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Message from the Headmaster 

To Students and their Parents/Guardians 

 

 

The Public Exams period is one of the most important times during the school year and also 

one of the most important parts of every studentôs school life to date. It can be a stressful time 

for students and parents and our role as a school is to ensure that students are as well-

prepared for their exams as possible.  

 

It is also vital that our Public Exams will run as smoothly as possible for all our students and 

therefore the aim of this booklet is to provide you with informative and helpful advice to assist 

you during the exams period. The school is required to ensure that the rules and regulations 

set out by the exam boards are followed therefore please read the documents which are 

attached in the back of this book. Please read the booklet carefully so you are aware of the 

exam procedures and regulations. The information in this booklet applies to all of your exams. 

 

If there is anything you do not understand or if you have any questions that have not been 

addressed please do not hesitate to get in touch with my Examinations Officer (Miss Malone) 

or my Director of Site (Mr Cantwell). 

 

I wish all students well in their examinations and hope that they will continue to work hard until 

their examinations are over.  
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 Before your examinations 
Individual exam timetables will be issued to all 
students at the start of the summer term. Please 
check your timetable carefully. If there are mistakes 
(e.g. name, date of birth, exam entry etc.) you must 
inform the Examinations Officer (EO) immediately as 
certificates will be prepared with these personal 
details. Check each exam and tier of entry and 
ensure everything is correct on your timetable. 
 

 Dates and times of exams 
Exam dates and times are clearly shown on your 
exam timetable. Unless you are informed otherwise: 

¶ Morning exams start at 9.00am 

¶ Afternoon exams start at 1.00pm. 
Make sure you are at the assembly point for exams 
(usually the grotto area and outside ŎŀǊŜǘŀƪŜǊΩǎ 
room for exams in the Sports Hall) at least 20 
minutes before the start of your examination. 
Students can have different assembly points and 
therefore all students should check the exams notice 
boards to confirm the assembly point for their exam. 
 

 Where will I sit my exams? 
Most of our public exams will be held in the Sports 
Hall on the Upper Site, and where needed, in Trinity 
House Sixth Form Common Room and the Bethan 
Library. Details are contained on your exam 
timetable and you should refer to the Examinations 
Notice board in Trinity House and on a notice board 
by the Pool Room for any amendments. You should 
refer to these notice boards to see where you should 
gather to be called into your exam.  
 

 Absence 
Please telephone the upper-site reception on 020 
8504 3419, and or text the EO on 07511 817 377 if 
you are unable to attend your exam due to illness, if 
you are absent through a genuine emergency or you 
have been delayed getting to school for the start of 
an exam. Please ensure you telephone by 8.30am for 
morning exams and 12.30pm for afternoon exams. If 
you are absent due to illness then you should obtain 
a medical note from your family GP ς this will be 
important if we wish to pursue an application for 
Special Considerations from the exam board. The 
school will try to make contact with home where 
students have failed to attend an exam in case there 
has been an oversight or misreading of the 
timetable. Students who do not arrive for an exam 
will be charged for the exam if they do not have a 
valid reason. 
 

 Lateness 
The start time for exams will not be delayed for 
students that are late ς we advise that you should 
aim to be extra early on the day of your exams. If 
you are late for an exam the school will try to give 
you the full time allowance as long as an invigilator is 
available. If you are more than an hour late your 
exam paper may not be accepted by the Exam 
Board. If you are late for an exam please report 
immediately to the upper-site reception. 
 

 Uniform 
You must wear full uniform to all examinations. 
Outdoor coats cannot be worn during your exams 
and you should ensure that any notes and loose 
paperwork have been removed from all your 
pockets. 
 

 Clashes 
If you have a clash on your timetable (two exams at 
the same time), arrangements will be made for you 
to take these subjects one after the other as long as 
the total time is not more than three hours with a 
maximum break of 20 minutes between the exams. 
If the total time is more than three hours, the exams 
will be split between morning and afternoon 
sessions. You will be supervised throughout by an 
invigilator under formal examination conditions and 
you must bring food and drink with you. During this 
time you will not be allowed access to your mobile 
phone, you will not be able to revise for your next 
exam. You will be informed of any clash 
arrangements before your exams commence. If you 
have a clash on your exam timetable which has not 
been resolved you must inform the EO. 
 

 Candidate Number and Centre 
Number 

All candidates are given a four-digit number which 
can be found on your exam timetable. Please 
memorise this number as you will have to enter it on 
all answer booklets in your exams. You will also be 
required to enter the school centre number on all 
your exam booklets. The school centre number is 
13359. It will also be displayed in the exam 
hall/room. 
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 Bags and personal belongings 
Only items you require for your exam are to be taken 
into your exam venue. Bags, coats and other 
materials including mobile phones/electronic devices 
will be locked in the changing rooms which are 
adjacent to the exam hall. Valuables are left at your 
own risk. 
 

 Mobile Phones / Electronic Devices 
Mobile phones and Smartwatches are not permitted 
in the exam room even if they are switched off. We 
strongly advise that mobile phones and 
Smartwatches should be left at home on exam days. 
Other unauthorised materials or equipment includes 
iPods, MP3/4 players, pen drives, wrist watches 
(which have a data storage device) or any products 
with an electronic communication/storage device or 
a digital facility. These too are not permitted in the 
exam room. Possession of any unauthorised item is 
judged as a serious offence and could result in 
disqualification from your examination and your 
overall qualification. Therefore mobiles/ electronic 
devices must either be left at home or left in the 
locked rooms adjacent to the exam rooms. The 
school will not be held responsible for mobiles or 
other electronic devices that go missing from bags. 
With the increase in use of mobile phones the exam 
boards now take the view that if a mobile phone 
rings during an exam causing disturbance to other 
candidates then the responsible student will be 
disqualified from the paper being sat. (Appendix 7) 
 

 Equipment 
It is your responsibility to bring your own equipment 
and any resources required to your exam. Borrowing 
from other candidates is NOT allowed when you are 
in the exam venue. Pencil cases are not allowed 
unless they are transparent plastic. Only black pens 
may be used in exams. Equipment you are required 
to bring to every exam: 

¶ 2 black pens (make sure you have spare pens) 

¶ 2 HB pencils 

¶ Ruler 

¶ Pencil sharpener 

¶ Eraser 
Particular items may be required for certain exams 
(check equipment needed with your teacher for each 
exam) 

¶ Compass 

¶ Protractor 

¶ Calculator 

¶ Coloured Pencils 

You should only bring the equipment you need into 
the exam hall. Glasses cases must not be brought 
into the exam hall.  Scrap paper and revision notes 
must not be taken into the exam room. Do rough 
work in your answer booklet and cross out anything 
you do not wish to be marked. Do not use correcting 
pens, fluid or tape, erasable pens, highlighters or gel 
pens in your answers. However, you are allowed to 
highlight parts of the question paper. 
 

 Food and Drink 
You are only allowed to take water into the exam 
room in an unlabelled clear bottle. Chewing gum and 
any other food and drink are not permitted. Please 
ensure you have enough water for the duration of 
your exam as you will not be allowed to refill your 
bottle during the exam and invigilators cannot do 
this for you. 
 

 Calculators 
A calculator can be used unless you are told 
otherwise. Your subject teacher will inform you if 
you are not allowed a calculator for a particular 
paper. If you are allowed a calculator in an exam 
check the batteries are working properly, clear 
anything stored in it, remove the case and ensure it 
is a size suitable for use on the exam desk. You must 
bring your own calculator if you need one and you 
are responsible for making sure your calculator 
works properly and it meets exam board regulations. 
Calculators must not: 
a) Be designed or adapted to offer any of these 

facilities: 
ω Language translators 
ω Symbolic algebra manipulation 
ω Symbolic differentiation or integration 
ω Communication with other machines or the 

internet 
b) Have retrievable information stored in them, this 

includes: 
ω Databanks 
ω Dictionaries 
ω Mathematical formulae 
ω Text 

Calculators cannot be borrowed from another 
candidate during an examination for any reason. 
 

 Seating and Entering the Exam 
All exams will have a seating plan which will be 
displayed on the exams notice board in Trinity House 
and on the notice board adjacent to the pool room. 
All students should check their seat location before 
they go into their exam venue. Students are to enter 
the exam venue in single file and in complete silence. 
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 Conduct in the Exam Venue 
As soon as you enter the exam venue you are under 
exam conditions. You must not communicate with 
any of your fellow students and must not turn 
around. If there is any communication between 
students it will be assumed you are cheating and be 
treated accordingly and reported to the Exam Board, 
as this is viewed as malpractice which could have 
serious ramifications on your qualifications. 
 
You must sit at the correct desk to ensure you 
complete the correct question paper. You must not 
touch anything on your desk until instructed to. If 
you need assistance put up your hand and wait for 
an invigilator to attend to you. Once you have 
entered the exam venue, you have to be escorted at 
all times if you need to leave (for example if you 
need the toilet or feel unwell). Listen carefully to 
instructions and notices that are read out by 
invigilators ς there may be amendments to the exam 
paper that you need to know about.  Before you 
start your exams you will be asked to check that you 
have the correct question paper and an answer 
booklet if required. Before the start of the exam the 
instructions on the front of the exam paper will be 
read out to you, make sure you are clear as to how 
many questions you are required to answer. 
Invigilators are there to help but they cannot help 
you with any questions in your exam paper. If you 
have any ǉǳŜǊƛŜǎ ŘƻƴΩǘ ōŜ ŀŦǊŀƛŘ ǘƻ Ǉǳǘ ȅƻǳǊ ƘŀƴŘ ǳǇ 
and ask for assistance. You will not be allowed to 
leave an exam early if you have finished as this 
disturbs other candidates. You must check your 
exam paper through and sit in silence. Please do not 
write on examination desks or write or draw 
anything other than exam answers in your 
question/answer booklet. If anything inappropriate 
is written on an exam paper the Exam Board can 
refuse to mark your script. Candidates are reminded 
that they are responsible for producing legible 
writing on all answer scripts. 
 

 End of the Exam 
If you finish before the time allowed for the exam, 
carefully check all your answers. Make sure your 
name and candidate number are on every piece of 
paper used. At the end of the exam all work must be 
handed in. Rough paper is not allowed in exams so 
all work you have done will be sent to the Exam 
Board for marking therefore remember to cross 
through any rough work you do not want to be 
marked. 
 

Invigilators will collect your exam papers before you 
leave the exam room. If there is any communication 
it will be assumed you are cheating and will be 
regarded as malpractice and reported to the Exam 
Board. You will be dismissed from the exam row by 
row and will be told which exit to use. You are under 
formal exam conditions until you have left the exam 
venue, therefore you must remain in complete 
silence until you are outside. Remember, there may 
be exams still in progress in other rooms on the site 
and therefore you should also remain quiet at all 
times before and after your exams. 
 

 Emergency Evacuation 
In the event of an emergency (e.g. fire alarm) the 
following must be carried out in complete silence: 
ω If the fire alarm goes off, firstly do not panic. 
ω You must stop writing and remain seated and 

listen to the instructions from an invigilator. 
ω You will be told by an invigilator when to leave 

and where to assemble. Do not walk to where 
you usually go in the event of a fire drill as you 
will not be assembling with the rest of the school. 
Exam candidates will assemble on the paved area 
between Keswick House and Media, in row 
formation. 

ω Leave all your equipment in the exam room. 
ω You must leave the room in complete silence and 

must not speak to fellow students, you remain 
under formal exam conditions, any misconduct 
will be regarded as malpractice and reported to 
the exam board. 

ω When you return to your exam room do not start 
writing until the invigilator informs you to do so. 

ω The invigilator will make a note of the time of the 
interruption and how long it lasted. 

ω You will be allowed the full working time set for 
the examination. 

 

 Lockdown 
In the event of a lockdown: 

¶ The school tannoy will be used to co-ordinate 
instructions. 

ω You must stop writing and follow the invigilatorΩǎ 
instructions. 

ω Staff and pupils must not use mobile phones 
whilst an incident is running as this can affect 
emergency services communication systems. 
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 Exam Results 
A-level: 
Exam results will be available for collection from the 
¸мо ŎƻƳƳƻƴ ǊƻƻƳ ƛƴ {ǘΦ WƻǎŜǇƘΩǎ IƻǳǎŜ on 
Thursday 16th August 2018. 
 
GCSE: 
Exam results will be available for collection for Y11 
students ŦǊƻƳ ǘƘŜ ¸мо ŎƻƳƳƻƴ ǊƻƻƳ ƛƴ {ǘΦ WƻǎŜǇƘΩǎ 
House on Thursday 23rd August 2018.  
 
If you are unable to collect your results in person and 
would like someone else to collect them on your 
behalf (e.g. a parent or a nominated representative) 
then we will require a signed letter of authorisation 
from you giving them permission to pick up your 
exam results and also proof of their own identity. 
Results CANNOT under any circumstances be given 
out over the telephone or via email. If for any reason 
you cannot collect your results personally or send in 
a nominated representative we are able to post out 
results upon receipt of an A4 stamped self-
addressed envelope which must be left at the main 
reception for the attention of the Exams Officer. 
 

 Enquiries about Results 
Remarks: 
If you're not happy with your results, there are 
several options available to you to have your scripts 
checked or remarked. If you would like to query a 
mark/grade upon receipt of your exam results you 
should contact the EO. The deadline will be specified 
in the examination pack given to you on Exam 
Results day. Please be aware that grades can be 
either raised, remain the same or lowered. If you 
wish to go ahead payment must be received before 
the request can be processed.  

Access to scripts: 
Following the release of results, you can request a 
return of an exam script. Please be aware when the 
Exam Board has returned the original script you can 
no longer request a remark of this exam paper. 
 

 Exam Certificates 
Your examination certificates are very important and 
are evidence of your hard work and school career. 
Exam certificates will be circulated to students that 
are still in the school when they become available 
during the autumn term. Exam certificates will be 
posted out to candidates that have left the school 
during the autumn term upon payment of fee. 
Details will be posted on the scƘƻƻƭΩǎ ǿŜōǎƛǘŜ ŘǳǊƛƴƎ 
the autumn term. 

 Internal Assessments 
GCSE Controlled Assessments 
Are being phased out by the exam boards but 
Controlled Assessments can make up a significant 
part of some GCSE exams and can contribute to a 
large percentage of an overall GCSE grade. The dates 
for Controlled Assessments are set by your teachers 
therefore please check with your subject teachers 
when these are scheduled. You must read the 
Information to Candidates for Controlled 
Assessments (See Appendix 4). 

GCE Coursework Assessments 
Coursework Assessments and deadlines are set by 
subject departments. If you are undertaking 
coursework tasks you must read the Information to 
Candidates for Coursework Assessments (See 
Appendix 5). 
 
Non-examination Assessments 
Non-Examination Assessments and deadlines are set 
by subject departments. If you are undertaking such 
tasks you must read the Information to Candidates 
for Coursework Assessments (See Appendix 6). 
 

Appeals 
Appeals against internal assessment decisions should 
be made as early as possible to the centre and no 
later than two weeks before the last timetabled 
exam in the series. An appeal may only be made 
against the assessment process and not against the 
mark submitted to the Exam Board. A copy of the 
άAppeals ŀƎŀƛƴǎǘ LƴǘŜǊƴŀƭ !ǎǎŜǎǎƳŜƴǘǎ ƻŦ ²ƻǊƪέ 
policy is attached as appendix 8. 
 

 Access Arrangements 
Some candidates are eligible for extra time or special 
examination arrangements.  These are, normally, 
identified by the school and appropriate applications 
ƳŀŘŜ ǎǳǇǇƻǊǘŜŘ ōȅ ŀƴ 9ŘǳŎŀǘƛƻƴŀƭ tǎȅŎƘƻƭƻƎƛǎǘΩǎ 
report.  The Examinations Officer and Headmaster 
are empowered to grant supervised rest breaks 
and/or the provision of a word processor but only 
given the correct evidence.  The Learning Support 
Department will make arrangements for providing 
any other special assistance. Any illness, or family 
circumstances, which may affect examination 
performance, arising shortly before or during the 
examinations, should be notified as soon as possible 
to the EO so that an application for special 
consideration can be made to the examination 
boards. 
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 Special Considerations 
Special consideration is an adjustment to the marks 
or grades of a candidate who is eligible. The 
allowance for Special Consideration is from 0% 
(consideration given but addition of marks 
considered inappropriate) to 5% (granted in 
exceptional cases). Parents should be aware that any 
adjustment is likely to be small and no feedback is 
provided. Candidates will only be eligible for Special 
Consideration if they have been fully prepared and 
have covered the whole course but performance in 
the examination or in the production of coursework 
is affected by adverse circumstances, such as recent 
illness, accident or injury, bereavement, domestic 
crisis. The Exams Officer must be informed 
immediately, so that the necessary paperwork can 
be completed (within 7 days of the last exam session 
for each subject). A letter provided by the parents or 
carers will be needed as evidence to support such an 
application. 
 

 Invigilators 
Here at Trinity we employ invigilators (examination 
supervisors) to conduct the exam process. 
Candidates are expected to behave in a proper 
manner towards all members of the invigilation team 
and follow their instructions always. Poor behaviour 
will not be tolerated under any circumstances.  The 
role of the invigilator is to manage and supervise 
exams. They distribute and collect exam papers and 
advise candidates when to start and finish the exam. 
They also give out additional exam materials and 
equipment if needed. If any candidate has any 
concerns during an exam they should bring them to 
the attention of an invigilator as soon as possible by 
clearly raising their hand and waiting for the 
invigilator to come to them.  Invigilators cannot 
explain the questions to students or discuss the 
content of the exam paper with them. 
 

 Frequently Asked Questions 

Q. What time do examinations start? 
Morning exams start at 9.00am ς arrive at 8.40am 
Afternoon exams start at 1.00pm ς arrive at 
12.40pm 
Check the seating plan displayed on the exams 
notice board in Trinity House for your exam venue 
and the location of your seat. 
 
 
Q. What happens if I have a clash? (2 exams at the 
same time) 
The EO will speak to you and arrange which exam 
you will take first. If the total duration of your exams 

is three hours or less, you will have to sit your exam 
back to back with a maximum break of twenty 
minutes. Exams with a longer duration will be split 
between morning and afternoon sessions. You will 
remain under strict exams conditions until all clash 
exams have been taken.  
 
 
Q. What do I do if I think I have the wrong question 
paper? 
Invigilators will ask you to check your paper before 
the exam starts. If you think something is wrong, put 
your hand up and inform the invigilator immediately. 
 
 
Q. What do I do if I am late? 
Report to the Upper Site reception and wait to be 
escorted into the examination venue. If you are 
more than 1 hour late be aware that your exam 
paper may not be accepted by the Exam Board. 
 
 
Q. What do I do if I am ill on the day of an exam and 
miss the exam? 
Your parent/carer must contact the school as soon 
as possible to inform them of your absence. Where 
ǇƻǎǎƛōƭŜ ȅƻǳ ǎƘƻǳƭŘ ƎŜǘ ŀ ŘƻŎǘƻǊΩǎ ƴƻǘŜΦ 
 
 
Q. Can I go to the toilet during the exam?  
Toilet breaks are not permitted within the first 60 
minutes with the exceptions of a student with a 
documented medical condition. 
All toilet breaks will be recorded and students will 
not receive any additional time, unless pre-existing 
medical conditions. It is strongly advised that you 
use the toilet before the exam starts.  
 
 
Q. If I miss an exam can I take it on another day? 
No! Timetables are regulated by Exam Boards and 
you must attend on the given date and time. 
 
 
Q. Do I have to wear school uniform? 
Yes. If you do not, you will not be allowed into the 
exam. Hats, scarves and outdoor coats must not be 
worn in the exam venue. Bags and personal 
belongings will be locked in the storage rooms 
adjacent to each exam venue. 
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Q. Can I leave the exam if I have finished early? 
No! You must use the full time-allowance and check 
your paper through. You will only be allowed to 
leave when all the exam papers have been collected 
and you have been dismissed by the invigilator. 
 
 
Q. What do I do if I forget the Centre Number?  
The Centre Number is: 13359. It will be clearly 
displayed in the examination rooms. It is also printed 
on your individual timetable.  
 
 
Q. What do I do if I forget my Candidate Number? 
Candidate Numbers are printed on seating plans, 
which are displayed outside the examination rooms, 
and on attendance registers. It is printed on your ID 
Invigilators will be able to help you find your 
number. Your Candidate Number printed on your 
individual timetable, seating plans and on your exam 
desk ID card. 
 
 
Q. How do I know how long the exam is? 
The length of the exam is shown on your individual 
ǘƛƳŜǘŀōƭŜ ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ ΨŘǳǊŀǘƛƻƴΩΦ Invigilators 
will tell you when to start and finish the exam. The 
start and finish time of the exam will be displayed on 
the white board in your exam venue. 
 
 
Q. I am entitled to extra time ς how will this affect 
the way I take my exams? 
Candidates that have access arrangement 
entitlements will sit their exams together in the 
Bethan library in order that their exam time is not 
interrupted by other candidates who finish earlier. 
The invigilator will include the additional time when 
they display the finishing time on the board. 
 
 
Q. What do I do if I feel ill during the exam? 
Put your hand up and an invigilator will assist you. 
You should inform an invigilator if you feel ill before 
or during an exam and you feel this may affect your 
performance.  
 
 
Q: ²Ƙȅ ŎŀƴΩǘ L ōǊƛƴƎ Ƴȅ ƳƻōƛƭŜ ǇƘƻƴŜ ƛƴǘƻ ǘƘŜ 
exam room?  
Mobile phones are communication devices, they are 
data storage devices and most now have internet 
connectivity. Being in possession of one (even if it is 
switched off) is regarded as cheating and is subject 

to severe penalties from the awarding bodies, 
including disqualification. Do not bring a mobile 
phone, a Smartwatch or other electronic device into 
an exam.  
 
 
Q. What do I do if I have an accident or am ill before 
the exam?  
Inform the School as soon as possible so we can help 
or advise you. In the case of an accident that means 
you are unable to write, it may be possible to 
provide you with a scribe to write your answers but 
we will need as much notice as possible. If you wish 
the school to make an application for Special 
Consideration on your behalf you will need to obtain 
supporting medical evidence from your hospital or 
GP.  
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 Exam tips for the day of your exam! 

¶ Eat a good breakfast. 

¶ Make sure you know where your exam is being held and what time it starts. 

¶ Give yourself plenty of time to get to school ς avoid rushing and becoming flustered. 

¶ Take all the equipment you need for each exam, including extra pens and pencils. 

¶ Go to the toilet before each exam!  

¶ Read all the instructions carefully before starting the exam and ask the invigilator if anything is 
unclear. 

¶ Read through the questions before you start writing and make sure you are clear as to how many 
questions you are required to answer. 

¶ If you are stuck on a question move onto the next. You can always come back to it later. 

¶ Plan how much time you will need for each question. 

¶ Candidates are responsible for producing legible writing on their answer scripts. 

¶ Never leave a question unanswered. Even if you write an answer in the last minute of the exam, 
you might get some marks for your answer. If you are really stuck, try to have an intelligent guess. 

¶ Leave time to read through and check your answers before the exam finishes. 

¶ At the end of the examination candidates must put any loose additional answer sheets in the 
order they answered the questions and insert them inside the answer booklet. Make sure that 
your name and exam number is on all additional sheets that you submit. 

 

 Appendices 
¶ Appendix 1: Warning to Candidates  

¶ Appendix 2: Information for candidates ς for on-screen tests 

¶ Appendix 3: Information for candidates ς for written examinations 

¶ Appendix 4: Information for candidates ς GCSE controlled assessments 

¶ Appendix 5: Information for candidates ς GCE coursework assessments 

¶ Appendix 6: Information for candidates ς Non-examination assessments 

¶ Appendix 7: Information for candidates ς Using social media and examinations/assessments 

¶ Appendix 8: Information for candidates ς Appeals against Internal Assessment of Work for  
  External Qualification 

¶ Appendix 9: Information for candidates ς Privacy Notice 

¶ Appendix 10: Information for candidates ς No technologies / web-enabled devices 
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