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THINGS YOU NEED TO KNOW 
Exam times are very important times in your life. The exams that you will be taking 

this year will influence what you do in the future, so it is very important that they run 

as smoothly as possible.  
There are a number of rules and regulations for exams that you must be aware of 

(most of these rules are set by the exam boards, not by school!).  
If you do not stick to these rules then it is possible that you could be disqualified from 

your exams so please make sure that you read the following information carefully. If 
there is anything you don’t understand then ask for a teacher for help.  

 
Absence from Examinations:  

You must attend all exams that are allocated to you on your individual candidate 
timetable. Misreading the timetable will not be accepted as a satisfactory explanation 

for absence. You will receive a bill if you fail to attend an exam that has been paid for 
by the school. If you miss an exam due to illness, you must telephone school on 

01782 729401 as soon as possible on the morning of the exam, and a medical 
certificate/letter MUST be given/sent to Mrs Wilding within three days of the exam 

you missed.  

If you don’t do this, you will receive a bill for the entry fee for the missed exam.  
 

Bags, Books, Notes and Valuables:  
You are not allowed to keep any bags, books, notes or calculator lids with you in the 

exam room and these should be left at the side of the room, under the number of the 
row in which you sit, or preferably at home along with your footwear. Please avoid 

bringing valuables with you when you come into school for an exam.  
  

Mobile Phones, Pagers, Electronic Devices, Music Players:  
Mobile phones, SMART Watches, pagers, organisers, music players, headphones and 

any type of electronic communication or storage device are not allowed in the exam 
room. You are strongly advised not to bring any such devices with you to school when 

you have an exam, as the School cannot take any responsibility if they are lost or 
damaged. If your parents wish you to have your mobile phone with you, then you 

should switch it off and place in your bag, before entering the exam room. 

If a mobile phone, pager or other electronic communication device is found in your 
possession during an exam, EVEN IF IT IS TURNED OFF, the device will be taken 

from you and a report made to the relevant exam board. No exceptions will be made. 
Minimum penalties imposed by the exam boards are as follows:  

Device found on you and turned ON: disqualification from the entire subject award  
Device found on you and turned OFF: disqualification from that component.  

Cheating:  
If you are caught cheating in any way in an exam, you will be reported to the exam 

boards. ‘Cheating’ means doing anything that is against the rules stated on the Notice 
to Candidates (see school website for notice) and includes:  

 Being in possession of a mobile phone or any other electronic device  

 Using unauthorised aids  

 Communicating with other candidates (by talking or otherwise)  

 Copying from other candidates  
 

Penalties for cheating include disqualification from taking any exam for up to 
five years.   



EQUIPMENT 
 

It is YOUR responsibility to provide all your own equipment. Borrowing from other 

candidates during the exam is NOT allowed under any circumstances.  
Ordinary pencil cases or boxes are not allowed in the exam room.  

You should bring your equipment in a clear plastic bag/box or transparent pencil case.  
 

The following equipment should be brought to EVERY exam:  
 2 pens – black ink or biro  

 2 HB pencils  

 Ruler (marked with millimetres)  

 Pencil sharpener (preferably one which catches the shavings!)  

 Eraser  
 You should bring your own calculator for :- 

SCIENCES, BUSINESS STUDIES AND CALCULATOR PAPERS IN MATHS 
 

You are NOT allowed to use a mobile phone as a calculator. No printed instructions or 
cases are allowed. The exam boards do not make any allowances for calculator failure 

or operational mistakes – you are responsible for making sure your calculator works 
properly and that it meets exam board regulations. If you are going to buy a new 

calculator please check with your Maths teacher to see what they recommend. You are 
not permitted to borrow a calculator from another candidate during the exam for any 

reason.  

 
Calculators must not:  

 be designed or adapted to offer any of the following:  

 language translators  

 symbolic algebra manipulation  

 symbolic differentiation or integration  

 communication with other machines or the internet  

 have a permanent memory  
 have retrievable information stored in them, this includes  

 databanks  

 dictionaries  

 mathematical formulas  

 text  

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 



Timetables and Statements of Entry 

 
Your individual candidate timetable and statement of entry need reading carefully. 

If there are ANY mistakes (e.g. name, date of birth, exam entry etc.) you MUST email 

Mrs Wilding immediately on s.wilding@stb.coop. Mistakes that are not spotted at 
this stage could mean that your certificate is incorrectly printed later. Check each 

exam date carefully, and check to see if the exam is in the morning or the afternoon. 
If there is an exam on the list that you were not expecting to take (e.g. if you know 

you have already dropped or been withdrawn from a subject) you must let Mrs Wilding 
immediately on s.wilding@stb.coop.  

 
Clashes and Isolation 

Very few pupils at GCSE find they have two exams timetabled for the same session. 
Mrs Wilding will arrange with any individuals involved, the best plan for the day.  

 
Time Keeping 

Unless otherwise stated on your timetable, exams start at:  
9:15 am for morning papers 

1:30 pm for afternoon papers.  

 
You should aim to be at school no later than 20 minutes before the start of an exam.  

 
If for any reason you are going to be late and will miss the start of the exam, 

you MUST telephone school on 01782 729400.  
 

If you arrive more than 30 minutes after the start of any exam, Mr Cumberland will 
decide whether you will be able to sit the exam. The Exam Boards will have to be 

notified.  
 

Some examinations may finish after normal school hours. Please ensure that you tell 
your parents/carers when they can expect you home later than usual due to this, 

especially if you normally rely on the school bus. 
 

PUPILS WITH ACCESS ARANGEMENTS 

For those pupils who have been granted 25% extra time or the possibility of having a 
rest break, please note that your exams may run well over the schools normal 

finishing time in the afternoon.  E.g. a 2 hour exam with 25% extra time would finish 
at 4.00pm not the advertised 3.30pm. 

 



IN THE EXAM ROOM 
 

 You must be silent at all times when you are in the exam room. This includes 

when you enter and leave.  
 If you need assistance, put your hand up clearly and wait for an invigilator to 

attend to you. Once you have entered the exam room, you have to be escorted 
at all times if you need to leave (e.g. if you need to go to the toilet).  

 The invigilator may not support you in any way to answer the questions set in 
the exam, so do not ask for help! 

 Do not write on exam desks. It is regarded as vandalism and you will have to 
pay for or repair any damage.  

 You will not be allowed to leave an exam early if you have finished your work as 
this disturbs other candidates in the room.  

 The school has the right to expel you from an exam if your actions are causing a 
disruption to other candidates. Your actions may be reported to the Exam Board 

and could lead to you being disqualified from the exam.  
 

Seating Plan 

On the day of your exam, your seat number will be displayed on the seating plan 
which can be found in the notice board outside the Sports Barn, or the facility being 

used by the LSU. (Those pupils with access arrangements will be kept up to date with 
the rooms they are to use for their exam sessions)   

IT IS ESSENTIAL YOU SIT IN THE ALLOCATED SEAT 
 

Candidate Number 
You will be given a 4-figure reference number that refers only to you. You will find this 

number printed on the desk label given to you at the start of the exam season.  
 

Pockets 
Before the start of every exam you will be reminded to empty your pockets of 

everything. Please get into the routine of placing any items in your bags before 
leaving them at the side of the exam room. Should you need tissues, please place the 

packet on your desk at the start of the exam. 

 
Drinks and Sweets  

You are allowed to take into the exam room a drink of water in a clear plastic bottle 
with the label removed. Chewing gum and any other food or drink is not allowed 

 
Rough Work and Highlighting 

 You must do any rough work in the booklet provided.  
 Cross out anything that you do not wish to be marked.  

 Highlighter pens, erasable must not be used in answer booklets, but you are 
allowed to highlight parts of the printed questions if you wish to.  

 You are not allowed to use correcting fluid, pens or tape, this is to protect you 
and your exam; if correction devices were allowed then someone could tamper 

with your exam paper and it would be undetectable. 
 

End of the Exam 

The invigilators will collect your exam papers before you leave the exam room. 
Absolute silence MUST be maintained during this time. If there is any communication 

between any students it will be assumed you are cheating and will be treated 
accordingly.  

You will be dismissed from the exam row by row. You must remain silent until you are 
right outside the building. 



 

OTHER IMPORTANT DETAILS 

 
Certificates 

Certificates arrive in school about three months after you have received your 
successful grades in August. Traditionally at Sir Thomas Boughey we arrange an 

Awards Evening to present you with these certificates, acknowledge exceptional 
performance, and reward Y10 – 7 pupils with progress and achievement awards. An 

invitation will be sent to you at the last known address we have recorded on our 
system.  

If you cannot attend the evening we strongly advise that you to collect your 
certificates from reception as soon as possible. Later in life should you need copies of 

your certificates for any application you make, exam boards charge a lot for 
replacements. 

 

Instructions for a Fire Drill during the Exams 
 

We do hope that no fire alarms go off during the exam period, however if one does go 
off these instructions must be followed in COMPLETE SILENCE.  

 
LISTEN CAREFULLY TO INSTRUCTIONS AND DO NOT PANIC 

 Should the fire alarm go off, firstly do not panic. Do not attempt to finish the 
sentence you are writing.  

 You will be asked to leave the room in silence and in the order that you are 
sitting. Leave all equipment in the exam room.  

 When you leave the room you MUST be at least one metre away from the 
students in front and behind you.  

 All exam candidates were ever their exam is taking place will be escorted to the 
upper school yard as you will have to be kept separate from the rest of the 

school.  

 
When you return to your exam room, do not start writing until the invigilator tells you 

to do so.  
 

Results Day and Enquiries about Results 
 

Summer – GCSE 24th August 2017 between 9.00 am and 11.00    
If you are unable to collect your results in person they can be released to a parent or 

friend only if they have a signed letter from you giving them permission to do this.  
We will post them to you only if you leave an A4 stamped addressed envelope with 

Mrs Wilding.  
 

 
 

 

 
 

 

 



 

WARNING 

 
 

All the exam boards have very strict rules and regulations. They make it clear that:  
 Their official exam sessions must be run under strictly fair conditions, with no 

form of deception. This rule severely excludes any form of communication 

between candidates during an exam, as well as any other practice that could 
conceivably be seen as an attempt to deceive.  

 
 Anyone attempting unfair practices can expect cancellation of exam entries and 

the charges that this will incur, as well as possible exclusion from GCSE/AS and 
A2 level exams for a period of up to 5 years.  
 

 Your invigilators HAVE to stick to the rules; they HAVE to report to the Exams 

Officer ANYTHING that they feel could be suspicious.  
 

 

DON’T LET IT HAPPEN TO YOU. 

 
STICK TO ALL THE RULES. 

 

DON’T RISK YOUR FUTURE. 


