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INTRODUCTION 
 

It is the aim of Christopher Whitehead Language College to make the examination experience as 
stress-free and successful as possible for all candidates.  
 
Hopefully, this booklet will prove informative and helpful for you and your parents. Please read it 
carefully so that you are aware of the nature of exams and what is expected of you.  
  
Internal examinations, also known as ‘mock’ or ‘end of year’ exams are held to prepare you for the 
‘real thing’. In Years 7-10 you will have end of year exams in classrooms. From Y11 we generally 
set up the exams as true to nature as we can, in order to get you used to the room set-up, the 
invigilators and the seating plan system. All this will help you feel prepared, comfortable and 
relaxed in an exam environment. 
 
If you have an external exam in Years 7-10, i.e. if you take a BTEC qualification or if you are sitting 
a GCSE early, i.e. MFL, you must refer to the external exam guide as there are rules and 
regulations you need to be aware of. You can find it on our website or ask for a copy in the Exams 
Office.  
 
We hope most of the questions you may have are answered in this booklet. Should you still feel 
something is unclear or you have queries, need help or advice at any time before, during or after 
the examinations please contact: 
 

 The Examinations Officer – Mrs N Bourne (in the Exams Office) 
 The school telephone number is: 01905 423906 
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BEFORE THE EXAMINATIONS 

 
MOCK EXAM TIMETABLES 2016-2017 
Y13 – mock exams are arranged in your option subjects in January. You will follow your normal 
timetable in school except when the exam is on. Teachers may conduct practical or other 
assessments throughout the year. You will hear about these directly from your teacher. 
 
Y12 – mock exams are arranged in February if you have an AS exam in May-June. You will follow 
your normal timetable in school except when the exam is on. Teachers may conduct other 
assessments throughout the year. You will hear about these directly from your teacher. 
 
Y11- mock exams are organised in most of your subjects in November. This is for your benefit so 
you can get a feel for ‘the real thing’. You will receive an individual timetable showing your specific 
subject exams, date and time, duration of the exam and in which room you will be sitting. 
Teachers may conduct other assessments throughout the year. You will hear about these directly 
from your teacher. 
 
Years 7-10 – in June you will have ‘end of year’ exams in specific subjects. You will be informed 
of these by your subject teachers. You will follow your normal timetable in school except on the 
day and time of an exam. Exams are normally sat in the classroom. 
 
Please note! 

 Rooms used: Sport Centre hall/SCH, VI 1/2/3 or Learning Support Centre/LSC.  

 If you have extra time allocated for exams this will be taken into account. You will have a break 
between exams. 

 Please note that all MFL listening exams will be held in classrooms and the reading exam in 
SCH. Access arrangements are not permitted for these exams. 

 
ON EXAM DAYS 

 
Attendance at exams is your responsibility. Make sure that you know exactly when your exams 
are. Full School Uniform must be worn for exams. You will be in normal lessons when not in an 
exam. 
 
If you are ill on the day of your exam, you MUST telephone the school immediately and leave a 
message for the attendance officer or the exams officer.  
 
ROOM & SEATING 

 Seating plans will be on display Sport Centre Hall so you can locate your seat in advance of 
entering the hall. If you normally work in the LSC in lessons you will be taking your exams 
there too. Please go straight to the LSC. 

 Seating plans are arranged alphabetically (mostly). Always left to right, down and up the rows. 
If you have joined the school later than Y7 your name may be towards the end of the list. If a 
subject is tiered (Foundation and Higher) names will be in two blocks, but follow the same 
principle. If you cannot find your name please ask the invigilation staff or the exams officer. 
 

 If you are sitting your exam in the sports centre hall please gather by the gate by the astro 
courts and wait SILENTLY until you are invited to walk across the parking area by a member of 
staff. Please remember other students may be in lessons! 
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EQUIPMENT 
Having the correct equipment is your responsibility, but at CWLC we provide the following 
equipment for EVERY examination: 

 

2 Pens – black only 

2 HB pencils 

Ruler (marked with millimetres) 

Rubber 

Compasses & Protractors (for mathematics only) 

Coloured pencil crayons (for geography & DT only) 

 
YOU will need to bring the following: 

 

Calculator (for mathematics, science & business studies) 

 
INVIGILATORS 

 The school employs external invigilators to supervise examinations. Students are expected to 
behave in a respectful manner towards all invigilators and follow their instructions at all times. 

 Subject specialist teachers may only be present at the start of an examination. 

 Invigilators are in the exam rooms to supervise the conduct of the examination. They will 
distribute and collect the examination papers, hand out extra writing paper if required and deal 
with any problems that occur during the examination, i.e. if a candidate is feeling ill. 

 Please note that invigilators cannot discuss the examination paper with you or explain the 
questions. 

 Students who are disruptive or behave in an unacceptable manner will be removed from the 
examination room by invigilators, the Exams Officer and members of the Senior Management 
Team. 

 
DURING THE EXAMS 

 
When entering the exam room your bags, coats, etc. will be stored away safely either in the 
changing rooms or at the back of the class. Please find your seat as quickly as possible and 
remain silent. Do not start writing on any papers that may be on the desk. 
 
MOBILE PHONES 

 Mobile Phones or any type of electronic communication device are not allowed in the 
examination room. Mobile phones, etc. can be handed in to invigilators for safe keeping 
during the exam or left in your bag. They must be switched off!   

 
BEHAVIOUR & CONDUCT 

 Do not attempt to communicate with or distract other candidates when the exam has 
started. 

 No food or drink is allowed in the examination rooms except water in clear sports bottles (no 
labels and with sports cap/non-spill). 

 Please do not write on examination desks. This is regarded as vandalism and you will be 
asked to pay for any damage. Remember we hold a seating plan and will be able to identify 
who sat at which desk! 

 Listen carefully to instructions and notices read out at the beginning of an exam. 

 If you feel ill during the exam put your hand up and an invigilator will assist you. If you feel ill 
before starting the exam inform the exams officer or an invigilator and we may be able to seat 
you away from other candidates. 
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 You may use the toilet during an exam if it is absolutely necessary! Put up your hand and an 
invigilator will escort you. You will not be allowed extra time. 

 
CHEATING 
Although the exams are internal and, hence, not detrimental to a GCSE certification, any form of 
cheating is taken seriously. If you are caught cheating in any way in an exam, you WILL be 
reported to the headteacher. ‘Cheating’ means doing anything that is against the rules stated on 
the Information to Candidates (which can be found on the website) and includes: 

 Being in possession of a mobile phone 

 Using unauthorised aids like notes 

 Communicating with other candidates (by talking or otherwise) 

 Copying from other candidates 
 

FIRE ALARM 
If the fire alarm sounds during an exam the invigilators will tell you what to do. Don’t panic. If you 
have to evacuate the room you will be escorted to a designated assembly point – away from other 
students. 

 Leave everything on your desk. 

 You must not attempt to communicate with anyone else during the evacuation.  

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

 You will be allowed the full working time for the examination and a report will be sent to 
the awarding body detailing the incident. 

 
THE END OF THE EXAM 

 

 Candidates will not be allowed to leave an exam early. The school feels it is disruptive to 
other candidates. If you have finished the paper use any time remaining to check over your 
answers and that you have completed your details correctly. You must remain silent. There 
may, however, be more than one exam going on in the room with different finishing times! 

 Invigilators will collect your examination papers before you leave the room. Absolute silence 
must be maintained during this time. Remember you are still under examination conditions until 
you have left the room. 

 Remain seated in silence until you are told to leave the exam room. Please leave the 
room and hallways in silence and show consideration for other students who will be in 
lessons. 


