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Managing an exam day
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Regulations and instructions

Centres must conduct exams and assessments in
accordance with awarding body and relevant JCQ
regulations and instructions

JCQ documents include:

General Regulations for Approved Centres
Instructions for conducting examinations

Access Arrangements and Reasonable Adjustments
Suspected Malpractice: Policies and Procedures

A guide to the special consideration process
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https://www.jcq.org.uk/

Support resources

Support and guidance documents to help you
manage an exam day are available to download
from The Exams Office Hub

Resources include:

* A guide to managing exam time
« Exam day checklist

« Exam room checklist

« Managing an exam day videos

EXAM DAY CHECKLIST

FREFARIMG FOR EACH EXAH SESSION

Check e-mail {and mall, for any I2st-minne erahsm notices from ssanding bodies for Bat day's soams)

(In the secure room ) [denlify the question paper packet{s) for sach exam in the Sessian (and any erabum nolices)
Reminder: question papers must always be kept in their sesled packets until *second pair of eyes check” ks been undertsien

hrd arvy recuined stationery (e g. answer booldetsadditional or supplementary answer sheatsbookiets f appropriate)
Chack claan cogiss of any Tormula/data booklets added (where'# reguined by the question paper)

Agd the [an} attendarce regeler for sach guestion paper

Agd the eating plan (and incident log) for Sach exBm room (i used, add s room checkish and relesant desk 1D cands)

Removing question papers from secure storage [wehin the permitied tme): Canfirm a member of sLalf {additional
i the person remaving the packals fram securs slorage] checks the day, dabe, lims (Se5sian], sulsadcd, unitfoompansnt
(and ber of antry if applicable) immediately befars a guestion paper packsl is openad, and thal this check & reconded

Access arrangements (within the permitbed tmetimes): Prepare any papens) required o lfaciilale an access
arranemant
Chack any arderad modifed paper(s) question paper packet(s) is induded and add anvy reguired cover shasl(s)

Brief irvigilators on all the arrangements for the axam segsion they nesad o be aware af, induding:
the examis] in ther room and the paper(s) duration
the reguired questan papers, exam stationery, other materals and any erabum notice{s) and the attendance registens)
the seating plan and the arrangements for any privatefesternal or transfered candidater's] (i applicable)
being informed of any candkdate(s] with an access arangement(s] and made aware af the access arangement(s]
awarded (where applcable )
=  the superision arangements for any timetank clash candidate]s) between exam papers faking place wihin the same
session [If applcabie)
=  the superision arangements for any timetanke clash candidate]s) between exam papers faking place within a different
session [If applcabie)
=  instnuctions for completing the exam room checklist (whene applicable) and the exam room incident log
=  the conbenits of their exam roam box [whene prosided )
Briel any roving indgilatar]<) on L ream{s) 1o be anlered and Lhe arrangament{s) 1o be obtervad

AFTER E&CH EXAM SESSION

(Wnere applicanie] Marge soripls for candidales under allernalive roaming arrarngementsat an allernative sile with
Ehase af the main cohort {ensuere any completed cover sheets sccompany relevant scripks whene appropriabe)

Undertaka a final check ol campleled stiandancs r&jrﬂl}f and aoripls for each ewam paper ans in r&jiS.LB’ ardar
(Keep signed records of seating plan, imsigilation arrangements and cenbre's copies of the: attendance registers for each exam)

Pack and saal scripls with Lhe asaciabad altendance register in the relevanl awarding bady soript dispalch
anvelopels] (Do nok inserd anything else in package]

Check e-rmail {or mail, for any notification of last-minute changes to examiner/script dispatch details)

AfTix examiner addregs labek(s) (2= apploable, the yeliow label) lo package(s) (only ong bbel per paciage] - comglete
digpabeh hog (valloa label service)

Stare package(s) in the secure room unlil a5 chasa Lo the collaction wirdow/dispalch ime as practically passible

Comglele and submil o limescale any régquired Talkaw-ug réporting Lo the awarding body (induding any very labe ameal
repart, sespacted maslpractice repart, special consideration application]

PREFARING FOR THE MEXT EXAM SESSI0N WY

Do a final check in the secure Slorage faciily thal correct and sulficent question papers are available far each axam

Cheack (through sealed question paper packet window ar refer to awarding body's stationery/materials ist) and collste in
preparalion any okher required resources ard answer boaklets, il neaded

Chack e-rail {and mall, for any eratum or cther urgent notice(s) from awarding bodles)

Access arrangements: Chack arrangements in placswill b= in place al the time of the exam
Prapars any rmguirad omer shesls [whene applicabie]

Chack/restock exaem room Bosles) [where spplicable)



https://www.theexamsoffice.org/teo-hub/
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Contingency planning

Senior leaders must have robust contingency arrangements in place that will minimise the risk to
exam/assessment administration and delivery and any adverse impact on candidates — JCQ General Regulations

for Approved Centres, 3.17

The centre’s written contingency plan must cover:

All aspects of exam and assessment administration and delivery
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Before the exam session: key activities JCQ ICE

Check exams officer emails

Check centre exam timetable

Identify designated exam room(s); make sure all rooms are set up to meet JCQ requirements Section 11

Organise stationery and equipment required for each exam — eg awarding body blank answer Section 9

booklets

Collate the seating plan, attendance register and incident log for each exam room Paragraphs 11.14, 11.15
Section 22
Paragraph 20.2

Identify candidates with a timetable clash and check arrangements Sections 7 and 8

Identify and prepare for candidates requiring access arrangements and modified papers Sections 13 and 14

If required, download electronic PDF question papers from awarding body secure systems Section 4

Remove question paper packet(s) from secure storage and open in line with JCQ ICE Section 5

Check for question paper erratum notices

Complete and record the ‘second pair of eyes’ check immediately before a question paper Paragraphs 2.8, 3.6, 18.1
packet is opened

Brief invigilators on the arrangements for the session




Timing is everything!
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The awarding bodies’ published starting time is 9.00am for morning exams and 1.30pm for afternoon

eXams (except for CCEA)

Example — morning session

Awarding bodies’
published starting
time

90 minutes before the
published starting time

Earliest question paper
packets can be opened in
the secure room to:

* split question paper
packets

« facilitate an access
arrangement

+ facilitate an alternative
site arrangement

60 minutes before the
published starting time

Earliest question papers
can be removed from
secure storage and taken to
the designated exam rooms
(except for an alternative
site arrangement)

Earliest electronic question
paper materials are
available from awarding
body secure systems

Earliest centre
starting time

Latest centre
starting time



Leaving the exam
room
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The exam session: key activities JCQ ICE

Manage the entry of candidates into the exam room

Paragraph 19.1

Seat candidates according to the exam room seating plan

Paragraph 19.2

Distribute question papers and other assessment materials (unless completed before candidate entry);
complete and record the ‘second pair of eyes’ check immediately before a question paper packet is
opened

Paragraph 18.1
Paragraphs 2.8, 3.6, 18.1

Confirm the identity of all candidates in line with the centre written procedure Section 16
Inform candidates of all required information; read the invigilators’ announcement; start the exam Paragraphs 19.2, 19.3,
session Appendix 3

Check all information required is displayed on a whiteboard (or similar) and is visible to all candidates

Paragraph 11.9

Check supervision arrangements and invigilator ratios comply with regulatory requirements

Paragraph 12.8b, section 20

Ensure only approved members of staff and candidates taking the exam are present in the exam room

Section 17, Appendix 8

Complete the attendance register before the end of the exam

Section 20

Complete the exam room incident log (templates available from JCQ and The Exams Office)

Paragraph 20.2

Finish the exam, taking account of any candidates with different finish times

Section 26

Collect scripts, question papers and other assessment materials before candidates leave the exam
room

Section 27

Manage the exit of candidates from the exam room
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Managing irregularities on an exam day

Suspected
malpractice
_ What to do
pilocncies ang in the event Candidate absent
disruptions of. .
Candidate Emergency access
illness/distress arrangements

Candidate arriving
late
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After the exam session: key activities JCQICE

envelopes and attach correct address label provided by the awarding body

Collect all unused exam stationery and return it to the secure storage facility or secure Section 30
room

Collate scripts in the order of the attendance register Section 28
Pack scripts/copy of the attendance register using awarding body script return Section 28

Despatch scripts on the same day of the exam (where possible)

Paragraph 27.4

Section 29
Complete post-exam administration — eg special consideration, malpractice report Section 24
Prepare for the next exam session/exam day
Release unused question papers to centre staff in line with regulations Section 31
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Forward planning

Consider strategies to mitigate risk. For example:

Stress test your continency plan

Attend awarding body/The Exams Office training and support events

14



Cambridge OCR guidance and support

e (Customer Support Centre

e Customer Support Managers

« Training and networks CUSTOMER SUPPORT

 Administration

«» CAMBRIDGE

OCR

15


https://www.ocr.org.uk/contact-us/
https://www.ocr.org.uk/contact-us/
https://www.ocr.org.uk/administration/support-and-tools/support-team/
https://www.ocr.org.uk/administration/support-and-tools/support-team/
https://www.ocr.org.uk/administration/support-and-tools/training-and-networks/
https://www.ocr.org.uk/administration/support-and-tools/training-and-networks/
https://www.ocr.org.uk/administration/
https://www.ocr.org.uk/administration/

Questions
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Thank you for attending, we hope you
found it helptul

© Cambridge OCR 2025
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