13.3	 The centre is responsible for ensuring that the candidate and reader cannot be 
overheard by, or distract other candidates. (This will also apply if the candidate uses 
a computer reader.)

	 Where the candidate and reader are accommodated in another room, on a one-to-one 
basis, the invigilator may additionally act as the reader.

	 Where candidates only require occasional words or phrases to be read, three or four 
candidates may share one reader. The candidate will need to put up their hand or use a 
prompt card when he/she needs help with reading. If the group is accommodated in 
another room, a separate invigilator will be required.

	 Where a group of candidates are accommodated in the same room, each with their own 
reader, a separate invigilator will be required. 

Scribe/speech recognition technology

13.4	 The centre is responsible for ensuring that the candidate and scribe cannot be overheard 
by, or distract other candidates. (This will also apply if the candidate uses speech 
recognition technology.)

	 Normally, the candidate and scribe will be accommodated in another room. Where the 
candidate and scribe are accommodated in another room, on a one-to-one basis, the 
invigilator may additionally act as the scribe.

	 Where a group of candidates are accommodated in the same room, each with their own 
scribe, a separate invigilator will be required.

13	 Invigilation arrangements for candidates with 
	 access arrangements
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Communication Professional

13.5	 Candidates requiring the use of a Communication Professional may need to be 
accommodated in another room, in which case a separate invigilator will be required.

	 Where a group of candidates are accommodated in the same room, each with their own 
Communication Professional, a separate invigilator will be required. 

General principles for invigilating candidates with access arrangements

13.6	 Where a person is appointed to facilitate an access arrangement, i.e.

a)	 a Communication Professional;

b)	a Language Modifier;

c)	 a practical assistant;

d)	a prompter;

e)	 a reader; or

f)	 a scribe;

	 he/she is responsible to the exams o�cer and must be acceptable to the head of centre.

	 The person appointed must not normally be the candidate’s own subject teacher, 
Learning Support Assistant or teaching assistant. Where the candidate’s own subject 
teacher, Learning Support Assistant or teaching assistant is used, a separate invigilator 
must always be present.
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14.1	 The following arrangements may be provided to a candidate at the time of his/her 
examinations without prior approval:

•	 amplification equipment;

•	 braillers;

•	 closed circuit television (CCTV);

•	 coloured overlays;

•	 low vision aid/magnifier;

•	 optical character reader (OCR) scanners. 

Bilingual translation dictionaries

14.2	 A bilingual translation dictionary must:

a)	 only be used in examinations by a candidate whose first language is not English, 
Irish or Welsh; and

b)	 reflect the candidate’s normal way of working within the centre. 

14.3	 Unless an awarding body’s specification says otherwise, a bilingual translation dictionary 
may be used in GCE AS, A2 and A-level examinations.

	 A bilingual translation dictionary must not however be used in the following GCE and 
GCSE examinations:

a)	 English/English Language examinations;

b)	 Irish or Welsh Language examinations; or

c)	 Modern Foreign Language examinations testing one of the languages of the 
dictionary or a similar language, for example a Portuguese dictionary in a 
Spanish examination.

	 *Additionally, due to the assessment of Spelling, Punctuation and Grammar, a bilingual 
dictionary must not be used in:

a)	 GCSE English Literature examinations;

b)	GCSE Geography examinations;

c)	 GCSE History examinations;

d)	GCSE Religious Studies examinations†; and

e)	 GCSE Welsh Literature examinations.

	 *This is not applicable to CCEA GCSE examinations.

	 †A bilingual dictionary may be used in Component 3 of the Eduqas GCSE Religious 
Studies specification.

	

14.4	 A standard bilingual translation dictionary must be used by the candidate. This may be an 
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14.6	 Bilingual translation dictionaries to be used in the examination must be:

a)	 held in the centre under secure conditions; and

b)	 thoroughly checked to ensure that no unauthorised information such as notes, or 
revision data, have been enclosed within or written on the pages of the 
dictionary.

	 A candidate using a bilingual translation dictionary which contains notes or revision data 
will lose their marks and their right to this arrangement. 

14.7	 Translation of either examination material or the candidate’s answers into or from the 
candidate’s first language is not permitted. 

14.8	 The regulations for the use of bilingual translation dictionaries must be adhered to; failure 
to do so can lead to the disqualification of the candidate. 

Bilingual translation dictionary and 25% extra time

14.9	 For the use of a bilingual translation dictionary and 25% extra time, centres must refer to 
the JCQ document Access Arrangements and Reasonable Adjustments 1 September 2023 
to 31 August 2024:

	 http://www.jcq.org.uk/exams-office/access-arrangements-and-special-consideration 

Colour naming by the invigilator for candidates who are colour blind

14.10	This arrangement will not be permitted where the ability to identify specific colours forms 
part of the assessment objectives.

	 No other information or explanation can be given to the candidate. If the candidate has 
been using a colour chart, he or she will be permitted to do so in written examinations or 
practical examinations.

	 Where coloured images are included in a question paper, but do not form part of the 
assessment objectives and are not specifically testing the candidate’s knowledge and 
understanding of the paper, the centre may photocopy the question paper into black and 
white (up to 90 minutes before the awarding body’s published starting time for the 
examination) where considered beneficial to the candidate. 

Prompter

14.11	 A prompter may be permitted by the SENCo where a candidate has little or no sense of 
time, or loses concentration easily, or is a�ected by an obsessive-compulsive disorder 
which leads them to keep revisiting a question rather than moving onto other questions. 

14.12	 A prompter is a responsible adult who may sit beside the candidate in order to keep him 
or her focused on the need to answer a question and then move on to answering the next 
question. 

14.13	 A prompter is not a practical assistant, a reader or a scribe but the same person may act 
as such, provided permission has been given for any of these arrangements. 

14.14	 The prompter is responsible to the exams o�cer and additionally must be a person 
acceptable to the head of centre. 

14.15	 The prompter must not normally be the candidate’s own subject teacher, Learning 
Support Assistant or teaching assistant and must not be a relative, friend or peer of the 
candidate. A private tutor cannot act as a prompter for the candidate.
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Word processors (computers, laptops and tablets)

14.20	Centres can provide a word processor (e.g. computer, laptop or tablet), with the spelling 
and grammar check/predictive text disabled, to a candidate where it is their normal way 
of working within the centre, unless an awarding body’s specification says otherwise. For 
example, where the curriculum is delivered electronically and the centre provides word 
processors to all candidates. This also includes an electronic brailler or a tablet. 

14.21	 Tablets are designed to run for a long period of time once fully charged. Their purpose is 
to be ‘free-standing’.

	 The battery capacity of a laptop or a tablet must be checked before the candidate’s 
examination(s) and the centre must ensure that the battery is su�ciently charged for the 
entire duration of the examination.

	 The use of a fully-charged laptop or tablet will allow centres to seat a candidate within 
the main examination hall without the need for separate invigilation and power points. 

14.22	Candidates must be reminded to ensure that their centre number, candidate number and 
the unit/component code appear on each page as a header or footer: e.g. 12345/8001 – 
6391/01.

	 If a candidate is using the software application Notepad or Wordpad these do not allow 
for the insertion of a header or footer. In these instances, once the candidate has 
completed the examination and printed o� his/her typed script, he/she must handwrite 
their details as a header or footer. The candidate must be supervised to ensure that he/
she is solely performing this task and not re-reading their answers or amending their work 
in any way. 

14.23	Each page of the typed script must be numbered, e.g. page 1 of 6. 

14.24	Invigilators must remind candidates to save their work at regular intervals. Alternatively, 
an IT technician can set up ‘autosave’ on each laptop/tablet. This will ensure that if there 
is a complication or technical issue, the candidate’s work is not lost.

To make marking easier for examiners, candidates should use a minimum font size 
of 12pt and double spacing.

14.25	A word processor:

a) 	must be used as a typewriter, not as a database, although standard formatting 
software is acceptable;

b) 	must have been cleared of any previously stored data, as must any portable 
storage medium used. An unauthorised memory stick must not be used by a 
candidate. When needed, the centre must provide a memory stick, which is 
cleared of any previously stored data, to the candidate;

c) 	must be in good working order at the time of the examination;

d) 	must be accommodated in such a way that other candidates are not disturbed 
and cannot read the screen. Where a candidate using a word processor is 
accommodated in another room, a separate invigilator will be required;

e) 	must either be connected to a printer so that a script can be printed o�, or have 
the facility to print from a portable storage medium. This must be done after the 
examination is over. The candidate must be present to verify that the work 
printed is his or her own. Word processed scripts must be attached to any 
answer booklet which contains some of the answers;

f)	 must be used to produce scripts under secure conditions, otherwise they may be 
refused;

g)	must not be used to perform skills which are being assessed;

h)	must not give the candidate access to other applications such as a calculator 
(where prohibited in the examination), email, the Internet, social media sites, 
spreadsheets;
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i)	 must not include graphic packages or computer aided design software unless 
permission has been given to use these;

j)	 must not have any predictive text software or an automatic spelling and 
grammar check enabled unless the candidate has been permitted a scribe or is 
using speech recognition technology (a scribe cover sheet must be completed), 
or the awarding body’s specification permits the use of automatic spell checking;

k) 	must not include computer reading (text to speech) software unless the 
candidate has permission to use a computer reader;

l)	 must not include speech recognition technology unless the candidate has 
permission to use a scribe or relevant software;

m)	must not be used on the candidate’s behalf by a third party unless the candidate 
has permission to use a scribe. 

14.26 An awarding body may require a word processor cover sheet to be included with the 
candidate’s typed script. Please refer to the relevant awarding body’s instructions. 

14.27 Centres may retain electronic copies of word-processed scripts. The electronic copy of a 
word-processed script may be accepted by an awarding body where the printed copy 
has been lost. However, the centre would need to demonstrate to the awarding body that 
the file has been kept securely. The head of centre would be required to confirm this in 
writing to the awarding body.
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15.1	 The qualification regulators, awarding bodies and government departments responsible 
for education have prepared and agreed information for schools and colleges in the event 
of examinations being seriously disrupted. This jointly agreed information will ensure 
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At the beginning of the examination
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17	 The people present 
 
18	 Question papers, stationery, materials and other equipment 
 
19	 Starting the examination 
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16.1	 Invigilators must establish the identity of all candidates sitting examinations.

	 The head of centre must make sure that appropriate arrangements are in place so that 
invigilators can carry out adequate checks on the identity of all candidates.

	 Senior members of centre sta�, such as an Assistant Headteacher, who have been 
authorised by their head of centre may be present at the start of the examination to assist 
with the identification of candidates.

	 When identifying candidates, the attendance register should ideally be completed (see 
section 22). 

16.2	 A private/external candidate or a transferred candidate who is not known to the school 
or college must show photographic documentary evidence to prove that he/she is the 
same person who entered/registered for the examination/assessment, e.g. a passport or 
photographic driving licence. 

16.3	 Where it is impossible to identify a candidate due to the wearing of religious clothing, 
such as a veil, the candidate should be approached by a member of sta� of the same 
gender and taken to a private room where they should be politely asked to remove the 
religious clothing for identification purposes. Centres must inform candidates in advance 
of this procedure and well before their first examination.

	 Once identification has been established, the candidate should replace, for example, their 
veil and proceed as normal to sit the examination. 

16.4	 Invigilators must be informed of those candidates with access arrangements and must be 
made aware of the access arrangement(s) awarded. 

16	 Identifying candidates
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17	 The people present

17.1	 Senior members of centre sta� approved by the head of centre, who have not taught the 
subject being examined, may be present at the start of the examination(s). This is to:

a)	 identify and settle candidates and instil discipline;

b)	check that the candidates have been issued with the correct question papers for 
the day, date, time, subject, unit/component and tier of entry if appropriate;

c)	 check that the candidates have the necessary equipment and materials, i.e. 
calculators, preliminary material, anthologies or set texts where permitted;

d)	start the examination.

	 Only those senior members of centre staff authorised by the head of centre to 
specifically perform the above tasks may be present in the examination room.

	 Senior members of centre staff must not provide advice and guidance on the 
examination. They must not comment on the question paper or give advice on which 
sections of the paper and which questions should be attempted. 

17.2	 The Notice to centres – The people present in the examination room (see Appendix 8) 
provides further guidance and clarity on the role of centre sta� in the examination room, 
other than exam o�cers and invigilators. This Notice must be brought to the attention of 
all members of centre sta� so that they are clear about their role in the examination room. 

17.3	 Only candidates sitting the examination/assessment must be present in the examination 
room while an examination is taking place. 

17.4	 Centre sta� who are called upon to enter the examination room during the examination 
because a candidate has identified a possible problem which the invigilator is unable to 
resolve, such as a suspected error on the question paper, do not need prior authorisation 
from the head of centre. If they leave the examination room, they may only take the 
question paper with them if they need to check a possible problem with the relevant 
awarding body.

	 If the awarding body has not issued an erratum, then the instruction to candidates must 
be to answer the question as printed. Centre staff must not provide advice to candidates 
without the permission of the awarding body.
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18.1	 To avoid potential breaches of security, care must be taken to ensure the correct 
question paper packets are opened.

	 A member of centre staff, additional to the person removing the question paper packets 
from secure storage, e.g. an invigilator, must check the day, date, time, subject, unit/
component and tier of entry, if appropriate, immediately before a question paper packet 
is opened. This second pair of eyes check must be recorded.

	 One way of conducting the second pair of eyes check is to adopt an ‘eyes and ears’ 
approach. One person reads the information from the question paper packet to the 
second person. This addresses the risk that people read what they expect to see. The 
second person is more likely to hear if there is an issue with the day, date, time or paper.

	 Question papers must never be left unattended once they have been removed from the 
centre’s secure storage facility. 

18.2	 Invigilators must take all reasonable steps to make sure that the following conditions are 
met:

a)	 The correct examination question papers have been placed face-up on 
candidates’ desks as well as any other required materials. This includes modified 
papers and those on coloured paper.

b)	The o�cial examination stationery for the unit/component, e.g. answer booklets 
and additional answer sheets, must be issued to candidates. No other stationery, 
including paper for rough work, can be provided.

c)	 In a subject where there is an objective test or a personalised question paper, 
and individual pre-printed answer sheets are provided for each candidate, each 
individual answer sheet or personalised question paper must be given to the 
candidate whose name appears on it. Centres must check that the sheets relate 
to the subject and the unit/component concerned.

d)	 In the examination room candidates must not have access to items other than 
those stated in the instrucDC 
BTn 
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g)	Food and drink may be allowed in the examination room at the discretion of the 
head of centre. However, any food or drink brought into the examination room by 
the candidate or the centre must be free from packaging and all labels removed 
from drink containers. To enable invigilators to check these items quickly and 
e�ciently:

		  •	food brought into the examination room by the candidate must be free of  
		  packaging and in a transparent container;

		  •	drink bottles must be transparent with all labels removed which would  
		  include transparent, reusable plastic bottles.

18.3	 Timed Art examinations

	 For timed Art examinations, candidates may take into the examination room any 
preparatory supporting studies, work journals, notes or sketches which they have 
produced and which are to be submitted for assessment along with the work done during 
the timed test. Candidates may also take into the examination room the objects and 
materials which are required to set up a still-life group.

	 The invigilator must ensure that when candidates take preparatory supporting studies 
into the examination room, these are their own studies.

	 Timed Art examinations must be taken under formal examination conditions. Candidates 
are not permitted to listen to music. 



41

19.1 	 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.

	 Any malpractice suspected or actual, from this point must be reported to the relevant 
awarding body.

	 Candidates must not talk to, attempt to communicate with or disturb other candidates 
once they have entered the examination room.

	 Candidates must not open the question paper until the examination begins. 

19.2	 Before candidates can start the examination, the invigilator must always:

a)	 make sure that candidates are seated according to the set seating arrangements, 
see section 11 of these 
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During the examination
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20.1	 Invigilators must supervise the candidates throughout the whole time the examination is 
in progress, always giving their complete attention to this duty.

Place invigilators at the front, back and sides of the room if possible.

20.2	 Invigilators must be vigilant and remain aware of incidents or emerging situations, 
looking out for malpractice or candidates who, for example, may be feeling unwell or 
require a toilet break.

	 These incidents must be recorded on an incident log.

Centres may wish to use the Exam Room Incident Log available on the
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21.1	 A candidate who arrives after the start of the examination may be allowed to enter the 
examination room and sit the examination. This is entirely at the discretion of the centre. 

21.2 	 A candidate who arrives late and is permitted by the centre to sit the examination, must 
be allowed the full time for the examination. 

21.3	 A candidate will be considered very late if he/she arrives:

a)	 more than one hour after the awarding body’s published starting time for an 
examination which lasts one hour or more, i.e. after 10.00am for a morning 
examination or after 2.30pm for an afternoon examination;

b)	after the awarding body’s published finishing time for an examination that lasts 
less than one hour. 

21.4	 Where a candidate arrives very late for an examination centres must:

a)	 send the script to the awarding body/examiner in the normal way;

b)	 submit Form JCQ/VLA-Report on candidate admitted very late to examination 
room online, using the Centre Admin Portal (CAP), within seven days of the 
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22.1	 Centres must pay close attention to the completion of the attendance register. Failure to 
do so will affect an awarding body’s ability to deliver an accurate set of results. 

22.2	 The attendance register is a key part of the process of identifying candidates present in 
the examination room (see section 16). 

22.3	 Centres may record candidate attendance data for examinations through their MIS and 
produce a centre generated attendance register. Centres must submit attendance data 
but there is not a requirement for centres to use the paper attendance registers produced 
by the awarding bodies.

	 A centre generated attendance register must list:

a)	 the centre number;

b)	paper details, including tier, and date of examination;

c)	 candidate numbers and candidate names;

d)	whether candidates were present or absent for the examination.

	 For Pearson examinations, centres must continue to use the address label, found at the 
bottom of the attendance register, when despatching scripts. 

22.4	 The invigilator must:

a)	 accurately complete the attendance register during the examination, in line with 
the awarding body’s instructions, clearly indicating those candidates who are 
either present, absent or transferred;

b)	write on the attendance register the details of candidates who took the 
examination but are not shown on the register; (The exams o�cer must make 
formal entries to the awarding body as soon as possible, if this has not already 
been done.)

c)	 cross through the numbers and names of candidates who have been o�cially 
withdrawn from a paper or a subject but who are still shown on the register. 

22.5	 The attendance register must have been completed before the end of the examination. 
This will ensure that a check can be made as the scripts are collected.

Once candidates are seated and have started the examination, complete the 
attendance register. This will allow for the identification of absent candidates who 
can be contacted as to their whereabouts.

22	 Completing the attendance register

22.6	 The centre must:

a)	
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23.1	 For examinations that last one hour or more, candidates must stay under centre 
supervision until 10.00am for a morning examination or 2.30pm for an afternoon 
examination, i.e. one hour after the awarding body’s published starting time for that 
examination. 

23.2	 For examinations that last less than one hour, candidates must be supervised and 
question papers must be kept in secure storage until the published finishing time of the 
examination. (See also Appendix 2: Advice regarding examinations which last for less than 
an hour.) 

23.3 	Candidates who are allowed to leave the examination room temporarily must be 
accompanied by a member of centre staff. This must not be the candidate’s subject 
teacher or a subject expert for the examination in question. Candidates may be allowed 
extra time at the discretion of the centre to compensate for their temporary absence. 

23.4 	Candidates who have finished the examination and have been allowed to leave the 
examination room early must hand in their script, question paper and any other material 
before they leave the examination room. Those candidates must not be allowed back into 
the room. 

23.5	 At the end of the examination, candidates must hand in their script, question paper and 
any other material before they leave the examination room. 

23.6	 Where examinations have been re-scheduled in a morning or afternoon session, or 
deferred to the following morning, for one or more candidates, the question papers 
must not be released to members of centre staff:

a)	 until the awarding body’s published finishing time for the paper concerned; or

b)	until all candidates within the centre have completed the paper concerned. 

23.7 	Scripts, question papers and any other material must not be removed from the 
examination room until all candidates have completed the examination.

	 In cases where an examination has been moved from an afternoon session to a morning 
session due to a timetable variation (see paragraph 7.4), the invigilator must collect all 
question papers and pass all copies to the exams officer for return to the centre’s secure 
storage facility. 

23.8	 Upon completion of an on-demand BTEC examination, question papers must not be 
released to centre personnel and/or to candidates at any time. (This applies to both 
written and on-screen examinations.) 

23	 Leaving the examination room
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25.3	 In an emergency such as a fire alarm or a bomb alert, the invigilator must take the 
following action:

a)	 stop the candidates from writing;

b)	collect the attendance register (in order to ensure all candidates are present) and 
evacuate the examination room in line with the instructions given by the 
appropriate authority;

c)	 advise candidates to leave all question papers and scripts in the examination 
room. Candidates must be advised to close their answer booklet;

d)	ensure the candidates leave the room in silence;

e)	 ensure candidates are supervised as closely as possible while they are out of the 
examination room so that there is no discussion about the examination;

f)	 make a note of the time of the interruption and how long it lasted;

g)	allow the candidates the remainder of the working time set for the examination 
once it resumes;

h)	 if there are only a few candidates, consider the possibility of taking the 
candidates (with question papers and scripts) to another place to finish the 
examination.

25.4	 A full report of the incident must be produced and retained on file if required by an 
awarding body. 

25.5	 Any breach of question paper security or malpractice must be reported to the awarding 
body immediately. 

25.6 	As each incident will be di�erent, advice must be sought from the relevant awarding body 
as soon as it is safe to do so. For example, where the centre is concerned about the 
security of the examination(s) or where candidates are unable to return to the building to 
complete the examination. 

25.7	 An online application for special consideration must be submitted to the relevant 
awarding body where candidates have been disadvantaged.

25.1	 When dealing with emergencies, sta� must be aware of the centre’s policy and, where 
appropriate, any instructions from relevant local or national agencies. 

25.2	 Centres must have a written centre policy for dealing with an emergency evacuation 
of the examination room, which will be subject to inspection by the JCQ Centre 
Inspection Service.

A suggested emergency evacuation procedure for centres to use may be found on 
the JCQ website:
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At the end of the examination
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26.1	 A five-minute warning to candidates before the end of the examination is permitted. 
However, this is at the centre’s discretion. Where candidates have di�erent finishing times, 
the centre must consider the impact of giving a warning. 

26.2	 At the end of the examination invigilators must:

a) 	tell candidates to stop working and remind them that they are still under 
examination conditions;

b) 	allow candidates who arrived late and were allowed the full working time to do 
their examination, to continue after the normal finishing time. Tell them to stop 
working after the full working time allowed has passed;

c)	 instruct candidates taking written examinations to:

		  •	make sure they have put all the necessary information on their answer  
		  booklet and any additional answer sheets, e.g. candidate name, candidate  
		  number, centre number;

		  •	make sure their answers are correctly numbered;

		  •	make sure they have put any loose additional answer sheets inside the  
		  answer booklet. Paper clips or staples must not be used. Treasury tags should  
		  only be used if permitted by the awarding body marking the papers. For  
		  CCEA examinations, any loose additional answer sheets should be placed 
		  behind the script. 

26.3	 Candidates granted extra time and/or supervised rest breaks should be allowed to carry 
on uninterrupted for the necessary additional time. Invigilators must be made aware in 
advance which candidates have been granted extra time and/or supervised rest breaks.

26	 Finishing the examination

This section was 

amended on 19 January 

2024. For CCEA 

examinations, any loose 

additional answer sheets 

should be placed behind 

the script.
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27.1	 Invigilators must:

a)	 collect all the scripts/objective test sheets, question papers and any other 
materials before candidates are allowed to leave the examination room;

b) 	check that there is a script/objective test sheet for every candidate marked as 
present on the attendance register;

c) 	check that the names on the scripts match the details on the attendance register 
(all awarding bodies except CCEA);

d) 	put the scripts/objective test sheets in the order shown on the attendance 
register;

e) 	check that candidates have used their correct centre and candidate number;

f) 	give the scripts/objective test sheets to the person responsible for despatching 
them to the awarding body/examiner.

	 Exam o�ce sta�, including invigilators, must ensure scripts are handled securely at all 
times. 

27.2	 When checking that the candidate and centre information matches the details on the 
attendance register, if a discrepancy is identified the centre may correct the discrepancy 
or add to the information recorded by the candidate on the front of their answer booklet 
and/or on any supplementary sheets used. This should be restricted to the centre number, 
candidate number, candidate name or component/unit code. The correction should 
be counter-signed on the script. Centres must not alter any other details on the 
candidate’s script. 

27.3 	 Scripts are confidential between candidates and the awarding body. They may not be 
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b)	must use a method of despatch which is reliable and ensures prompt delivery. 

30.1	 The invigilator must:

a)	 collect all unused stationery in the examination room;

b)	check it for any loose sheets which candidates may have missed;

c)	 return it to the exams o�cer. 

30.2	 The exams o�cer must:

a)	 return unused stationery to the secure storage facility or secure room until 
needed for a future examination. Surplus stationery must not be used for 
internal school tests, mock examinations and non-examination assessments;

b)	destroy confidentially any out-of-date stationery.

30	 Unused stationery
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31.1	 Question papers must not be released to centre personnel until after the awarding body’s 
published finishing time for the examination or, in the case of a timetable variation, until 
all candidates within the centre have completed the examination.

	 For CCEA examinations, question papers must not be released until 24 hours after the 
published finishing time for the examination.

31	 Releasing question papers
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 1		 Introduction
Centres must be authorised by the relevant awarding body to o�er on-screen tests. They must 
ensure that they meet the arrangements detailed in this booklet and have the expertise to 
access, administer and support the test/examination. 

 2		 Security
In addition to the requirements set out in section 4 of the Instructions, the following 
instructions apply to all confidential materials relating to the administration and delivery of 
on-screen tests. 

2.1 	 Centres must have the relevant software installed to administer the tests and demonstrate 
that the appropriate security systems are in place to prevent unauthorised access to the 
test/examination materials. 

2.2 	 Electronic test/examination materials must always be stored securely. 

2.3 	 The test/examination materials must only be accessed in accordance with the awarding 
body’s subject-specific instructions. 

2.4 	 Candidate test password information must be stored securely and only given to 
candidates at the time of the examination. Di�erent passwords must be set up for each 
session, if more than one session is required. It is not su�cient to rely on candidates 
keeping their passwords secret. 

2.5	 The invigilator must check the identity of each candidate and ensure that the correct ID 
and password are issued. The candidate is responsible for inputting their ID and 
password, and for ensuring that the name of the test and their details are correct. If the 
information presented to the candidate is incorrect, they must notify the invigilator and 
cancel out of the examination before starting. The invigilator must give the candidate the 
correct ID and password to access their examination. If a candidate sits an examination in 
another candidate’s name (whether or not it is intentional), this may constitute 
malpractice. 

2.6 	 Confidential material (including discarded printouts) must be kept secure throughout the 
examination window (i.e. the range of dates within which the unit/component must be 
conducted). 

2.7 	 Centres must maintain the confidentiality of candidate responses and candidate details. 

2.8 	 Centres must have appropriate security systems and procedures in place to prevent 
candidates using computers/laptops in examinations having unauthorised external 
communication with other users of computers/laptops. 

 3		 Timetabling of tests
3.1 	 For examinations which are timetabled, test sessions must take place according to the 

awarding body’s timetable and will be restricted to the scheduled period. 

3.2 	 Centres will need to plan and set up the sessions before the examination date, taking into 
account that access to the tests will be restricted to the test window by the software. 

3.3	 Centres must inform candidates which session and room they should attend. 

Appendix 1	 Instructions for conducting on-screen tests 
		  1 September 2023 to 31 August 2024
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3.4 	 Requirements for the supervision of candidates will di�er between tests. Centres must 
always refer to the appropriate awarding body’s subject-specific instructions. 

3.5 	 Where a test is on-demand, once the candidate has completed his or her test, there is no 
reason for the candidate to remain within the examination room. 

 4	 Use of calculators
The requirements set out in section 10 of the Instructions, apply to all on-screen tests unless stated otherwise 
in the appropriate awarding body’s subject-specific instructions.  

 5		 Resources



61

c)	 user comfort and safety, such as the position of screens, wrist rests, foot rests, 
chairs, adjustable tables, copyholders and computer screens on adjustable arms. 
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7.2
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 9		 Finishing the examination
9.1	 Centres must ensure that all candidates’ work is saved and secure from 

unauthorised access. 

9.2	 All other examination material, including copies of candidates’ work, additional printouts 
and question papers must be collected by the invigilator and stored in a secure place. 

9.3	 Any common user areas accessible to candidates must be cleared of all work saved 
during the examination immediately after each session. 

9.4	 Candidates’ user areas must be removed at the end of the examination window or after 
each session if feasible. Whichever strategy is adopted, centres must ensure that the user 
areas of those candidates who have already sat the examination cannot be accessed by 
candidates who are scheduled to sit the examination in a later session within the window. 
Where networked stations are used, particular care should be taken to prevent work 
being accessible via shared folders. 

9.5	



64

Appendix 2	 Advice regarding examinations which last for 	
		  less than an hour

For examinations that last less than an hour there is a risk that the security will be 
compromised.

Paragraph 6.6 of these Instructions states:

For examinations that last less than one hour, candidates must be supervised and question 
papers must be kept in the centre’s secure storage facility until the published finishing time of 
the examination.

Some examples: GCSE exams

1. Awarding body published starting time: 9.00am – 30-minute exam

Centre start time Centre finish time Candidates must be kept under 
centre supervision until

8.30 9.00 9.30

8.45 9.15 9.30

9.00 9.30 9.30

9.15 9.45 9.30*

*Although earlier than the centre’s finish time, a candidate could technically leave the 
examination room at 9.30am as this would be the awarding body’s published finishing time for 
the examination.

2. Awarding body published starting time: 9.00am – 40-minute exam

Centre start time Centre finish time Candidates must be kept under 
centre supervision until

8.30 9.10 9.40

8.45 9.25 9.40

9.00 9.40 9.40

9.15 9.55 9.40*

*Although earlier than the centre’s finish time, a candidate could technically leave the 
examination room at 9.40am as this would be the awarding body’s published finishing time for 
the examination.
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3. Awarding body published starting time: 1.30pm – 30-minute exam

Centre start time Centre finish time Candidates must be kept under 
centre supervision until

1.00 1.30 2.00

1.15 1.45 2.00

1.30 2.00 2.00

1.45 2.15 2.00*

*Although earlier than the centre’s finish time, a candidate could technically leave the 
examination room at 2.00pm as this would be the awarding body’s published finishing time for 
the examination.

4. Awarding body published starting time: 1.30pm – 40-minute exam

Centre start time Centre finish time Candidates must be kept under 
centre supervision until

1.00 1.40 2.10

1.15 1.55 2.10

1.30 2.10 2.10

1.45 2.25 2.10*

*Although earlier than the centre’s finish time, a candidate could technically leave the 
examination room at 2.10pm as this would be the awarding body’s published finishing time for 
the examination. 
 
 
Candidates who take an examination later than the awarding body’s published starting time 
must be kept under centre supervision from 30 minutes after the published starting time for 
that examination until they begin it. So candidates must be under centre supervision by no later 
than 9.30am for a morning examination and no later than 2.00pm for an afternoon examination.
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Appendix 3	 Suggested wording for the invigilator’s 
		  announcement  at the beginning 
		  of written examinations

Centres may wish to laminate copies of this announcement or alternatively digitally record it. If 
using a digital recording centres must consider alternative means of communication for 
candidates with a Hearing Impairment. 

1.	 You must now follow the regulations of the examination. 

2.	

en- /Lang (en-Text<FE4mng (en-GB)/MCIDl the in)20 axt<FE4mng (15 Tmf54gila)5 (tn18n)/MCIA6 7aang (en-GB)/MCID 3804 >>BDC 
BT
/T1nctu 
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AQA City & Guilds CCEA OCR Pearson WJEC 
 

Warning to candidates 
 
 
 

Appendix 4 

1. You must be on time for all your examinations. 
 
 

2. Possession of a mobile phone or other unauthorised material 
is not allowed  even if you do not intend to use it. You will be 
subject to penalty and possible disqualification from the 
exam/qualification. 

 
 

3. You must not talk to, attempt to communicate with or disturb 
other candidates once you have entered the examination room. 

 
 

4. You must follow the instructions of the invigilator. 
 
 

5. You must not sit an examination in the name of another 
candidate. 

 
 

6. You must not become involved in any unfair or dishonest 
practice in any part of the examination. 

 
 

7. If you are confused about anything, only speak to an invigilator. 
 
 
 
 
 
The Warning to candidates must be displayed in a prominent place outside each examination 
room. This may be a hard copy A3 paper version or an image of the poster projected onto a wall or 
screen for all candidates to see. 
 
 
Effective from 1 September 2021 
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This document has been written to help you. 
Read it carefully and follow the instructions.

If there is anything you do not understand, especially 
which calculator you may use, ask your teacher.

A. Regulations – Make sure you understand the rules

1	 Be on time for all your exams. If you are late, your work might not 	
	 be accepted.

2	 Do not become involved in any unfair or dishonest practice during 	
	 the exam.

3	 If you try to cheat, or break the rules in any way, you could be 		
	 disqualified from all your subjects.

4	 You must not take into the exam room:

(a)	notes;

(b)	an iPod, a mobile phone, a MP3/4 player or similar 		
		  device, a watch, AirPods, earphones/earbuds. 

	 Any pencil cases taken into the exam room must be see-through.

	 Remember: possession of unauthorised material is breaking the 	
	 rules, even if you do not intend to use it, and you will be subject 	
	 to penalty and possible disqualification.

5	
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B. Information – Make sure you attend your exams and bring what you need

1	 Know the dates and times of all your exams. Arrive at least ten 		
	 minutes before the start of each exam.

2	 If you arrive late for an exam, report to the invigilator running 
	 the exam.

3	 If you arrive more than one hour after the published starting time 	
	 for the exam, you may not be allowed to take it.

4	 Only take into the exam room the pens, pencils, erasers and any 	
	 other equipment which you need for the exam.

5	 You must write clearly and in black ink. Coloured pencils or 
	 inks may only be used for diagrams, maps, charts, etc. unless 		
	 the instructions printed on the front of the question paper 
	 state otherwise.

C. Calculators, dictionaries and computer spell-checkers

1	 You may use a calculator unless you are told otherwise.

2	 If you use a calculator:

(a)	make sure it works properly; check that the batteries are 	
		  working properly;

(b)	clear anything stored in it;

(c)	remove any parts such as cases, lids or covers which have 	
		  printed instructions or formulae;

(d)	do not bring into the exam room any operating instructions 	
		  or prepared programs.

3	 Do not use a dictionary or computer spell checker unless you are 
	 told otherwise.

1	 Always listen to the invigilator. Always follow their instructions.

2	 Tell the invigilator at once if:

(a)	you think you have not been given the right question paper  
		  or all of the materials listed on the front of the paper;

(b)	the question paper is incomplete or badly printed.

3	 Read carefully and follow the instructions printed on the question 	
	 paper and/or on the answer booklet.

4	 Do not start writing anything until the invigilator tells you to fill in 	
	 all the details required on the front of the question paper and/or  
	 the answer booklet before you start the exam. Do not open the  
	 question paper until you are instructed that the exam has begun.

5	 Remember to write your answers within the designated sections of 	
	 the answer booklet.

D. Instructions during the exam
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E. Advice and assistance

1	 If on the day of the exam you feel that your work may be a�ected 	
	 by ill health or any other reason, tell the invigilator.

2	 Put up your hand during the exam if:

(a)	you have a problem and are in doubt about what you 
		  should do;

(b)	you do not feel well;

(c)	you need more paper.

3	 You must not ask for, and will not be given, any explanation of 
	 the questions.	

6	 Do your rough work on the proper exam stationery. Cross it 		
	 through and hand it in with your answers.

	 Make sure you add your candidate details to any additional answer  
	 sheets that you use, including those used for rough work.

F. At the end of the exam

1	 If you have used more than one answer booklet and/or any 		
	 supplementary answer sheets, place them in the correct order.

	 Place any loose additional answer sheets inside your answer 		
	 booklet. Make sure you add your candidate details to any additional 	
	 answer sheets that you use. For CCEA examinations, any loose  
	 additional answer sheets should be placed behind your script.

2	 Do not leave the exam room until told to do so by the invigilator.

3	 Do not take any stationery from the exam room. This includes the 	
	 question paper, answer booklets used or unused, rough work or 	
	 any other materials provided for the exam. 

This information must be made available to all candidates in 
advance of their examination(s) for each series. It may be provided 
electronically to candidates or in hard copy paper format.

This section was 

amended on 19 January 

2024. For CCEA 

examinations, any loose 

additional answer sheets 

should be placed behind 

the script.
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This document has been written to help you. 
Read it carefully and follow the instructions.

If there is anything you do not understand ask your teacher.

A. Regulations – Make sure you understand the rules

1	 Be on time for your on-screen test(s). If you are late, your work	  	
	 might not be accepted.

2	 Do not become involved in any unfair or dishonest practice during 	
	 the on-screen test.

3	 If you try to cheat, or break the rules in any way, you could be 		
	 disqualified from all your subjects.

4	 Only take into the exam room the materials and equipment which 	
	 are allowed.

5	 You must not take into the exam room:

(a)	notes;

(b)	an iPod, a mobile phone, a MP3/4 player or similar 		
		  device, a watch, AirPods, earphones/earbuds. 

	 Unless you are told otherwise, you must not have access to:

(c)	the internet, email, data stored on the hard drive, or 		
		  portable storage media such as floppy disks, CDs and 		
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B. Information – Make sure you attend your on-screen test 
    and bring what you need

1	 Know the date and time of your on-screen test(s). Arrive at least 	
	 ten minutes before the start of your on-screen test.

2	 If you arrive late for an on-screen test, report to the invigilator 		
	 running the test.

3	 If you arrive more than one hour after the published starting time 	
	 for the on-screen test, you may not be allowed to take it.

4	 Your centre will inform you of any equipment which you may need 	
	 for the on-screen test.

C. Calculators, dictionaries and computer spell-checkers

1	 You may use a calculator unless you are told otherwise.

2	 If you use a calculator:

(a)	make sure it works properly; check that the batteries are 	
		  working properly;

(b)	clear anything stored in it;

(c)	remove any parts such as cases, lids or covers which have 	
		  printed instructions or formulae;

(d)	do not bring into the examination room any operating 		
		  instructions or prepared programs.

3	 Do not use a dictionary or computer spell checker unless you are 	
	 told otherwise.

D. Instructions during the on-screen test

1 	 Always listen to the invigilator. Always follow their instructions.

2	 Tell the invigilator at once if:

(a)	you have been entered for the wrong on-screen test;

(b)	
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E. Advice and assistance

1	 If on the day of the on-screen test you feel that your work may 		
	 be a�ected by ill health or any other reason, tell the invigilator.

2	 Put up your hand during the on-screen test if:

(a)	you have a problem with your computer and are in doubt 	
		  about what you should do;

(b)	you do not feel well.

3	 You must not ask for, and will not be given, any explanation of 
	 the questions.

F. At the end of the on-screen test

1	 Ensure that the software closes at the end of the on-screen test.

2	 If you are required to print o� work outside the time allowed for 	
	 the on-screen test, ensure that you collect your own work. You 		
	 must not share your work with other candidates. Make sure that 	
	 another candidate does not collect your printout(s).

3	 Do not leave the exam room until told to do so by the invigilator.

4	 Do not take any stationery from the exam room. This includes 		
	 rough work, printouts or any other materials provided for the 
	 on-screen test. 

This information must be made available to all candidates in 
advance of their examination(s) for each series. It may be provided 
electronically to candidates or in hard copy paper format.
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Appendix 8	 Notice to centres: 
		  The people present in the examination room

Produced on behalf of AQA, City & Guilds, CCEA, OCR, Pearson and WJEC 

The JCQ awarding bodies wish to provide further guidance and clarity on the role of centre 
sta� in the examination room, other than exam o�cers and invigilators.

Section 17 of these Instructions provides clarity on who may be present in the examination 
room.

The head of centre has a duty to maintain the integrity of the examination and to ensure that 
fully trained invigilators are in place for examinations and on-screen tests.

Invigilators must have been trained to undertake their duties (see section 12 of these Instructions). 

Rules relating to centre staff other than exams officers and invigilators

Senior members of centre sta� approved by the head of centre, who have not taught the 
subject being examined, may be present at the start of the examination(s). When entering an 
examination room, the senior member of centre sta� must identify themselves and their 
purpose for being there to the senior invigilator and/or exams o�cer.

Senior members of centre sta� have a very clear role. Principally:

	 •	 to assist with the identification of candidates;

	 •	 to deal with any disciplinary matters;

	 •	 to check that candidates have been issued with the correct question paper for the day,  
		  date, time, subject, unit/component and tier of entry if appropriate;

	 •	 to check that candidates have the appropriate equipment and materials for the  
		  examination;

	 •	 to commence the examination. 

Under no circumstances may members of centre sta�:

	 •	 be present at the start of the examination and then sit and read the examination question  
		  paper before leaving the examination room;

	 •	 enter the examination room with the intention of accessing the examination 
		  question paper;

	 •	 have access to the examination question paper unless this is specifically requested by  
		  either the exams o�cer or an invigilator. For example, a possible printing error has been 
		  identified and, in the absence of an erratum notice, the exams o�cer needs this verified 	
		  by the relevant subject teacher before reporting the issue to the awarding body;

	 •	 give any indication of their opinion of a question paper to candidates, verbally or  
		  otherwise, having been asked to inspect the content;

	 •	 communicate with candidates, (except in timed Art tests and timetabled CCEA and WJEC  
		  GCE A2 Science Practical examinations or where maintaining discipline in the examination  
		  room). This constraint extends to coaching candidates, reminding candidates which  
		  section(s) of the question paper to answer or which questions they should answer;

	 •	 enter the examination room and approach candidates, either to prompt them to make an  
		  attempt at the examination or to provide support and encouragement;

	 •	 enter the examination room and read candidates’ scripts. 

Support and encouragement may be offered at any point up until the time that candidates 
enter the examination room. From that moment onwards they are under formal examination 
conditions and the strict protocols must be adhered to.


