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Before the Examination

Check your Timetable
Please check your individual timetable for the dates, times, rooms and seat numbers of your exams.
You must make sure you sit in the correct seat for each exam.
It is your responsibility to check your timetable.

Arrive on Time
You must get to an exam at least 15 minutes before the start of the exam. If you are late, your work
may not be accepted.

Confirming Identity
You MUST be in uniform and bring your academy ID card into the exam. Your ID card should be
placed on the desk in front of you. The invigilators will use this to confirm your identity. If you have
lost your card, or it has faded, you must order a new one from reception. The invigilators must be
able to clearly read your name and see your picture.

Water Bottles
You may take a water bottle into the exam room providing it:

● Is of a suitable size to fit on your exam desk;
● Has no labels or wording printed on the side, this includes names and measurements;
● Is clear so you can see its contents;
● Contains clear liquid.

Any other bottles will be confiscated and returned after the exam.

It is your responsibility to ensure it does not spill over your exam paper.

Food
No food is allowed in an exam room unless there is a medical reason. This includes chewing gum and
cough sweets.

A medical certificate or note must be provided to the Exams Officer at least four weeks before the
start of the examination season if food is needed. If allowed, all food must have the packaging
removed and the item(s) placed into a clear food bag.

Pencil cases
Any pencil case taken into the exam room must be see through. Any other pencil cases will be
confiscated and retuned after the exam. Please make sure you bring all the necessary equipment you
will need for the exam.

Empty Pockets
You should have nothing in any pockets when you enter the exam room. If you are caught with
anything in your possession, even if you do not have it out, it is classed as malpractice. Please see
Malpractice for more detail.

Mobile Phones
You MUST NOT have your mobile phone on you during an exam. They are not allowed in the room. If
you are caught with a mobile on you, even if you are not using it, it is classed as malpractice. Please
see Malpractice for more detail.



Watches
All watches are now banned from the examination rooms. You must make sure you leave any
watches with your mobile phone in your bag.

Hands
You should have nothing written on your hands/arms when entering the exam room. If you are found
to have writing on your hands/arms this is malpractice.

Tissues
You may bring your own tissues into the exam however:

● All packaging MUST be removed;
● The tissues must be placed on your desk so they can be checked by the invigilators, they

MUST NOT be in your pockets.

Equipment
You MUST NOT take into the exam room:

● Notes or paper of any kind;
● Any technological/web enabled sources such as phones and smartwatches, anything which

has data storage;
● Correcting pens, fluid or tape, erasable pens or gels;

You MUST NOT borrow anything from another candidate during the exam.

You are responsible for bringing all equipment needed for the examinations.

Calculators
All calculators MUST be:

● Of a suitable size;
● Either battery or solar powered;
● Free of lids, cases and covers;
● A natural display calculator.

The calculators MUST NOT:
● Be designed or adapted to offer any of the following facilities; language translation, symbolic

algebra manipulation, symbolic differentiation or integration, communication with other
machines or the internet;

● Be borrowed from another candidate during the examinations for any reason;
● Have retrievable information stored in them.

You may use a calculator unless you are told otherwise



In the Examination Room

Exam conditions apply from the time you enter the exam room to the time you leave.

Silent and Face the Front
DO NOT look around. DO NOT communicate with any other candidate. DO NOT smile or make facial
expressions at any other candidates. DO NOT disturb any other candidates. Disturbing other students
can be something as simple as tapping your pen or stretching. You must face the front at all times.
Any of these behaviours are classed as malpractice.

Listen Carefully
Make sure you listen to the instructions being given at all times before, during and after the exam.

DO NOT write anything until you are instructed to do so.

Read Carefully
Read carefully and follow the instructions printed on the question papers and/or answer booklet.

Questions
If you have a question during the exam, raise your hand high and wait for an invigilator to come to
you. DO NOT shout for attention. DO NOT ask for an explanation of any of the questions as it will not
be given.

Completing the Paper
You must write clearly in BLACK ink.

You MUST NOT:
● write inappropriate, obscene or offensive material;
● use correcting pens, fluid or tape, erasable pens or gels

Leaving the Exam Room
You will not be allowed to leave the room early. All candidates will stay in the exam room for the full
length of the exam. If you leave the exam room unaccompanied by an invigilator, before you have
been dismissed, you will not be allowed to return. The manner in which you left will also be assessed
for malpractice.

Feeling Unwell
If you are unwell, put your hand up to get an invigilators attention and they will escort you out of the
exam room.

Needing the Toilet
If you need the toilet, put your hand up and an invigilator will come to you. You will be escorted to
the toilet by an invigilator. You will not be given extra time (unless you are entitled to Rest Breaks).

You are not allowed to leave the exam room for the toilet until after the first hour of the
examination. Allowances are made for candidates with medical reasons.

You must not become involved in any unfair or dishonest practice during the exam. If you try to
cheat, or break the rules in any way, you could be disqualified from all of your subjects.



At the End of the Examination

You must remain silent and face the front.

Make sure that the answer booklet(s) are correctly filled in and in the correct order.

You must not leave the exam room until you are told to do so by the invigilator.

You must leave the exam room in silence; there may be others still working.

Malpractice During PPEs

Examination malpractice is any form of deliberate cheating on examinations which provides one or
more candidates with an unfair advantage or disadvantage.

This includes but is not restricted to:
● Any action which can be seen as attempting to communicate with another candidate during

the exam;
● Possessing any unauthorised materials, even if you do not intend to use them;
● Writing inappropriate or offensive materials on an exam paper;
● Trying to distract other candidates.

If the invigilators suspect malpractice they have an obligation to report it to the Exams Officer (EO)
and/or the Academy Leadership Team (ALT). For PPEs the EO and/or ALT will then investigate the
incident and decide on a consequence if appropriate. Your subject teacher and the head of
department will also be informed.


