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Qualification guidance (including exams) for pupils and parents 
2025-26

At Foundry, we know that the time leading up to exams and other external qualifications can be stressful and we would like to reassure you as much as possible about the process. We hope that giving you this information will give you plenty of time to ask any questions you have or seek any reassurance that you needed. Remember, all your teachers are there to support you through this process so please ask for any help that you need. 
If you or your parents/carers have any questions or need any help or advice before, during or after exam, please contact your tutor in the first instance. 
For exam specific queries please liaise with Anna Wicks (Exams Officer) 
exams@foundry.wokingham.sch.uk 

Remember - we are all here to help and support you.
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Wellbeing during the exam period
Exam success  is all about balance. Of course, revising plays a huge part in how you do, but so does switching off and self-care.
	· Make time for things you enjoy. 
· Connect with other people about how you feel. 
· Take regular breaks and be realistic about what you can do in a day. 
· Take care of your physical health. Make sure you get enough sleep, food, water and exercise. 
· Focus on yourself. Try not to compare yourself to others. 

More information can be found - https://bit.ly/3x5kpe7   
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Exam stress can be difficult to cope with. 
If you notice that you are struggling and it all feels overwhelming, find someone that you trust to talk to about how you are feeling.
[image: ]Exam results do not define who you are and there are many different routes you can take to achieve your goals. 

Dr Sheila Redfern gives advice and tips on managing stress at important moments
https://youtu.be/VGqDAUZwhas
  
Useful information and resources and where to get further support:
https://www.mind.org.uk/for-young-people/feelings-and-experiences/exam-stress/ 
https://www.youngminds.org.uk/young-person/coping-with-life/exam-stress/ 

[image: ]The evening before an exam is important.    Remember there is always, always someone to speak to.
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Coursework/Non-examination Assessment
Some of our qualifications are assessed on coursework only or a combination of coursework and exam. 
Coursework and other assessed work completed outside of the exam process is known as ‘Non-examination Assessment (NEA)’. Your teachers will share your provisional marks with you for any NEA. If you are not happy with the mark you have been awarded there is an internal appeals process. 
You will be able to claim your coursework approximately three months after you receive your results or at our certificate presentation evening. 
Before the Exams 
Entries and Timetables 
The summer exam period in 2026 will run from the 7th May to the 17th June 
You will receive your personal exam timetable in April showing you when you will sit exams for each subject.  This will include the date, start time and duration of the exam.
When you receive your individual exam timetable, please check it carefully. If there are any mistakes (eg name, date of birth, exam entries, etc) you must inform the Exams Officer (Anna Wicks) immediately. 
Contingency days – JCQ have contingency sessions in place in the event of national or significant disruption to examinations in the UK. 
This year the contingency date is set for the 24th June. 
This means that whilst there are currently no exams scheduled for this date, all candidates must be available on this day. 
Exam entries and preferred names 
At Foundry, pupils are registered for exams using their legal name (as shown on their birth certificate) as qualification certificates are also a legal document. 
In exceptional circumstances exam entries can be made in preferred names however there is a charge to change the name shown on the certificate should you wish to change it in the future. 
Access Arrangements 
Some pupils are entitled to adjustments to make sure they have an equal chance of completing the exam papers. In all cases, regardless of any medical condition or diagnosis of need it must reflect the candidate’s normal way of working.
Our Access Arrangements coordinator, Kirsty Flaws, will talk to you and complete some assessments. If there is evidence of need and teachers support the findings access arrangements can be applied for.  Please note that if these do not continue to reflect the pupil’s normal way of working they may be removed.

Exam Days 
You should be at the College/provision at least 15 minutes before your exam start time so that you are not in a rush before your exam. Staff will be available to make you a drink and answer any question you may have. You need to go to your exam room 5 minutes before your exam is due to start. 

What to do if you are ill/injured
Please contact Foundry as soon as possible to let us know. There are arrangements that we can make to help you take your exam if you are able to. 
It is not possible to move GCSE exams, however we may be able to make a special consideration application on your behalf dependent on the reason and evidence for absence. These applications can be made if you either a) attend the exam but were disadvantaged because of your illness or b) cannot attend at all. 

Special Consideration
Special consideration is a post-exam adjustment to a candidate’s mark to reflect temporary illness, injury or other indisposition at the time of the assessment. You should be aware that any adjustment for special consideration is likely to be small and no feedback is provided. Candidates are only eligible if they have been fully prepared for the assessment but have been affected by adverse circumstances beyond their control. Examples of such circumstances may be illness, accident or injury, bereavement or domestic crisis at the time of the examination/assessment/ The Exams Officer must be informed immediately so that the necessary paperwork can be completed and the candidate will be required to provide evidence to support such an application.

You must attend all exams that are allocated to you on your individual
candidate timetable.  Misreading the timetable will not be accepted as
a satisfactory explanation for your absence.  You will be required to pay
the entry fee for any exam you fail to attend.   If you miss an
examination due to illness, you must telephone the school on (01252)
615065 as soon as possible on the morning of the exam, and a medical
certificate/letter MUST be given/sent to the Exams Officer within
Late Arrival to Exam 
If for any reason you are going to be late and will miss the start of the exam you MUST telephone the College as soon as possible. If you are late arriving, you will still be able to sit the paper and you will still be allowed the full time for the exam. 
If you start your exam more than 30 minutes after the published start time, we have to inform the awarding body who will decide if they wish to apply a late arrival penalty, such as removing marks or not marking the paper at all.  





Exams Equipment 
We will provide the equipment you need for each exam however some pupils may prefer to use their own equipment.
All equipment must be in a clear plastic bag or transparent pencil case so the invigilator can see what is inside. 
You will need the following: 
· A clear pencil case
· At least 2 black pens (no gel pens or erasable pens)
· 2 pencils 
· A 30cm ruler
· Pencil sharpener
· A pencil eraser (with any cardboard label removed)
For certain exams you may also need the following – 
· Pair of compasses
· Protractor
· Calculator (talk to the maths teachers or see exam board guidance about which calculators are permitted)
· Coloured pencils
· Highlighter (you can only use these on the question paper to highlight key words)
We will always have spares, so please don’t worry about anything running out as we will be able to provide you with an alternative. 

Food and Drink in exams 
Drinks, preferably water are allowed in the exam.  Drinks must be in a clear, transparent bottle or glass with no labels on.
Food is not permitted in the exam room. 
Malpractice 
Malpractice isn’t just cheating/copying – it includes bringing unauthorised items in to the exam room, disrupting or trying to disrupt or communicate with other candidates, taking exam material from the exam room etc. 
The penalties for committing malpractice can vary from a written warning to being disqualified from all exams with an awarding body. 
Link to the JCQ Information for Candidates - https://www.jcq.org.uk/exams-office/information-for-candidates-documents/
It is the pupil’s responsibility to read and understand the JCQ’s Information for Candidates. Your tutors and subject teachers will also go through it with you. Please ask if you do not understand anything. 
What you can’t take into an exam room - unauthorised items 
You cannot have the following with you in the exam room: 
· Your mobile phone (you must hand this in and it must be switched off)
· A watch (including digital, analogue or smart watches)
· Any device capable of connecting to the internet (eg smart glasses, organisers, other electronic communication or storage devices)
· An iPod or MP3/4 player 
· Air pods or earphones/ear buds 
· Notes or paper for ‘doodling’ on
· Any pencil case/water bottle/snack packaging or bag that is not transparent. 
· Calculator cases and instruction booklets. 
If any of these items are found once the exam has started it will be reported as malpractice and you may be subject to a penalty or disqualification.

During the exam
Listen carefully to the instructions given by the invigilator at the beginning of the exam. 
Complete all exam papers in black pen, unless the paper says you can use a pencil for diagrams. 
Do not draw graffiti or use bad language on your exam papers – they are not looked at by Foundry College staff before they are sent to awarding bodies and the awarding body may refuse to accept and mark your paper. 
Conduct in the Exam Room – You must be silent at all times when you are in a shared exam room. This includes when you enter and leave (remember other people may still be working on their exam nearby). If you need help, put your hand up to attract the invigilator. Once you have entered the exam room, you have to remain under centre supervision until the exam has finished or until the first hour has passed should you complete the exam sooner than the published end time. 

End of the exam  
Try to give yourself time to read through your exam paper to make sure you haven’t missed any questions or there isn’t more information you could add. 
If you have finished before the official exam time ends let your invigilator know and you will be supported to leave the exam room early. All candidates must remain in the exam room under exam conditions (ie no electronic devices) for the first hour of the exam.




After Exams 
Results 
Functional skills exams –We receive these results back from the boards within 28 days of the exams. You will receive a letter informing you of the results and your subject teacher will also discuss them with you. 
Vocational qualifications – We moderate your coursework throughout the year internally. When you have completed the units required for your qualification these also need to be externally moderated and then your result will be confirmed. This usually happens at the end of the Summer Term and results will be communicated to you. 
GCSE results - Results will be issued to you on 20th August 2026. Pupils will be invited in to collect their results from the College. Pupils who cannot attend to collect their results will need to send their written permission to the exams officer to have the results either sent directly to them or to a parent/carer if they are collecting on their behalf. 
If you need any advice about any of your results, you will be able to discuss this with the Next Steps lead/SLT on results day if they relate to GCSEs. All other results can be discussed as they are released. Information on post results services (review of marking, appeals etc) will also be issued closer to exam time and is on the website (Enquiries about Results Guidance).

Certificates
Certificates arrive at Foundry College two to three months after you have received your results. We hold a Certificate Presentation Evening (usually at the beginning of December). If you are not able to attend we can arrange for your certificates to be collected by you or your representative at a different time. 

The JCQ Information for Candidate (Coursework, Non-Examination Assessment, Written Exams, On Screen Tests and Social Media) can be accessed via the Foundry website or at Information for candidates documents - JCQ Joint Council for Qualifications


Appendix 1 - JCQ Privacy Notice (2024-25)
Information-for-candidates-Privacy-Notice-10.doc.pdf
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6 ways to get a good
night’s sleep &

01 Jot down your worries in a journal.

Ifyou've got lots on your mind, have a journal next to your bed. Get thase
thoughts out on the page so they're not playing on a loop in your heac.

02 Try not to look at your phone.

Give yourself a screen break 1-2 hours before bed. And if you just can't-
change your screen setings to night time mode to tum off biue light.

03 Get the temperature right.

Grack the window open. Its easier to fall asleep when the room is cool

04 Don't study on your bed (if you can help it).

You want your body to think of your bed as a place for sleop -not
revision/exam stress.

05 Get your body moving in the day- but chill at night.

Exercise holps you fall asloop faster. But don't get your haart pumping too.
close to bedtime.

06 Listen to a sleep stor

If your mind s sill buzzing, play a sleep story from an app or audio
book. Il help you refocus and de-stress. @
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5 wellbeing apps to help ©
your teen through exams
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anxiety with CBT
(Cognitive-Based Breathing techniques, yoga,
Therapy) techniques exercise and calming games
to help them feel better
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Information for Candidates.
Information About You and How We Use It

You have entered general or vocational quaifications such as GCSE, Adevel, functional siils
qualifications etc with one or more of the awarding bodies listed above. In Order to be able to
provide examinations and assessments, the awarding body needs to collect and use information
about you. This notice provides you with a high level summary of the information the awarding body.
is required by law to give you about of what happens to that information. For more detail see each
‘awarding body'sfullPrivacy Notice:

aQa bitps:/Juiv.a0.org.uk/about-us notice

coen fecea.org.uk i

Gty8 Guids  htps:/fvnw ciyandaui reamersflearmer:
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Pearson hitps:/lqualifications pearson.comy/en/about-us/qualification-brands/gdpr.html
WS itos:/fvwww.wiec,co.uk/about-usidata-protection/WJECY:20Privacyt20Netice.pdf.

‘Who we are and how to contact us.

Each awarding body is a separate organisation. Your school or examination centre will be able to
‘confirm to you which awarding body is delivering each qualfication you are undertaking and you will
receive 2 statement confiming what qualifications you have been entered for and which awarding
body. You willfind finks to each awarding body's website and information on how to contact them
here: . co.org.uklcontact-us/contact-detail-for-io-and members.

Information about you and from where tis obtained

Each awarding body whose qualiications you enter will need to use a variety of information about
‘you. This includes obvious identifcation details such as your name, address, date of birth and your
School or examination centre. It also incudes information about your gender, race and health, where
appropriate. This information is provided by you or your parents/guardians andor by your school or
examination centre.

Each awarding body will create certain information about you such as a candidate number,
examination resuits and certficaes.

You will find further information about this in the awarding bodies’ ful Privacy Notice (see finks
above) or by contacting the awarding body (see above).
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‘What happens to the information about you

‘The awarding bodies use the information about you to deiver the examinations and assessments.
which you have entered. This indudes making a variety of arrangements for you t0 sit the
‘examinations or assessments, marking, providing you and your school or centre with resuls and
certfcates. The awarding bodies also use some of the information about you for equality monitoring
and other statstcal analysis.

‘The awarding bodies may share information about your results with offcial bodies such as the
Department for Education and the examinations regulators (eg Ofqual in England) and also relevant.
local authorities and the Universites and Colleges Admissions Service (UCAS). An awarding body.
may also use information about you to investiate cheating and other examination malpractie and
willshare information about malpractice with other awarding bodies.

“The awarding bodies take the security of the nformation about you that they hold serously.

‘You willfind further, technical information about what to the awarding bodies do with information
‘about you, why and the legal basis i the awarding bodies’ullPrivacy Notice, which can be accessed
here (see links on page one) or by contacting the awarding body (see above).

Yourrights

‘The law gives you a number of rights in relation to the information about you that the awarding
bodies holds. Those rights are:

+ Access — you are enited to ask each awarding body about the information it holds about

you.

« Rectfication — you are entitied to ask each awarding body to coect any erors in the
information that it holds about you.

 Erasure - in certain Gircumstances you are entited to ask each awarding body to erase the
information about you that it holds.

+ Object to or restict processing — in certain circumstances you are entited to ask each
‘awarding body to top using information about you in certain ways.

 Complain — you are entitled to complain to_the Information Comissioner (the body
reguiating the use of personal information) about what each awarding body does with
information about you.

‘You wil find further information about your rights n relation to information about you i the awarding
bodies' fullPrivacy Notice, which can be accessed here (see links on page one) o by contacting the.
‘awarding body (see above).

How long the information about you is held

Each awarding body retains information about you only for as long as it is needed. Some of the.
information is needed only during the period in which you are undertaking the examination or
assessment and is securely destroyed a short whle afterwards. Other information about you, such as.

‘your name, gender, address, qualification and subjects entered and the resutt, are held indefntely
and for at least 40 years.

Each awarding body has its own retention policy that sefs out what information it retains, how it is
retained and for how long. You can find out more about retention polies by contacting each
‘awarding body (see above).
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How to find out more about the information about you that the awarding bodies use

To find out more about the information about you that the awarding bodies collct and use, including
‘what happens to that nformation why, you can review the awarding bodies fullPrivacy Notice, which
can be accessed here (see links on page one) or contact the awarding body. You will find finks to
each awardng bodys webste and information on how to contact them here:

. jco.org, contact-uscontact-detais-for-eg-and-members.

Pleasenote

Itis important to ote that this notce concens only how the awarding bodies use information about
you (called your "personal datar). Complants about how an awarding body handies your personal
data can be made to the Information Commissioner (wwiico.orq.uk). Information about the
examinations and assessment themseives, including the rules about assessments, can be found on
the JCQ Bxams Office pages (sw.icq.ord.ul/exams-offce). The awarding bodies are regulated by
Ofqual _ (https://www. gov.uk/government/organisations/ofqual) in Engiland; Qualfications _Wales
(www.qualicationswales.orq) in Wales, and the Council for the Cuiculum, Examinations and
‘Assessment (tp://ccea.org.uklrequlation) in Northern Ireland.
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