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KEY INFORMATION REGARDING YOUR EXAMS

WHERE AND WHEN AM I DOING MY EXAMS? 
· You will receive an individual candidate timetable prior to the start of your exams. Read carefully then write the time, venue, seat number and your exam number against the relevant date in your planner. 
· Make sure you know your 4 digit candidate number – you need to write this on the front of every exam paper. 
· Take particular note of the start times on your timetables – most morning exams start at 9am and most afternoon exams start at 1.00pm, but this is not always the case. 

ARRIVING FOR AN EXAM 
· For morning exams you must attend registration first. 
· For afternoon exams you must go straight to the exam venue after dropping off your coat and bag at the back of the exam hall.
· You must be at the exam venue 10 minutes before the start time of the exam.

EQUIPMENT AND PHONES 
· Writing equipment should be carried in a transparent plastic pencil case. Students must write in black ballpoint pen. Please bring at least one spare black pen to the exam. 
· Make sure you have all the correct equipment, including a calculator for Maths and Science when permitted.  Make sure your calculator works properly and that any batteries it requires are working. Remove any covers which have printed instructions or formulae. 
· [bookmark: _GoBack]All wrist watches will need to be removed and placed on the desk prior to the exam starting and must not be put back on until the exam has finished.
· Mobile phones, smartwatches or any digital equipment, electronic communication/storage devices, iPods, MP3/4 players or any other products with text/digital facilities must not be in your possession whether switched on or off. Please ensure they are turned off and in your bag before you enter the room. 
· You may take a small clear plastic bottle (all labels to be removed) of still water into the exam if you wish. 

DURING AN EXAM 
· No talking in the exam room, from the beginning to the end of the exam.
· Misconduct of any kind in the exam room is reported to the exam board. 
· No communicating with other students. Do not borrow anything from another candidate. 
· If you need assistance, put your hand up and wait for an invigilator to come to you. 
· Start times, finish times and a clock will be on display in the room. 
· You should simply cross out anything that is wrong if you are absolutely sure you do not want it to be marked. Do not erase the answer if you have not got anything better to replace it with. 
· At the end of the exam you must stop writing when asked to do so.
· STUDENTS ARE NOT PERMITTED TO LEAVE AN EXAM BEFORE THE FINISH TIME. 
· Do not remove any papers from the exam room. Any rough working paper will be collected by the invigilators.
· Should you require the toilet during the exam then you will be required to empty your pockets to the invigilator prior to leaving the examination hall.

END OF THE EXAM 
· Please note exam finish times. If exams extend beyond the normal school times it is the student’s responsibility to organise transport home. 

PROBLEMS 
· Please inform the school on 01443 436171 by 8.30 am if you are going to be absent from an exam. 
· Exams cannot be re-scheduled due to illness; in certain cases an exam board will consider an allowance, but please note that a formal doctor’s certificate would be required. 
· If you have an accident which might interfere with your exams (e.g. a broken arm), please contact Miss C. Hooper in the Exams Office immediately. They will try to make alternative arrangements for you. 
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