
 

 

 

YEAR 11  
 

EXAMS HANDBOOK 
 

 

 

 

 

 

 

 

 

2025-2026  



Exam Key Dates 

 

Pre-Public Exams:  6 to 23 January 2026 

Summer Exams:  1 May to 19 June 2026 

JCQ Contingency Day:  Wednesday 24 June 2026 

You must be available on this date in case of exams being cancelled 

and rearranged due to national or significant local disruption to 

exams earlier in the summer.  

Please do not book holidays before 24 June 2026. 

Exams Results:  8.30am on Thursday 20 August 2026  

 

Exam School Contacts 

 

Head of Year 11:  Mrs Kearney  LKearney@sirgrahambalfour.staffs.sch.uk 

Exams Officer:   Mrs Kemp  AKemp@sirgrahambalfour.staffs.sch.uk 

Assistant Headteacher: Mr Anderson  GAnderson@sirgrahambalfour.staffs.sch.uk 

SENDCo:   Mr Chamberlain DChamberlain@sirgrahambalfour.staffs.sch.uk 

Year 11 Form Tutors:  Miss Watson (11A) HWatson@sirgrahambalfour.staffs.sch.uk 

Mr Rowley (11B) DRowley@sirgrahambalfour.staffs.sch.uk 

Miss Brinsdon (11F) abrinsdon@sirgrahambalfour.staffs.sch.uk 

    Mrs Downward (11L) PMDownward@sirgrahambalfour.staffs.sch.uk 

Miss Tranter (11L) DTranter@sirgrahambalfour.staffs.sch.uk 

    Mr Wass (11O) CSWass@sirgrahambalfour.staffs.sch.uk 

    Miss Mitchell (11R) pmitchell@sirgrahambalfour.staffs.sch.uk 
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DO NOT EXPECT TO BORROW EQUIPMENT! 



USING CALCULATORS IN EXAMS 

 

 

• You will need a scientific calculator for Maths and Science exams. 

 

• You can use a calculator in your exams unless you are told otherwise. 

 

• If a calculator is allowed, you must make sure of the following: 

 

o The calculator’s primary purpose is to carry out mathematical calculations - it 

cannot have additional functionality. 

 

o It must not be able to offer: 

▪ language translation 

▪ symbolic algebra manipulation 

▪ symbolic differentiation or integration 

▪ communication with other devices or the internet. 

 

o It must not give access to any information stored before the exam, including: 

▪ databanks, such as the periodic table (except scientific constants) 

▪ dictionaries 

▪ mathematical formulae 

▪ text 

 

• Some calculators have an ‘exam mode’ which needs to be activated to comply with the 

above regulations. 

 

• Before the exam, make sure your calculator and the batteries work properly, and that you 

know how to use it. 

 

• You cannot borrow a calculator from another candidate during an exam, but an Exams 

Invigilator can lend you a replacement. 

 

• You must not bring into the exam a calculator case, lid or cover, or any operating 

instructions.  

 

• You must make sure you clear anything stored in the memory. 



EXAM TIMETABLE 

 

• You will be sent a personalised exam timetable to your school email address 

for both the Pre-Public and summer exams. 

 

• You should use your exam timetable to build revision timetables. 

 

• The exam timetable will tell you when and where your exams will take place. 

 

• Exams take place in more than one exam room – the same rules apply in all. 

 

• Check your seat number for each exam before entering the exam room. 

 

• The room and seat number will change depending on the subject. 

 

• Make sure you attend your exam on the correct date and time. You cannot sit 

the summer public exams later in the day or on another date. 

 

• You must sit all Pre-Public exams. If you do not attend, you will need to attend 

an after-school detention to complete the exam. 

 

• You will be issued with a candidate ID card. Make sure you bring this to all 

exams and do not lose it. 

 

 

  



ON THE DAY OF THE EXAM 

 

• Get plenty of sleep the night before. 

 

• Arrive early and prepared. 

 

• Wear your full school uniform. 

 

• Bring all the equipment you need for your exam. 

 

• Eat breakfast or lunch before your exam. 

 

• Go to the toilet BEFORE your exam. 

 

• Be aware of warm-up and booster sessions ahead of each of your summer 

exams. 

 

• Be on time for your exams. If you are late, the exam boards might not accept 

your work. 

 

• Assemble in the Dining Room in your tutor groups. 

 

• Know your exam room and seat number. 

 

• Do not take unauthorised items into the exam room. 

 

• If your exam is in the Main Hall, leave your coat, bag, and revision notes in the 

Dining Room. 

 

• If your exam is not in the Main Hall, please take your belongings when you are 

instructed to do so. 

  



ENTERING THE EXAM ROOM 

 

• Remain in silence from the moment you enter the exam room until you leave. 

 

• Do not communicate in ANY WAY with another candidate. If you do, we will 

report this to the exam board, and you may be disqualified. 

 

• If you try to cheat or break the rules in any way, you may be disqualified from 

all your exams. 

 

• You cannot leave the exam room unaccompanied, and unless it is absolutely 

necessary. 

 

• You MUST stay until the end of the exam, even if you have finished. 

 

• Sit at the correct desk, as shown on your exam timetable. This information is 

also posted outside the Main Hall. 

 

• If someone else is sitting at your desk, inform an Exams Invigilator straight 

away. 

 

• Place your ID card on your desk. 

 

• Raise your hand if you need to attract the attention of an Exams Invigilator at 

any point during the exam. 

 

• Listen carefully to the exam announcement and any instructions from the 

Exams Invigilators. 

  



 

  



UNAUTHORISED ITEMS 

• Mobile phones 

• Ipods or Ipads 

• Airpods, earbuds, earphones 

• Smart watches 

• Wrist watches 

• Smart glasses 

• Smart devices 

• Revision notes or books 

• Calculators with pre-stored information 

• Calculators with functionality other than to carry out maths calculations 

• Calculator lids or formulas 

• Tipex or correction fluid 

• Erasable pens 

• Gel pens 

• Dictionary 

• Computer spellchecker 

• Internet-enabled device 

POSSESSION OF AN UNAUTHORISED ITEM IS A SERIOUS OFFENCE AND COULD 

RESULT IN DISQUALIFICATION FROM YOUR EXAMS, EVEN IF YOU DO NOT INTEND 

TO USE IT DURING THE EXAM. 

 



 

  



THE EXAM PAPER 

• Always check the exam paper you have been given is correct: 

o Subject 

o Tier 

o Day and date 

o Are all the pages included in coloured or enlarged papers? 

 

• Put your hand up if you think you have been given the wrong paper. 

 

• Do not open the exam paper or write anything until you are told to do so. 

 

• When instructed, fill in the details on the front cover: 

o Surname – your last, legal name (not a preferred or known-by name) 

o Other names – your first and middle legal names 

o Candidate number – this is on your ID card 

o Centre number – 30410 

o Signature if required 

o Use capital letters 

o Put the above information on all answer books and sheets used. 

 

• Read the instructions on the front cover carefully and check you have the materials and 

equipment you need. 

 

• Write in the designated sections of the exam paper. Extra space for answers is at the back 

of most exam papers. 

 

• If you need extra answer paper, raise your hand to ask. 

 

• Write any rough work in your exam paper and put a single line through anything you do 

not wish to be marked. 

 

• Write clearly and in black ink. You may use a pencil for drawings and rough notes. 

 

• Do not use correcting pens, fluids, tape, or erasable pens. Do not use highlighters or gel 

pens, but you can use a highlighter in the stem of the question. 

 

• For Pre-Public exams, please write your Subject Teacher’s name on the front of the exam 

paper. 

 

• You must not write or draw inappropriate, obscene, or offensive material – you may be 

disqualified. 



COMPLETING THE EXAM 

 

• Wait for the Exams Invigilator to tell you to start. 

 

• If you open the exam paper before you are told to, we will report this to the 

exam board, and you may be disqualified. 

 

• Do not borrow anything from another candidate during the exam. 

 

• If you fall asleep and breathe heavily, or snore, you may disturb other 

candidates, and we would report this to the exam board. 

 

• If you are eligible to use a PC to complete your exam, make sure you save 

your work regularly. Add your name, centre number, candidate number and 

exam paper code to each sheet. Also, number each page. 

 

• If the emergency alarm sounds, stay seated, remain silent, and await the 

Exams Invigilator’s instructions. 

 

• Put up your hand during the exam if: 

o You have a problem and are not sure what you should do. 

o You do not feel well. 

o You need more paper. 

 

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

 

 

  



END OF THE EXAM 

 

• The exam finish time will be written on the board at the front of the exam. 

There may be more than one subject with different finish times – be clear 

which one applies to you. 

 

• At the end of the exam, the Exams Invigilator will tell you to stop writing. 

 

• If you are entitled to extra time, continue working until the added time has 

elapsed. In your Pre-Public exams only, please use a blue pen for your extra 

time work. 

 

• Tell the Exams Invigilator if you think you have not been given the expected 

access arrangements. 

 

• Check that all answer papers are inside your answer booklet, and you have 

added your name, centre number, candidate number and exam paper code. 

 

• Do not leave the exam room until told to do so by an Exams Invigilator. 

 

• Do not take any exam materials from the exam room. 

 

• The exam papers will be collected, and you will be dismissed row by row. 

 

• If you have any concerns about the exam, please let an Exams Invigilator 

know BEFORE you leave the room. 

 

• Leave in silence, collect your belongings, and return to your normal lesson 

quietly and as quickly as possible. 

  



EXAM RESULTS 

 

• You need to collect your summer exam results from the school Dining Room 

between 8.30am and 10.30am on Thursday 20 August 2026. 

 

• Any uncollected results will be posted to your home address. 

 

• If you are unable to collect your results and would like someone to do this for 

you, you need to let the Exams Officer know in writing before the results day. 

 

• If you are returning to the Sir Graham Balfour School Sixth Form, please 

register with us on results day. 

 

• If you are leaving us for college or employment, please let us know your plans 

on results day. 

 

• We may discuss a review of marking with you if your exam result is a mark or 

two under the next upper grade boundary. 

 

• Before you leave, please make sure you have read everything in your 

envelope and signed any forms. 

 

 

 

 

  



POST-RESULTS 

 

 

• If your exam result is a mark or two under the next upper grade boundary, we 

may suggest a review of marking. 

 

• We will only request a review of marking with your written permission – you 

will be asked to sign a form. 

 

• Your teachers will discuss the process with you. 

 

• Wherever possible, we will request your answer paper back before asking for 

a review of marking – this allows your teacher to check it first. 

 

• There are three possible outcomes of a review of marking: 

 

o The grade stays the same – this is the most likely outcome. 

o The grade improves. 

o The grade goes down. 

 

• All requests need to be processed at the start of September 2026. 

 

• The process takes about six weeks. 

 

 

 

  



CERTIFICATES 

 

• The exam boards issue certificates in November 2026. 

 

• These are important documents and will be needed when applying for jobs 

and further or higher education throughout your life. 

 

• Please make sure you collect your certificates and keep them safe – they are 

expensive to replace. 

 

• We will hold a collection event in December 2026. 

 

• Please check the Sir Graham Balfour School website and Facebook page ahead 

of December for further information about the collection event. 

 

 

 

 

 

  



IMPORTANT INFORMATION 

 

You must read and understand the following information issued by the Joint Council 

for Qualifications: 

Information for Candidates – Coursework Assessments 

IFC-Coursework_Assessments_2025_FINAL.pdf 

Information for Candidates – Non-Examination Assessments 

IFC-NE_Assessments_2025_FINAL.pdf 

Information for Candidates – Written Exams 

IFC-Written_Examinations_2025_FINAL.pdf 

Information for Candidates – Artificial Intelligence and Assessments 

JCQ_AI_infographic_v3 

 

 

https://www.jcq.org.uk/wp-content/uploads/sites/2/2025/09/IFC-Coursework_Assessments_2025_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/sites/2/2025/09/IFC-NE_Assessments_2025_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/sites/2/2025/09/IFC-Written_Examinations_2025_FINAL.pdf
https://www.jcq.org.uk/wp-content/uploads/sites/2/2026/01/IFC_AI_Assessments.pdf


 



 



COPING WITH EXAM PRESSURE 

 

Remember, it is perfectly normal to feel nervous and anxious about your exams.  

 

Exam stress is not always a bad thing – it can help to motivate some students.  

 

The important thing is to learn how to manage your exam anxiety and to prepare 

thoroughly. This will help you to cope with your exams and will be a great life skill for 

your future. 

 

The websites below offer lots of really useful advice to help you to cope with exam 

stress. 

 
 
  
Exam Stress | Coping Strategies | DEAL | Samaritans 
  
Exam Stress | How To Deal with Exam Stress | YoungMinds 
  
Coping with exam pressure - a guide for students - GOV.UK 
  
Info on exam stress - for 11-18 year olds | Mind 

 

  

https://www.samaritans.org/how-we-can-help/schools/deal/deal-resources/coping-strategies/exam-stress-coping-strategies/?gad_source=1&gclid=EAIaIQobChMIm_OYyuLbiQMVlEtBAh1K6Q9SEAAYASAAEgKZZfD_BwE
https://www.youngminds.org.uk/young-person/coping-with-life/exam-stress/?gad_source=1&gclid=EAIaIQobChMIm_OYyuLbiQMVlEtBAh1K6Q9SEAAYAiAAEgJR9fD_BwE
https://www.gov.uk/government/publications/coping-with-exam-pressure-a-guide-for-students
https://www.mind.org.uk/for-young-people/feelings-and-experiences/exam-stress/


FREQUENTLY ASKED QUESTIONS 

 

• Where will I sit my exams? 

o Most exams take place in the Main Hall. If you use a word processor, you will sit 

your exams in one of the computer rooms. Some students will sit exams in the 

Drama Studio or smaller classrooms.  

o It is important to remember that the same rules apply in all exam rooms. 

o The room you are allocated to, and the desk number you need to sit at, will be 

shown on your personalised exam timetable and on the exams registers posted 

outside the Main Hall. Make sure you check your exam timetable carefully before 

each exam. 

o Please report to the Dining Room before all exams. 

 

• What time do the exams start? 

o The summer exams start at 9.00am and 1.30pm. 

o The Pre-Public exams start at 8.45am and 11.30am. 

o It is important that you arrive for your exam in plenty of time, and to attend the 

warm-up or booster sessions for your summer exams. 

o If you are late for your exam, you might not be able to sit it. 

o If you are unavoidably running late, please contact the school straight away and ask 

for the Exams Officer once you arrive. 

 

• Can I sit my exam on a different date or at another time? 

o No. The exam boards set the dates and times for the summer public exams, and all 

students throughout the country must sit them at the same time. 

o You must make every effort to attend your exams. 

o If you are really unwell on the day of the exam, please contact the school straight 

away. 

o If you miss a Pre-Public exam, you will need to attend an after-school detention to 

complete it. 

 

• Can I sit at any desk in the exam room? 

o No. It is important to sit at the correct desk to ensure we can identify all candidates 

and that you are given the correct exam paper.  

o If you are unsure or cannot find your desk, you should ask an Exams Invigilator. 

o If someone else is already sitting at your desk, please let an Exams Invigilator know. 

 

• Can I wear my own clothes? 

o No. You must wear your full Sir Graham Balfour School uniform for all exams. 

 



• Who are the Exams Invigilators? 

o They are members of Sir Graham Balfour School staff, and work closely with the 

Exams Officer and the Leadership Team. 

o Their job is to make sure the exams are run correctly on behalf of the school and 

the exam boards. 

o They will make sure you have the best opportunity to do well in your exams, but 

they cannot help you with the exam. 

o Raise your hand if you need to attract the attention of an Exams Invigilator. 

o You must listen carefully and follow the instructions given by the Exams Invigilators. 

 

• What equipment do I need to bring to the exam? 

o Your ID card 

o Clear water bottle without a label 

o Clear pencil case 

o Black pens – including some spares 

o Pencil, sharpener, and rubber 

o Highlighter pen – to highlight the questions only 

o Ruler 

o Scientific calculator with the lid removed and the memory cleared 

o Protractor and pair of compasses 

DO NOT EXPECT TO BORROW EQUIPMENT 

• What am I NOT allowed to take into the exam room? 

o Mobile phones 

o Ipods or Ipads 

o Airpods, earbuds, earphones 

o Smart watches or wrist watches 

o Smart glasses 

o Any other smart or internet-enabled device 

o Calculator lids or formulas 

o Calculators with pre-stored information or functionality other than to carry out 

Mathematical calculations 

o Revision notes or books 

o Tipex or correction fluid/tape 

o Erasable pens or gel pens 

o Dictionary 

 

• What should I do if I realise I have an unauthorised item in the exam room? 

o Hand the item to an Exams Invigilator at once. 

o Possession of an unauthorised item is a serious offence and could result in 

disqualification from your exams, even if you do not intend to use it during the 

exam. 

 



• I have lost my ID card. What shall I do? 

o It is important that you have your ID card for all exams, so please keep it safe. 

o If you lose it during the summer exams, please ask the Main Office staff for a 

replacement. 

o If you lose it during the Pre-Public exams, please ask an Exams Invigilator for a 

replacement. 

 

• Where do I leave my bag and coat during the exam?  

o If your exam is in the Main Hall, please leave your belongings in the Dining Room.  

o If your exam is in another room, please take your belongings to the exam room and 

use the bag boxes. 

o Any valuable items, such as mobile phones and watches, can be handed to an 

Exams Invigilator at the start of the exam. Please make sure all phones are switched 

off. 

 

• What happens if I feel unwell or need the toilet during the exam? 

o If you feel unwell during an exam, raise your hand and an Exams Invigilator will look 

after you – do not leave the exam room unaccompanied. 

o Always visit the toilet before your exam. Toilet visits are only allowed in an 

emergency or if you have a toilet pass. 

 

• What should I do if another candidate tries to communicate with me? 

o Do not communicate with them in any way – this includes facial or hand gestures. 

o Remain silent from the moment you enter the exam room until you leave. 

o If you communicate with another candidate in any way, we will report it to the 

exam board, and you may be disqualified from your exam. 

 

• When can I open the exam paper and start writing? 

o Only when the Exams Invigilator tells you to. 

o If you do not wait, we will tell the exam board, and you may be disqualified. 

 

• What should I do if I think I have the wrong exam paper or if pages are missing? 

o At the start of every exam, you must check that you have the exam paper you were 

expecting to sit.  

o Check you have been given the correct subject and tier. 

o If you have a coloured or enlarged exam paper, check all pages have been printed 

correctly. 

o If you are in any doubt, let an Exams Invigilator know at once in case a mistake has 

happened. 

 

• What name should I use on my exam paper?  

o The name you use must be your full legal name – not a preferred or known by 

name. 



• What should I do if I run out of answer space? 

o You must write all answers in the designated sections. 

o Extra space for answers can be found at the back of most exam papers – make sure 

you use the correct question number next to your answer. 

o If you need extra paper, please ask an Exams Invigilator and put your name, 

candidate number, centre number and exam code on all papers or booklets. These 

should be inserted into your exam paper at the end of the exam. 

 

• What if I do not want some of my work marked? 

o Put a line through the work. This includes any rough work, which must be done in 

the exam paper. 

 

• What happens if my pen runs out or my calculator stops working? 

o Raise your hand to ask an Exams Invigilator for a spare one. 

o Remember to bring more than one pen to your exam. 

o You must not borrow anything from another candidate during the exam. 

 

• Can I use a highlighter pen? 

o Only to highlight sections of the question. 

o Do not use highlighter pens in your answers. 

 

• What happens if the fire alarm goes off? 

o Stay seated and continue to work. 

o Do not communicate in any way with other candidates at any point, even if you are 

evacuated from the exam room. 

o Wait for instructions from the Exams Invigilator. 

 

• How do I know when the exam finishes and how long I have left? 

o The finish time will be written on the board at the front of the exam. 

o Make sure you are looking at the correct finish time for your exam. 

o There will be a clock in the exam room. 

o If you cannot see the board or the clock, please let an Exams Invigilator know. 

o The Exams Invigilator will tell you to stop writing at the end of the exam. 

 

• What are access arrangements?  

o Access arrangements allow students with specific needs, such as special 

educational needs or disabilities, to access an exam. They allow students to show 

what they know and can do without changing the exam. 

o If you are entitled to an access arrangement, you will be told in advance by the 

school’s SENDCo. 

o The Exams Invigilators are aware of each student’s access arrangements. 

o If you are unsure about your access arrangements, please ask the Exams Officer or 

the Exams Invigilator. 



• I feel nervous and anxious about sitting my exams in the Main Hall. Can I sit in a separate 

room? 

o Exams are stressful for most of us. It is perfectly normal to feel nervous and 

anxious. 

o There is lots of support to help you to cope with exam pressure, both on-line and 

in-school. The more exams you sit the less scary they will become. 

o The exam boards do not allow us to provide candidates with a separate room 

unless we have evidence that the anxiety is a substantial and long-term 

impairment, and a separate room is the student’s normal way of working on a day-

to-day basis. 

 

• I am entitled to extra time. What do I do at the end of the exam? 

o Continue writing at the end of the ‘normal’ exam finish. 

o The extra time finish will be written on the board at the front of the exam room. 

o If it is a Pre-Public exam only, please complete your extra time work in blue ink. 

o If you finish your exam before the end of the extra time, please raise your hand to 

let an Exams Invigilator know. 

o You will be asked to sign a sheet to confirm the amount of extra time you have 

taken. 

 

• I am entitled to a word processor. Do I have to use it for all answers? 

o No. You can write some answers, and type others. 

o Remember to put your name, centre number, candidate number, exam code and 

page number on all sheets, and place them inside the exam paper. 

o Do not forget to save your work regularly. 

 

• I am entitled to supervised rest breaks. What do I do if I need one? 

o Raise your hand to let an Exams Invigilator know. 

o Close your exam paper at the start of your rest break. 

o The rest break will usually take place in the exam room. 

o When you are ready to continue working, let the Exams Invigilator know.  

o The rest break time will be added to the length of your exam, and you will be given 

a new finish time. 

 

• What happens at the end of the exam? 

o You must remain in silence until you have left the exam room. 

o Wait for the Exams Invigilators to collect your exam papers. 

o You will be dismissed row by row. 

o Do not take any exam papers or material from the exam room. 

o Raise any concerns you may have about the exam BEFORE you leave the exam 

room. 

o Collect your belongings and return to your normal lesson quickly and quietly – 

remember, there may still be other exam candidates working. 



• I have finished my exam. Can I leave early? 

o No. You must stay until the end of the exam. 

o If you leave the exam room unsupervised, you will be unable to return, and you 

may be disqualified from your exams. 

 

• When will I receive my exam results? 

o On Thursday 20 August. 

o Please come into school to collect your results between 8.30am and 10.30am. 

 

• I am on holiday on results day. How can I get my results? 

o You can ask a nominated person to collect them on your behalf. Please put this in 

writing to the Exams Officer ahead of results day. 

o We will post any uncollected results. 

o We can email your exam results. Please provide the Exams Officer with your email 

address ahead of results day.  

 

• I am disappointed with an exam result. Is there anything I can do? 

o Discuss it with your Teacher, who will let you know what options might be 

available. 

o If your result is a mark or two under the next upper grade boundary, it might be 

worth considering a review of marking. However, it is important to remember that 

marks and grades can go down as well as up. 

 

• When do I receive my exam certificates? 

o The exam boards issue the certificates in November. 

o Sir Graham Balfour School usually holds a collection event in December. 

o We will post details about the collection event on the school website and Facebook 

page. 

o Please keep the certificates safe – they are expensive to replace and will be needed 

for job and education applications throughout your life. 

 

• I have another question that is not raised in this booklet. Who can I ask? 

o Exams Officer 

o Head of Year 11 

o SENDCo 

o Your 11 Form Tutor 

o Leadership Team 

o Your Subject Teachers 

 

 

GOOD LUCK IN YOUR EXAMS! 


