
Preparing for 

Examinations



Warning

• If you do not follow the instructions by the 
exam boards and invigilators then you could 
be penalised severely for breach of 
regulations. 

• Sanctions are not decided by the school, they 
are imposed by the exam boards. 

• Regulations apply for mock exams and other 
assessments, not just the Summer exams.



Timetables and Seating Plans

• Individual timetables will be issued, 
showing the date and times of all 
examinations.  

• Always check the seating plans displayed 
outside the gym before every exam. 

• Any questions see Ms Farrington. 



Seating Plans

• Walk along the back 
of the gym until you 
reach your column, 
then walk up the 
aisle until you find 
your desk.

• If you need anything, 
put up your hand, do 
not leave your seat 
for any reason.



Check the school website for 
important exam/assessment 

information and for Exam timetables.



The following documents can be found here 
which you should read carefully:



Exam Policies

Under the Information section of the website, 
the Policies page has details of:

• Appeals procedures

• Exam Policies

• Post-results services



Controlled/Non-Examination Assessments



Appeals and Reviews of Marking

• Candidates have the right to appeal their marks 
for their internal assessments and to request a 
review of marking for their examinations.

• This can only be based on the process of marking 
and not the mark itself.

• Marks can go down, up, or stay the same 
following an appeal or review.

• Further information on reviews and appeals can 
be found in the policy section of the website.



Before the exam

• Go to the toilet before the exam. 
• Empty your pockets - ensure your mobile phone is turned off in 

your bag and remove your watch. Place everything you don’t need 
in your bags

• Once you have registered, go to the main hall in silence.
• You must remain silent at all times in the exam room
• Bring the correct equipment: 2 black pens, pencil, rubber, ruler 

and pencil sharpener are essential. Calculator (no lids), protractor 
and compass.  These must be in a clear pencil case.

• Your equipment will be checked on the way into the exam. Have it 
ready for inspection. 

• Remove labels from water bottles.
• Remain silent and follow instructions.



Mobile Phones 
and Watches

• Do not bring your 
mobile phone or 
watch into the 
exam room – this 
can lead to 
disqualification 
even if you do not 
use it.



Calculators must meet the JCQ regulations:



Candidate Cards

• Legal name

• Exam number

• Centre number

• Photo ID

• Leave on desk

Hugh

Jackman

Centre No: 53843

Candidate Number: 2144



Exam Papers

• Fill in all your details 
and sign in the box

• Always use your legal 
name

• Use BLACK pen only

• Read all the instructions 
carefully

• Do not start writing 
until advised to do so



• Write your answer in the 
space provided and not in 
the margin or elsewhere 
– exam papers are 
scanned and your answer 
may be missed.

• If you need extra space, 
ask for a continuation 
booklet.

• Cross out any rough work 
that you do not want to 
be marked.



During the Exam

• Follow the instructions from the invigilators

• Do not communicate with any other candidate

• Face the front of the room.

• If you need anything, raise your hand and an 
invigilator will help you.

• When the exam is over remain seated and follow 
instructions.  Leave the exam room in silence and 
remain silent in the corridor.

• Do not disrupt the exam in any way. 



Emergency Evacuation

• If the fire alarm goes off, remain seated and in 
silence.

• Listen to the instructions from the invigilator.

• Do not communicate with any other 
candidates during the evacuation – remain in 
total silence

• The full time for the examination will be given 
once the evacuation has been completed and 
it is safe to return into school.



Access Arrangements

• Access arrangements e.g. extra time, are in 
place to help you achieve your very best.

• Please use them!  They are supposed to 
reflect your ‘normal way of working’. Use it or 
lose it!



Timetable


