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I hope you find this booklet useful as it gives you every possible piece 

of information you need to make your exams a very positive experience.
                                     Good Luck
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A. IN THE EXAMINATION:

1. The most common problems that arise during exams involve mobile phones. If you are caught with a mobile phone or any other electrical equipment on you during an exam, you will receive zero marks for that exam…even if it is turned to silent, or turned off. Before the exam, if you can, hand in your phone to Reception.  If this is not possible, make sure the phone is turned off and hand it in to an invigilator as soon as you enter the room. Also check that the phone’s alarm is not set – this may go off even if the phone is turned off.
· Students in this school have received zero marks for having a phone on them during an exam. We are obliged to report all incidents to the Board, who will always award zero marks.  

2. You are under exam conditions as soon as you enter the Exam Room. Do not attempt to talk to or communicate in any way with any other student. 

3. Check that you have the correct paper. If you are in any doubt raise your hand and speak to an invigilator.  Mistakes can only be rectified at the start of the exam. Make sure you read the instructions carefully on the front of the question paper. 
4. USE ONLY BLACK INK TO WRITE WITH, UNLESS OTHERWISE INSTRUCTED.

5. Fill in your name, candidate number, signature and anything else required on the question paper or answer booklet. It is essential that you use your legal forename and surname during all external exams. No one else will see this. 

6. Answer the correct number of questions; attempt all the questions you are required to answer. Remember, the last part of a question often carries most marks.

7. Read through and check your answers if you have time.

8. If you have a choice of questions, read all the questions and carefully decide which ones you will pick. The exam questions are not trying to catch you out – they are designed to let you show your knowledge and skills. Time spent planning answers is NEVER time wasted. Make use of all the time allowed; think about dividing up the time between questions; try not to have a last-minute rush.

9. At the end of the examination, make sure all your answers are correctly numbered.

10. Make sure you have filled in all the details on the front of your answer booklet, including the question numbers

11. Make sure you have carefully attached any extra sheets with the Treasury Tag given to you by the invigilator and that these sheets have all your details on.

12. Make sure the invigilator has collected in all your work.

13. Leave quietly and calmly when you are instructed to do so. Remember: you are still under exam conditions until you have left the hall or exam room. 

14. If there is an issue that you think will affect your exam performance (e.g. illness, trauma), please speak to the exams officer before the exam. You may be eligible for special considerations.  

15. If something happens during the exam (e.g. noise) that affects your performance, raise your hand and speak to the invigilator. Raising an issue after the exam has finished is much less effective. 
B. SCHOOL RULES FOR EXAMINATIONS
· You must wear correct school uniform for exams. 6th Formers should adhere to dress code.
· If you are unwell and cannot attend an exam, you must inform the school as early as possible on the day of the exam. Call the Exams Office on: 01727 860079 ext 238.
· If you know you may be late for an exam please phone the Exams Office on: 01727 860079 ext 238 as soon as possible. Your parents/carers will be phoned if we do not hear from you. You should arrive in good time for the exam – at least 15 minutes before it starts. If you are revising in school before the exam make sure you keep an eye on the time.

· Bags should be in lockers. If this is not possible then metal cages will be provided for safe storage. Under no circumstances should bags be left outside the entrance to the Learning Information Centre.
· Prior to any exam, registration for both years 10 and 11 will take place at the front steps of the school entrance way.
· Food and drink are not allowed in the exam room. A bottle of water may be brought in if it has had the label removed. Please do not take in bottles without sports caps.
· DO NOT WRITE ON THE DESKS. You will be made to sand off any graffiti found.
· Any students involved in any kind of disruption to an exam will not be allowed to leave at the end of the exam and will be dealt with by SLT.

· If you are not involved in an exam, stay well away from the Hall or other Exams Rooms. Please show consideration for others taking exams and keep the noise to a minimum. If an exam is being held in the 6th Form Study Centre it will be used for Silent Study only – otherwise students will be asked to leave.

· The exam timetable and seating plans are posted on the Exams Board outside the Hall.  Check it regularly to see if there have been any changes.
· Well before the exam you should receive two pieces of information from the exams office: Firstly: Your personal “Statement of Entry”. This details all the exams you have been entered for in a particular exam series. It will contain information on both exams and, for A Levels, on Coursework Modules as well. Please check carefully that your correct, legal name has been used and that details of all exams are correct. IT IS YOUR RESPONSIBILITY TO CHECK THIS. MISTAKES, NOT RECTIFIED, MAY RESULT IN INCREASED FEES, WHICH MAY BE PAYABLE BY THE STUDENT.
· The second piece of information you will receive at about the same time is your personal Timetable. This tells you when your exams are, how long they will last and whether you have any clashes (that’s when you have more than one exam timetabled). Please speak to the exams office immediately about any clashes including those at a Consortium School. 

· Morning exams start at 9am. Afternoon exams start at 1.40pm. Consortium exams may start at different times. Check with the school.
C. FREQUENTLY ASKED QUESTIONS: WHAT IF …

· “I am unwell on the day of an exam and cannot come to school”.

Ring the school’s Exams Office as soon as possible before the exam is due to start on 01727 860079 ext 238. You must get a medical certificate from your doctor. It may be possible, if you have completed enough of the rest of the course, to ask for Special Consideration and receive a grade.  If not, you cannot sit the exam on another day. You would need to re-sit during the next Exam Series.
· “I have a problem that has affected me during exams e.g. family trouble, a death in the family”.

Share your problem with a friend or a member of staff. Tell the exams officer. Tell your head of year or tutor. It will be treated in confidence. We may be in a position to request Special Considerations for you.
·  “The bus/car/train I am travelling in is going to be late”.

Do not panic. Do not use your mobile to call anyone other than the school. Phone the Exam Office as soon as possible to tell them the problem. Call 01727 860079 extension 238. Leave a message on this extension and leave a number where we can ring you back.  Get to school as soon as you can and alternative arrangements will be made. 
· “I have arrived late for an exam”.

Report to Reception and ask for the Exams Officer.  Do not go straight in to the exam room. Remember to hand in your mobile phone and any other items not allowed in the exams room. Depending on the circumstances, you may still be able to receive your full time.
·  “What equipment do I need?”

You need to make sure you know exactly what equipment you need before you come into the exam. If you have any doubt, speak to your teacher. Instructions will be on the front of the exam paper.
· “I have looked at my timetable and realised that I have two exams at the same time”.

Speak to the Exams Officer as soon as possible. This is called a Clash and happens regularly during a busy exam series. You may need to sit one exam at a different time. If this is the case you would need to be put in Isolation with a member of staff to maintain the security of the exam.  If you are not supervised, you cannot take the exam. During Isolation you can take in revision notes for your next exam and, if necessary, your lunch, but not your phone. The exams office will give you more details. 
·  “I cannot understand a question in the exam”.

Invigilators cannot help with the understanding of a question, only with help about the instructions for the exam – the number of questions for example. Read the question again carefully.

· “I often do not finish an exam”.

When revising, practice timing by going over past papers. In the exam room divide your time into sections, e.g. fifteen minutes for each question. Sometimes these time slots are recommended on the front of the paper.

· “Sometimes I finish an exam far too early”. 

It is quite normal to have 5-10 minutes at the end of the exam to check for spelling and errors. You may be very good and have finished well ahead of time but it is more likely you have not answered as many questions as you should, or have not answered with enough detail.

· “I feel ill in the exam”.

Do not wait until you feel really bad. Put up your hand and explain the problem to an invigilator. The Exams Office will try and ensure that you are not disadvantaged.
· “I don’t have a pen/ruler etc in the exam”
Do not ask your neighbour or communicate with them in any way. Do not allow any other student to try and communicate with you. This may be construed as cheating. If you have a query, put your hand up and ask an invigilator.

· “I suffer from hay fever (or something similar)”.

You must come to school to take the exam. The situation will be assessed at school. You cannot stay at home and miss the exam.

· “What if I don’t hand in my coursework?”

As it forms a percentage of your overall mark, your grade will be lower. In some subjects no grade will be issued. A charge may be made for not completing the course.

· “I lose marks because I seem to make lots of careless mistakes”.

Try not to rush your exam – there is usually plenty of time to plan your answers, think carefully and check what you have written.

· “I get flustered and panicky if I cannot answer a question”.

Move on to the next question (if the exam has lots of questions). Read the question very carefully again and highlight key words.

· “I spend ages preparing for an exam but never seem to remember what I have learnt”.

Think about different ways of preparing for exams and learning. Speak to your teacher. Getting friends to help explain things can also help you remember.
· “I always seem to learn the wrong things and not the things that we are asked”.

You cannot possibly go into an exam knowing everything about the subject. Often what you have learnt may be in a differently worded question. Take care in reading the questions, look over past papers and pay attention in revision lessons.

· “I only prepare for an exam the night before otherwise I forget what I have learnt”.

Some people think they can do it this way but it does not work and you will forget most of it. Early revision reinforces the information and you are more likely to remember it when it matters

· “I always seem to do the wrong things in an exam, like answering 4 questions when I only need to answer 3”.

Listen carefully at the start of the exam, read the instructions on the front of the question paper. If you are not sure during the exam, put up your hand to ask for help. Pay special attention to the words written in BOLD.
·  “I get very tired during exams”.

Get plenty of sleep, avoid last-minute revision, eat sensibly, do not miss breakfast and avoid late nights.

· “What happens if the Fire Alarm goes off?”

Stay calm. The invigilators will tell you what to do. If they tell you that you do need to evacuate, you need to ensure that you do not communicate with any other student or allow them to communicate with you.  
· “I think there is an error or omission on my Exam Paper?”

Raise your hand and tell the invigilator. The invigilator will immediately speak to the Exams Officer who will make a decision. 
D. EXAMINATION BOARD INSTRUCTIONS
Section D covers instructions and warnings published by the Examination Boards. You must read them and make sure you obey them.

Warning to Candidates

For written examinations held in the period 1 September 2011 to 31 August 2012
1. You must be on time for all your examinations. You must remain under supervision until at least one hour (or a period equal to the duration of the examination if this is less than one hour) after the published starting time for each examination.

2. Remember: you must not become involved in any unfair or dishonest practice in any part of the examination;

• sitting an examination in the name of another candidate, or allowing another person to sit an examination in your name, is gross misconduct and may amount to a criminal offence.
• you must not have in your possession any unauthorised material or equipment which might give you an unfair advantage such as notes, calculator cases/instruction leaflets, bags, personal TVs/stereos, reading pens and electronic communication or storage devices, including mobile telephones, iPods and MP3/4 players. You must not have in your possession any instrument which can capture a digital image. Any pencil cases taken into the examination room must be see-through;

• if you have any unauthorised items that need to be stored during the examination, so that they are not in your possession, you must follow the instructions issued by your centre. If you are in doubt, you must ask an invigilator before the examination starts.

• possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you will be subject to penalty and possible disqualification;
• you must not talk to, attempt to communicate with or disturb other candidates once the examination has started.

3. 
The head of your centre must report to the awarding body all cases of irregularity or misconduct connected with the submission of controlled assessments, coursework or those which occur in the examination room.
4. 
If the awarding body is satisfied that you are involved in any irregularity, misconduct or dishonesty, your results may be cancelled. For involvement in serious offences, you may also be disqualified from the current examination and debarred from future examinations of all the awarding bodies.

Notice to Candidates

For written examinations held in the period 1 September 2011 to 31 August 20112This notice has been written to help you. Read it carefully and follow the instructions. If there is anything you do not understand, especially which calculator you may use, ask your teacher.

Regulations MAKE SURE YOU UNDERSTAND THE RULES

• Be on time for all examinations. If you are late, your work might not be accepted.

• Do not become involved in any unfair or dishonest practice during the examination.

• If you try to cheat, or break the rules in any way, you could be disqualified from all your subjects.

• Only take into the examination room the materials and equipment which are allowed.

• Do not take into the examination room any unauthorised materials or equipment which might give you an unfair advantage. This includes notes, calculator cases/instruction leaflets, bags, personal TVs/stereos, digital equipment, reading pens, electronic communication/storage devices, including mobile telephones, iPods, MP3/4 players or any other product with text/digital facilities. Any pencil cases taken into the room must be see-through. 
Remember: Possession of unauthorised material is breaking the rules, even if you do not intend to use it, and you will be subject to penalty and possible disqualification.

• Do not use correcting pens fluid or tape, highlighters or pale coloured gel pens in your answers.

• Do not talk or try to communicate with or disturb other candidates once the examination has started.

• If you leave the examination room unaccompanied by an invigilator before the examination has finished, you will not be allowed to return.

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

B. Information – Make sure you attend and bring what you need
• Know the dates and times of all your examinations.

• Arrive at least ten minutes before the start of each examination.

• If you arrive late for an examination, report to the invigilator running the examination.

• If you arrive more than one hour after the published start time for the examination, you may not be allowed to take it.

• Only take into the examination room the pens, pencils, erasers and any other equipment which you need for the examination.

• You must write in black ink. Coloured pencils or inks may be used only for diagrams, maps, charts, etc. unless the instructions printed on the front of the question paper state otherwise.

C. Calculators, Dictionaries and Computer Spell-checkers

• You may use a calculator, unless you are told otherwise.

• If you use a calculator:
· make sure it works properly, and that the batteries are working properly; 

· clear anything stored in it;
· remove any parts such as cases, lids or covers which have printed instructions or formulas;
· do not bring into the examination room any operating instructions or prepared programs.

• Do not use a dictionary or computer spell-checker unless you are told otherwise.

D. Examination Instructions

• Listen to the invigilator and do what you are asked to do.

• Tell the invigilator at once: (i) if you think you have not been given the right question paper or all of the materials listed on the front of the paper; (ii) if the question paper is incomplete or badly printed.

• Read and carefully follow the instructions printed on the question paper and/or on the answer booklet.

• Remember to write your answers within the designated sections of the answer booklet. 

• Do your rough work on the proper examination stationery. Cross it through and hand it in with your answers.

C. Advice and Assistance

• If on the day of the examination you feel that your work may be affected by ill health or any other reason, tell the invigilator.

• Put up your hand during the examination if:

· you have a problem and are in doubt about what you should do;

· you do not fell well;

· you need more paper.

• You must not ask for, and will not be given, any explanation of the questions.
D. The end of the Examination
· If you have used more than one answer booklet and/or any loose sheets of paper, place them in the correct order. Remember to fasten them together with a treasury tag before you leave.
· Do not leave the examination room until told to do so by the invigilator.

· Do not take from the examination room any examination stationery (i.e. the question paper, answer booklets, used or unused), rough work or any other materials provided for the examination.

· The invigilator will tell you when you may leave the examination room. 
NO MOBILE PHONES,

iPODs, MP3/4 PLAYERS.
NO PRODUCTS WITH AN 

ELECTRONIC 

COMMUNICATION/STORAGE 

DEVICE OR DIGITAL FACILITY.
Possession of unauthorised items is an infringement of the regulations 
and could result in

DISQUALIFICATION
from the current examination and the overall qualification. Candidates are advised that mobile phones in particular must not be in their possession 
whether or not switched on.
The school does not have any choice if a candidate breaks these rules. 
All incidents must be reported to the examination board(s) concerned.



 2012 RESULTS DAYS:

January 2012 Exams: 


Thursday March 8th 2012
January results: Results will be handed out during the course of the school day. 

Summer 2012 GCE Exams:

Thursday 16th August 2012
Summer 2012 GCSE Exams:
  Thursday 23rd August 2012
Summer results: The school will be open from 10am to noon for students to receive their results. If you are unable to come into the school yourself, you may write us a letter to nominate someone else to receive them on your behalf. Alternatively, please send in a stamped addressed A4 sized letter and we will post it to you. 

*******************
Post Results: If you are unhappy with the grades you have received, please speak to your head of year or teacher as soon as you can. You have a number of options including: requesting to see your paper, asking for a re-mark, and occasionally, a review of marking for coursework. For deadlines and fees for these services please speak to the Exams Office.

Exams Office:   01727 860079  Extension 238

Email:  exams@nicholasbreakspear.herts.sch.uk
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