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Please read this information booklet 
carefully 

 
 

  

Examination Advice for 
Students 



 

 

Examination Timetable 
. 
 

 You will be provided with a personalised, printed timetable. 

 Check that your timetable is accurate with the correct subjects, tiers and 
re-sits where relevant. 

 Your exams will be scheduled with a morning (AM) or afternoon (PM.) 
start. Morning exams begin at 9:00am and afternoon exams at or 
1:10pm unless otherwise stated) 

 Your timetable will show the correct date, time, room and seat number 
for each exam.  Should any changes occur, you will be notified. 

 If you lose your timetable or you find a problem concerning your 
timetable, see Mrs Crabtree in the exams office straight away for a 
replacement. 

 
 
Arrival 
 
Arrive outside the exam room at least 10 minutes before the exam is due to 
begin. 
If needed, go to the toilet before the beginning of the exam to minimise any 
disruption. 
Check the venue.  Most exams are in the Main Hall and Sports Hall, but not 
all, so look at your timetable carefully. 
Check the finishing time and let you parents know. 
Seating plans are displayed outside the PE Office. 
You will not be allowed to leave the examination room early unless there is an 
emergency. 
 
 

  



 

 

Examination Clashes 
 
On some occasions, different subjects are scheduled the same time slot, 
resulting in a clash. This results in a clash which means we have to change 
the timing of one of your exams for example from a morning to an afternoon 
slot or vice versa. 
 
You will be notified in advance of any clash. It is important that you are aware 
of this as it may mean a different start time from other students. 
 
Where clashes occur, we have to bring in additional supervision. This is 
because you will be sitting an examination at a different time to other 
candidates. As a result, you have to be supervised in a separate classroom to 
avoid contact with other students who may already have sat the exam or are 
about to sit the exam. You are not allowed access to any internet enabled 
devices so mobile phones have to be handed in; also, access to computers 
and tablets is not allowed. 
 
We also ask you to bring a packed lunch as movement to the lunch hall has 
to be restricted.  
 
 
 

Equipment 
 

 You must bring pens (2 black), pencil, ruler, protractor, compass and, 
where allowed, calculator for your own use. 

 All equipment must be in a clear pencil case or clear plastic bag. 

 Pencil cases or calculator cases are NOT allowed on exam desks. 

 You are not allowed to use Tippex/corrective fluid. 

 ALWAYS write in BLACK ink unless told otherwise.   

 DO NOT use gel pens. 
 
 

  



 

 

In the examination 
 

 Enter the exam room in a calm orderly manner and in silence. Talking 
is not allowed at any time. 

 If you have any questions, raise your hand and wait for an invigilator to 
come to your assistance. 

 You must wear your school uniform for all exams. 

 Hooded tops and coats cannot be worn 

 You must not bring in any notes or papers. 

 No food or drinks are allowed, unless a prior arrangement has been 
made with Mrs Crabtree (on medical grounds). Water is allowed in a 
clear bottle. The label must be removed before entering the exam hall. 

 You must not speak, turn around in your chair or try to attract another 
candidate’s attention during the exam.  Most people are, of course, 
completely trustworthy, but if anyone is suspected of cheating they may 
be disqualified from all of the exams for which they are entered. 

 You must not have a mobile phone or any other electrical device 
(smartwatch, MP3 player, ipod, etc.) or a watch in your 
possession, even if it is switched off.  If you are found to have one 
in the examination room, you run the risk of losing your exam 
award in ALL subjects. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure you sit in the correct seat as shown on your individual timetable, or 
as instructed by a member of staff.  There will be a name card on your desk. 
  



 

 

 

EXAMINATION ROOM SEATING PLAN 
(This example is for the Sports Hall. Other rooms will have other plans.) 

 

FRONT OF ROOM 
 

  A         B        C        D          E          F         G         H         I           J            K          L       M 

1 
 

           1 

2 
 

           2 

3 
 

           3 

4 
 

           4 

5 
 

    ×       5 

6 
 

           6 

7 
 

           7 

8 
 

           8 

 

In the Sports Hall and Main Hall, each row will have the letter clearly 
displayed at the back.  You must count along the row to find your seat 
number. 
 

Your individual examination timetable will tell you for each examination: 
 

 the date of the exam 

 the time of the exam 

 the room in which you will sit the exam (usually the Sports Hall) 

 your allocated desk in that room (a letter and a number) – e.g. if your 
allocated seat in the Sports Hall for an exam is F5 you would sit at the 
desk marked with an X in the above plan of the Sports Hall. 

 
It is your responsibility to sit in the correct seat for each of your exams.  If you 
sit in the wrong seat you may be given the wrong exam paper or even be 
marked absent for the exam – these mistakes cannot be sorted out easily 
afterwards! 

 
 

  



 

 

ILLNESS 
 

 
 

If you are ill and have an exam in the near future, and you think that you 
may be absent or affected by your illness in the exam, let us know well 
before the exam. We will explore whether any support or special 
arrangements can be made. 
Should a serious injury have occurred, please notify Mrs Crabtree as 
soon as possible in order for alternative arrangements to be made. 
 
Come in for all exams unless it is absolutely impossible – we will make 
special arrangements for you on the day. 
 
If you are suddenly ill on the day of the exam, your parent/guardian 
should telephone the school on 0191 4960026 after 8.00am and tell the 
receptionist that you are due to sit an exam but are too unwell to attend. 
 
Obtain a doctor’s note so that we have medical evidence – we can then 
apply for Special Consideration. 
 
 
 

If you are late 
  

 

 Phone school immediately so that we know you are on your way. 
 

 If there is a good reason for your lateness and exam security has 
not been breached, you will be allowed the full examination time. 

 

 PLEASE SEE MRS CRABTREE SHOULD YOU COME 
IN LATE FOR AN EXAM 

 

 Always report to the examinations office if you are 
late.  

 

 You must see Mrs Crabtree before entering the exam, 
Mrs Crabtree can then make any adjustments 

needed. 
 

  



 

 

Appeals against Internal Assessment of work for External 
Qualifications 

 
Whickham School is committed to ensuring that whenever staff assess 
student’s work for external qualification, it is done fairly, consistently and in 
accordance with exam board requirements. 
Staff who have appropriate knowledge, understanding and skills, and who have 
been trained in this activity should conduct assessments.  Where the 
coursework/controlled assessment is assessed by a number of staff, 
consistency should be assured by internal moderation and standardisation.  
One teacher will have been designated as responsible for internal 
standardisation where there is more than one teacher involved in an 
assessment. 
 

If a student feels that the above procedures have not been applied to his/her 
work, he or she may make use of the following appeals procedure. 
 

NB appeals may only be made against the assessment and moderation 
process and not against the mark or grade. 
 

1. Appeals should be made as soon as possible and must be made at least 
two weeks before the end of the last externally assessed examination 
(usually mid June). 

 

2. Appeals should be made in writing to the Examinations Officer, Mrs 
Crabtree, who will investigate the appeal.  If the Exams Officer is directly 
involved in the assessment in question, then the Data Manager will be 
appointed to conduct this investigation.  Appeals will be considered by at 
least three people – A PEW, CMC/NF and SH. 

 

3. The Exams Officer will decide whether the process used for the internal 
assessment conformed to the requirements of the awarding body and the 
examinations code of practice of the QCA. 

 

4. Students will be informed in writing of the outcome of the appeal, including 
any correspondence with the board, any changes made to the assessment 
of work and any changes made to improve procedures in the future. 

 

5. A written record of the appeal will be kept and made available to the 
awarding body at their request.  Should the appeal bring any significant 
irregularity to light, the awarding body will be informed. 

 

6. Enquiries of Results (EARs) are processed in consultation and agreement 
with subject staff and we must have the written permission of the individual 
student.  It is made clear that marks can go down as well as up after any 
enquiry.  All EARs are processed by the Examinations Officer. 
  



 

 

Malpractice 
 

This notice has been produced on behalf of: 
AQA, CCEA, Edexcel, OCR and WJEC 

Information for candidates - controlled assessments 
 

This document tells you about some things that you must and must not do 
when you are completing your work. 
 
Before you submit any work for marking, you will be asked to sign an 
authentication statement confirming that you have read and followed 
these regulations. 
 
If there is anything that you do not understand, you must ask your teacher or 
lecturer. 
 
Controlled Assessment will provide you with an opportunity to do some 
independent research into a topic. The research you do may involve looking 
for information in published sources such as textbooks, encyclopaedias, 
journals, TV, radio, and the internet. 
 
Using information from published sources (including the internet) as the basis 
for your assignment is a good way to demonstrate your knowledge and 
understanding of a subject, but you must take care how you use this material 
- you cannot copy it and claim it as your own work. 
 
The regulations state that: 
“the work which you submit for assessment must be your own”, 
“you must not copy from someone else or allow another candidate to 
copy from you”. 

 
If you use the same wording as a published source, you must place quotation 
marks around the passage and state where it came from. This is called 
“referencing”. You must make sure that you give detailed references for 
everything in your work which is not in your own words. A reference from a 
printed book or journal should show the name of the author, the year of 
publication and the page number, for example: (Morrison, 2000, pg.29). 
 
For material taken from the internet, your reference should show the date 
when the material was downloaded and must show the precise web page, not 
the search engine used to locate it. This can be copied from the address line.  
 
For example: 
(http://www.bbc.co.uk/schools/16/sosteacher/history/49766.shtml), 
downloaded 12 February 2014. 
 



 

 

You may be required to include a bibliography at the end of your work. Your 
teacher or lecturer will tell you whether a bibliography is necessary. Where 
required, your bibliography must list the full details of publications you have 
used in your research, even where these are not directly referred to, for 
example: Morrison, A. (2000) ‘Mary, Queen of Scots’, London: Weston Press. 
 
If you copy the words or ideas of others and don’t show your sources in 
references and a bibliography, this will be considered as cheating. 
 
 

Preparing your work – good practice 
If you receive help and guidance from someone other than your teacher, you 
must tell your teacher who will then record the nature of the assistance given 
to you. 
 
If you worked as part of a group on an assignment, for example, undertaking 
field research, you must each write up your own account of the assignment. 
Even if the data you have is the same, the description of how that data was 
obtained and the conclusions you draw from it should be in your own words. 
You must meet the deadlines that your teacher gives you. Remember - your 
teachers are there to guide you. Although they cannot give you direct 
assistance, they can help you to sort out any problems before it is too late. 
Take care of your work and keep it safe. Don’t leave it lying around where 
your classmates can find it. 
 
You must always keep your work secure and confidential whilst you are 
preparing it; do not share it with your classmates. If it is stored on the 
computer network, keep your password secure. Collect all copies from the 
printer and destroy those you don’t need. 
Don’t be tempted to use essays from on-line essay banks — this is cheating. 
Electronic tools used by awarding bodies can detect this sort of copying. 
 
Plagiarism 
Plagiarism involves taking someone else’s words, thoughts or ideas and 
trying to pass them off as your own. It is a form of cheating which is taken 
very seriously. 
 
Don’t think you won’t be caught; there are many ways to detect plagiarism. 
-  Markers can spot changes in the style of writing and use of language. 
-  Markers are highly experienced subject specialists who are very familiar 

with work on the topic concerned — they may have read the source you 
are using (or even marked the essay you have copied from!). 

-  Internet search engines and specialised computer software can be used 
to match phrases or pieces of text with original sources and to detect 
changes in the grammar and style of writing or punctuation. 

 



 

 

Penalties for breaking the regulations 
If your work is submitted and it is discovered that you have broken the 
regulations, one of the following penalties will be applied: 
-  the piece of work will be awarded zero marks; 
- you will be disqualified from that unit for the examination series in 

question; 
-  you will be disqualified from the whole subject for that examination series; 
- you will be disqualified from all subjects and barred from entering again for 

a period of time. 
Your awarding body will decide which penalty is appropriate. 
 

REMEMBER – IT’S YOUR QUALIFICATION SO IT NEEDS TO BE YOUR 
OWN WORK 

 

  



 

 

 

 

Exam Advice for students 
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Results 
 

 

Summer GCSE results will be available for students on: 
 

15th August for A and AS Level, 
22nd August for GCSE. 

 
School will be open from 8:30 am to issue results and offer guidance. 
 

Check out these websites for advice on preparing for 

exams: 

www.aqa.org.uk 
 
www.ocr.org.uk 
 
www.edexcel.org.uk 
 
www.eduqas.org.uk 
 
WWW.CIE.ORG 

 
 

Certificates will be available for collection in mid-November. 
 
These are important documents, which you will need for your future career. 
 
If lost, they cannot be replaced, so make sure you file them away safely for 
future reference. 
 
They must be collected and signed for in person from the Exams Office, by 
yourself or a family member. If you are not collecting them the person 
collecting them on your behalf must have your permission in writing. 
Remember to bring ID when you come to collect your certificates so that we 
can verify that we are giving the certificates to the correct person. 

http://www.aqa.org.uk/
http://www.ocr.org.uk/
http://www.edexcel.org.uk/
http://www.eduqas.org.uk/
http://www.cie.org/

