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Introduction 

Bolton Islamic Girls School is committed to ensuring that candidates are fully briefed on the 
examination and assessment process in place in the centre and are made aware of the required 
JCQ/awarding body instructions and information for candidates. 
 
Purpose of this handbook 

• To support candidate briefings/assemblies.   
• To inform candidates about malpractice in examinations/assessments.   
• To inform candidates about the use of their personal data.   
• To ensure candidates are provided with all relevant information about their exams and                                

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

posters are provided in advance of any exams/assessments being taken.   
• To answer questions candidates may have.   
• To inform candidates or signpost candidates (and where relevant, parents/carers) to any 

exams related policies/procedures that they need to be made aware of.   

Malpractice 
• To maintain the integrity of qualifications, strict Regulations are in place 
• Malpractice means any act or practice which is in breach of the Regulations  
• Any alleged, suspected or actual incidents of malpractice will be investigated and 

reported to the relevant awarding body/bodies 
Malpractice in the exam room, will be dealt with, by the Invigilators and the Exams Officer. In 
cases of minor behaviour problems, a warning, will initially be given to the candidate to stop. If 
the behaviour persists or there is a more serious malpractice incident such as possession of a 
mobile phone in the exam room, immediate action will be taken by the Exams Officer.   

Malpractice within the classroom whilst carrying out non-examination assessment will be dealt 
with by the Subject Teacher and the Exams Officer.   

The JCQ provides information regarding what constitutes malpractice: 
o Introduction of unauthorised material into the examination room 
o Breaches of examination conditions 
o Exchanging, obtaining, receiving, or passing on information which could be 

examination related (or the attempt to) 
o Offences relating to the content of candidates’ work 
o Undermining the integrity of examinations/assessments 

Refer to ICE 24 and the Indicative sanctions against candidates (Appendix 6, Suspected 
Malpractice: Policies and Procedures) 

 

Refer to Information for candidates documents, for example: 

Things not to do on social media:  
• Buy/ask for/share exam or assessment content  
• Pass on rumours of what’s in exams or assessments  
• Share your work  

http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/malpractice
http://www.jcq.org.uk/exams-office/information-for-candidates-documents
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• Work with others so that your assessment is not your own independent work  

and/or non-examination assessments and coursework, as example: 

 
Research and using references 
Where computer-generated content has been used (such as an AI Chatbot), your 
reference must show the name of the AI tool used and should show the date the content 
was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 
25/01/2026. You must submit a copy of the computer-generated content with your work for 
reference and authentication purposes.  

You should also reference the sources used by the AI tool in generating the content. 

You must retain a copy of the question(s) and computer-generated content for reference 
and authentication purposes in a non-editable format (such as a screenshot) and provide 
a brief explanation of how you used it. This must be submitted with your work for final 
assessment so that your teacher can review the work, the AI-generated content and how it 
has been used.  

 
If you copy the words, ideas or outputs of others and do not show your sources in 
references and a bibliography, this will be considered as cheating.  
 
Plagiarism  
Plagiarism involves taking someone else’s words, thoughts, ideas or outputs and trying to 
pass them off as your own. It could also include AI-produced material. Plagiarism is a form 
of cheating which is taken very seriously. 

 

Personal data 
• Any person involved in completing examinations/assessments where malpractice is 

suspected, or alleged, personal data about them will be provided to the awarding body 
(or bodies) whose examinations/assessments are involved. Personal data about them may 
also be shared with other awarding bodies, the qualifications regulator or professional 
bodies. 

• The centre will provide relevant personal data including name, date of birth, gender to the 
awarding bodies for the purpose of examining and awarding qualifications.  

• Materials which are submitted by candidates for assessment may include any form of 
written work, audio and visual materials, computer programs and data (“Student 
Materials”). Awarding bodies may use the Student Materials to evaluate candidates’ 
performance in the relevant assessment. They may also use the Student Materials for other 
purposes as outlined in their privacy policies and in accordance with their terms. 
Candidates should be directed to the relevant awarding body’s privacy notice if they 
require further information about how their Student Materials may be used by the awarding 
body.  

Refer to GR 6 

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

• Candidates may access Student Materials (including examination scripts) through the 
access to scripts arrangements set out in paragraph 5.13. Refer to GR 6. 

 
Coursework assessments/non-examination assessments 

• You will be advised by Subject Teachers when these assessments will take place.   
• For formal assessments, you will be informed, in writing, of when the assessment will take 

place.   
• Please be aware of and ensure you meet any deadlines set by your Subject Teacher.   
• Depending on the type of assessment, it will be marked by your teacher and then 

moderated by the exam board, or it will be sent to the exam board for marking.   
• Your Subject Teacher will advise you of your mark no later than 2 weeks before the work is 

sent to the exam board. If you wish to appeal against your mark, please speak to your 
Subject Teacher, within 24 hours of you receiving the mark.   

• Please read the procedure regarding appeals on the exams section in school policies.   
• Make sure you understand from your teacher what AI is, when it may be used and how it 

should be acknowledged, the risks of using AI, what AI misuse is and how this will be treated 
as malpractice. 

 

Please read the following documents linked below with important information shared by JCQ 
information for Candidates:    

• Social media  
• Written examinations  
• Non-examination assessments  
• Coursework assessments 
• Preparing to sit exams  

 
Exam dates will be published on school noticeboards and shared online. 

GCSE exams will start from the week beginning 11th of May 2026 and end on the 19th of June 2026. 
GCSE FINAL ART EXAM will be on Tuesday 28th April and Wednesday 29th April.  
 

Contingency Day   

  
The awarding bodies have designated Wednesday, 24th June 2026 as a ‘contingency day’ for 
examinations.   The designation of a ‘contingency day’, within the common examination timetable is in the 
event of national or significant local disruption to exams in the UK.  It is part of the awarding bodies’ 
standard contingency planning for examinations.    
   
We must therefore remind candidates that they must remain available in the UK, until Wednesday, 24th 
June 2026, should an awarding body need to invoke its contingency plan.   

http://www.jcq.org.uk/exams-office/general-regulations
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
https://boltonislamicgirlsschool.org.uk/wp-content/uploads/2025/10/JCQ-Social-Media-Infographic-v6.pdf
https://boltonislamicgirlsschool.org.uk/wp-content/uploads/2025/10/IFC-Written_Examinations_2025_FINAL.pdf
https://boltonislamicgirlsschool.org.uk/wp-content/uploads/2025/10/IFC-NE_Assessments_2025_FINAL.pdf
https://boltonislamicgirlsschool.org.uk/wp-content/uploads/2025/10/IFC-Coursework_Assessments_2025_FINAL.pdf
https://boltonislamicgirlsschool.org.uk/wp-content/uploads/2025/10/JCQ-Preparing-to-sit-your-exams_-2025_2026.pdf
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It is important that ALL exam candidates are available until that day because if there are any 
changes to a scheduled exam day for any reason quoted above the candidates could miss out 
on an important grade.  This means that any holidays to be planned must be done after this 
date.    
 

Written timetabled exams  

A few weeks before your exam you will be issued with a provisional exam timetable.   
• Please check the information on the timetable carefully and if there is anything wrong, advise your 

Subject Teacher and the Exams Officer.   
• A final exam timetable will be issued shortly before the exams.   
• Please learn your candidate number. This will stay the same for all your exams and you must write 

this on the front of every exam paper.   
• Exam room posters – Warning to candidates, Mobile Phone posters and the seating plan for the 

exam will be displayed outside the main hall and in room 3. Please look at these as you enter the 
room to remind yourself of the regulations and to check your candidate number.   

 

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

• There may be a time when your provisional exam timetable shows two exams at exactly the same 
time. Don’t panic, this happens quite a lot.   

• The Exams Officer will arrange for you to take one exam first followed by the second, with a short 
break in between. You must not leave the exam room unsupervised during the short break and 
exam conditions will remain in place.   

• Your final exam timetable will show the amended times.   

Where you will take your exams   

• Exams will take place in the Main Hall (and or Room 7 for languages). 

What time your exams will start and finish   

• Exams will normally start at 9.00am for a morning session and 1.00pm for an afternoon session. 
Please make sure you arrive at least 45 minutes before the start of the exam. An exam briefing will 
take place before you enter the exam room.   

• Please make sure you go to the toilet before the exam as you will only be allowed to go to the toilet 
during the exam in exceptional circumstances. If you have a medical issue, which means you have 
to go to the toilet regularly, please inform the Exams Officer (medical evidence will be required).   

• You will not be allowed to leave the exam before the end. Also, if the exam finishes before 10am in 
the morning or 2.30pm in the afternoon you will have to stay in the exam room, under supervision, 
until that time. This is to make sure we maintain the security of the exam and comply with JCQ 
regulations. 
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Supervision during your exams   
 

• Exams are supervised by invigilators. They are fully trained, to make sure the exams are carried out 
in accordance with the JCQ strict regulations.   

• It is the job of the invigilator to watch students as they do their exam. They will not approach you 
unless they think you are breaking the regulations or you put up your hand for assistance.   

• The invigilator cannot give you any help with your exam.   
• �f you need anything, please raise your hand and they will come to you.   
• The Exams Officer and the invigilators are also responsible for making sure your exams go as 

smoothly as possible and that the process is fair for everyone. 

Exam room conditions   

• After your exam briefing and before the exam, you will be asked to take your personal belongings 
into the room next to the exam room. At this time, you must make sure you have all the required 
equipment for your exam, that your mobile phone and any other electronic devices, have been 
handed in, or switched off and left in your bag. You must have nothing in your pockets.   

• You will be under formal exam conditions from the moment you enter the exam room until you are 
given permission to leave by the invigilator. This means that you must not talk to, attempt to 
communicate with or disturb other candidates once you have entered the exam room.   

• You should find your seat quickly and quietly. Your candidate number will be on the exam desk as 
stated on the seating plan. Invigilators will help you if you can’t find your seat. Do not ask another 
candidate.   

• You must listen to and follow the instructions of the invigilator at all times in the exam room.   
• The exam paper will have been placed on your desk before you enter the room. Do not attempt to 

open the question paper until the exam begins. If you do, this is malpractice, and the exam board 
will be notified. 

•  Please don’t write anything on the front of the paper until you are advised to do so by 
the invigilator.   

• At the front of the room, you will see that the Centre number, name and code of the exam, day, 
date, time are displayed. You will need this information when you are asked to fill in the front of 
your exam paper   

• When you are asked to fill in the details on the front of your exam paper, please use your legal 
name and not your preferred name. If a signature is required, please enter this, it is very important.   

• When the exam starts, the invigilator will display the start and finish times of the exam.   
• If you need to leave the room because you are feeling unwell, please put up your hand and an 

invigilator will assist you. You are not allowed to leave the room on your own.   
• Please make sure that you put the centre number, your name, candidate number and 

question on any additional sheets of paper you may use.  
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Where you will sit in the exam room   

• Your seat number will be on the exam desk according to candidate number.  
• It is very important that you make sure you sit at the correct desk to make sure that you sit the 

correct exam paper.   
• If you are unsure of where to sit, please put up your hand and an invigilator will assist you.    

 
How your identity is confirmed in the exam room   
Your invigilator will identify you and check you against the seating plan at the entrance to the exam 
room.   

What equipment do you need to bring to your exams?   

You will need:   

• A black ball-point pen (must be black) and spares   
• Pencil   
• Ruler   
• Eraser   
• Highlighter (can highlight the question paper but not your answers)   
• Clear pencil case   
• Scientific calculator (unless the exam does not allow a calculator) without a lid/cover.   
• Maths exams will also require a protractor, set square and compass. Your Maths teacher will 

give    you more information regarding the equipment needed.   
• Some exams may need coloured pencils. Your subject teacher will advise you.  

Using calculators    
For exams where a calculator is allowed, please be aware of the following:   
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What you MUST NOT bring into the exam room  

It is very important that you do not enter the exam room with any unauthorised items in your 
possession. These items include:   

• Mobile phones   
• MP3/4 players   
• Any watches   
• IPods   
• Any other similar electronic devices   
• Earphones   

• Notes and study guides   
• Own blank paper   
• Calculators, unless allowed for the exam   
• Calculator lid/cover   
• Dictionaries, unless allowed for the exam   
• Miscellaneous items such as make-up, lip salve, bus passes, money and 

keys, student reports and exam timetables.   
• Food items  (including chewing gum) 

If any of the above listed items are found in the pockets they will be removed from 
candidates. Please make sure you empty all your pockets. 

What you should wear for your exams   

Your full school uniform must be worn during exam times.   

Where your personal belongings will be stored during your exam   

All personal possessions will be stored in Room3.   

 What to do if you arrive late for an exam   

You must arrive at least 45 minutes before the start of your exam.   

If you are late for any reason, please report to the main office and tell admin that you have an exam.   

You will be collected from reception and then escorted to the exam room. The Exams Officer will take 
you into the exam room.  
You will be given the full time allowed for your exam.   

If you arrive extremely late for an exam (after 10am for a morning exam and after 2.30pm for an 
afternoon exam) you will still sit the exam but there is a chance that the exam board will not mark 
your paper.   

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

It is really important that you attend school for all exams, whether real or mock, unless you are 
seriously ill.   
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• If you are extremely unwell and cannot attend your exam, please ask your parent/carer to 
contact the Exams Officer or admin immediately. You will need to provide medical evidence to 
confirm your illness.   

• If you feel unwell during an exam, please put your hand up and an invigilator will assist you.   
• If you feel unwell before the exam starts, please tell the Exams Officer so that we are aware of 

your situation and invigilators can be advised.   

The date and time of the exam is set by the exam board so that all students are sitting the 
exam at the same time. We cannot change the date of the exam.   

What happens if you have an unauthorised absence from an exam?   

Your exams are extremely important, and it is vital that you attend all real and mock exams.   

If you do not turn up for an exam you will receive a zero mark, and your parents/carers will be 
invoiced for the exam entry fee. On average, this is approximately £60 per exam but varies depending 
on the exam/exam board.   

Please advise your Form Teacher/ Exams Officer of any issues you have around exam time.   

What happens in the event of an emergency in the exam room?   

In the event of an emergency, the Invigilator will stop the exam and give instructions to you. You 
must:   

• Stop writing and close your exam papers.   
• When the exam starts, the invigilator will display the start and finish times of the exam.   
• Stay seated until the invigilator advises you to leave the room.   
• Follow your invigilator to the pre-arranged meeting point.   

You must not:   

• Communicate with anyone inside and outside the exam room other than the Exams Officer and   
invigilators.   

• Collect any personal belongings, unless advised to do so by the invigilators.   

If you do not follow these rules, you may NOT be allowed back into the exam room to 
complete your exam.   

Candidates with access arrangements   
If you are a student who is entitled to an Access Arrangement such as a reader and/or scribe, you will 
take your exams in the Main Hall. The Teaching Assistants who support you in school will be present in 
the exam room to give you assistance. They, too, must comply with the JCQ exam regulations so there 
are certain things they not allowed to do. If you are unsure of how your access arrangement will work, 
please speak to Mrs Waseem.   
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 Results   

GCSE Results Day takes place Thursday 20th August 2026. (From 8.30 am)   

The student room provide support for learners on how to be prepared for the day. Please click on the 
link below:  GCSE results day 2026: when it is and how to prepared 

Post-results services   
There is a service available for schools to appeal after you have received your results. Enquiries about 
results are usually made by Mrs Waseem together with subject leaders and your consent will be 
obtained before doing so. Full details will be given to you at the end of Year 11 but, in the meantime, 
you can read BIGS policy regarding this on our website/ask admin.   

Certificates   
Your exam certificates are produced by the exam board. They are sent to school, by the middle of  
November. A GCSE Presentation event will be arranged, in December, for you to come back to school 
and receive your certificates. An invitation letter will be sent to you, a few weeks before.   

Complaints and appeals procedure   

Our school has a policy in place regarding complaints and appeal procedures relating to the delivery or 
administration of a qualification. This and all exam related policies are available on our school website 
linked here.  

 

 

  

https://www.thestudentroom.co.uk/results/gcse/gcse-results-day-when-it-is-and-what-to-expect
https://boltonislamicgirlsschool.org.uk/policies-and-procedures/
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Some useful Dua’s to help with Studies/Exam Stresses: 

 

 

 

 

 

 

 

 

 

 

 

 

The translation of this ayah is: 
“So high [above all] is Allah, the Sovereign, the 

Truth. And, [O Muhammad], do not hasten 
with [recitation of] the Qur’an before its 

revelation is completed to you, and say, “My 
Lord, increase me in knowledge.” 

(Quran-20:114) 

 

ًاملْعِ 	 ينِدْزِ 	 بِّر 	
Rabbi	Zidni	Ilma	

Rabbi shrah lee sadree. Wa yassir lee amree. 

Wahlul ‘uqdatan min lisa nee. Yafqahoo qawlee. 

“O my Sustainer! Open up my heart 
and make my task easy for me, and 
loosen the knot from my tongue so 
that they might fully understand 
my speech.” (Quran-20:25–28). This 
was a prayer said by Prophet Musa 
(Moses) before he spoke to the Pharaoh. 
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We would like to wish all our BIGS students, 

the very best of luck with your GCSE’s.  

We hope you work hard, revise well 

and keep up with your salah and 

dua’s,  gaining the best possible 

results.  

We hope and pray you are successful in all   

your future ventures!  

(Ameen)  

          Believe        Achieve          Succeed  

          Believe        Achieve          Succeed  


