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INTRODUCTION 
It is the aim of Christopher Whitehead Language College & Sixth Form 
(CWLC) to make the examination experience as stress-free and successful 
as possible for all candidates. This booklet will provide important information 
regarding examination regulations and the procedures that you must follow 
and be aware of. Please read it carefully.  
 
The Joint Council for Qualifications (JCQ), on behalf of the awarding 
examination organisations, set down strict criteria that must be followed in all 
examinations nationally. You should also therefore, pay particular attention to 
the ‘Information for Candidates’ documents, of which some are displayed 
outside the examination hall on the day and all of them available on our 
website.  
 
All rules apply for external examinations as well as internal examinations, as 
internal examinations are held to give you a chance of experiencing the ‘real’ 
thing and get used to the set-up and format, so you can be as comfortable as 
possible when the final examinations come round.   
 
We hope most of the questions you may have are answered in this booklet. 
Should you still feel something is unclear or you or your parents 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 school 
Examinations Office) or on email: n.bourne@cwlc.email or on 
exams@cwlc.email . 
The school telephone number is : 01905 423906 
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BEFORE THE EXAMINATIONS 

 
You must check your individual timetable and see the Examinations Officer if 
you are unsure or think there is a mistake or an unresolved problem. You can 
find your timetable on Edulink or on the email sent to you to your school 
email. 

 
Candidate name: You will be entered for your examinations using your Legal 
name; First name, one middle initial and surname. You must write your legal 
name on your examination papers. 
 
Candidate number: You write your four-digit candidate number on all your 
examination papers. The numbers mainly follow the alphabetical order of your 
surname, unless you joined the school later than Y9. Please note for Btec 
examinations you have a different learner / registration number. 
  
If you have been allocated access arrangements, i.e. a reader or scribe you 
will either sit your examinations in the Learning Support Centre (LSC) or in a 
computer room, and the timings on your timetable will take potential extra 
time into account. For MFL exams this may be different. If you have been 
allocated ‘extra time’ only you will most likely sit in the hall with everyone 
else. 
 
If you experience difficulties leading up to or during the examination period 
(e.g. illness, injury, personal problems) please inform the school at the 
earliest possible time. We can help or advise you of what you need to do and 
how we can support you. 
 
A copy of the full timetable will be posted on our school website at the earliest 
opportunity. You must have read all ‘Information to Candidate’ notices on the 
website, pay particular attendance to the ‘social media’ notice. 
 

 
ON EXAM DAYS 

 
Attendance at examinations is your responsibility. Make sure that you 
know exactly when your examinations are - especially whether they are 
mornings or afternoons. You are responsible for arriving at school on the 
correct day and time, properly dressed and equipped. Full School Uniform 
must be worn for examinations (or for Sixth Formers appropriate 
clothing). 
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We recommend that you aim to arrive 20 minutes prior to the start time of 
your examination. This will give you a safety margin should you encounter 
problems on your journey. You must inform the school immediately if you 
become aware that you are late. 
 
If you cannot attend your scheduled examination due to illness, including 
Covid (please be vigilant if you have any symptoms), or any other 
reason, you MUST telephone the school immediately and get a message to 
the Examinations Officer or the Attendance Officer. You will have to provide 
medical evidence (a doctor’s note) stating the reason for your absence.  
 
Any candidate who arrives late for an examination must speak to the lead 
invigilator or the Examinations Officer before entering the exam room. You 
may still be admitted.  
 

 If you arrive more than one hour after the start of any examination, the 
Examinations Officer must be assured that you have been under 
supervision and not had access to electronic devices, i.e. your mobile 
phone. The examination organisations will have to be notified and your 
paper may not be accepted.  
 

 If you miss an examination you will NOT be able to take it another day, as 
timetabled written examinations are held nationally.  

 
ROOM & SEATING 
Your timetable will show which room you are in. Most examinations will take 
place in St John’s Sports Centre Hall (SJCH). You must gather by the gate 
by the astro pitches and wait SILENTLY until you are invited to walk across to 
the SJCH by a member of staff. Sixth Formers can walk around the front if 
needed. If your timetable states ‘LSC’, you must go straight to the LSC. MFL 
listening examinations will happen in the Performing Arts studio. Please see 
your timetable carefully. 
 
An invigilator will hold a copy of the seating plan and can help you find your 
seat if needed. 
  
EQUIPMENT 
Having the correct equipment is your responsibility. Due to COVID for Health 
and Safety reasons at CWLC we are no longer able to provide any equipment 
as standard. Please bring with you the following equipment for EVERY 
examination: 

 

2 black pens, 2 pencils, ruler, rubber 

Compasses & Protractors (for mathematics only) 
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Coloured pencil crayons (for geography & DT only) 
Water in a clear bottle with sports cap 

Calculator! (for mathematics & sciences) 
 

 

 For mathematics and science examinations, you should make sure your 
calculator conforms to the examination regulations and that it is a scientific 
calculator. Remove any covers or instructions and make sure batteries are 
new and the memory is cleared. Calculator lids should be removed and 
placed under your chair. 

 Make sure you have all the correct equipment before the examination 
starts.  

 Borrowing from other candidates during the exam is NOT allowed.  

 If you bring your own pencil case, it must be clear / see through!   
 

Equipment for medical reasons e.g. inhaler/epi-pen/etc. Please remember to 
bring it with you into the exam room. 

 
Before entering the exam room your bag, coat, etc. will be stored away 
safely. As soon as you enter the exam room you are under examination 
conditions and may not communicate with fellow students. Please find your 
seat as quickly as possible and remain silent. Do not start writing on any 
papers that may be on your desk before asked to do so. Please make sure 
you have read and understood the Warning to Candidates poster regarding 
rules of items allowed in the exam room. It can be found on our website under 
Examination Information and displayed outside the examination room. 
 
 

DURING THE EXAMINATIONS 
 

Please check you have the correct (expected) question paper before you start 
– check the subject, paper and tier of entry (if tiered). If in doubt, please ask! 
 
You must do any rough work in the answer booklet provided. Cross out 
anything that you do not wish to be marked. Highlighter pens must not be 
used in answer booklets but you are allowed to highlight parts on the question 
paper if you wish to. You are not allowed to use: GEL PENS, CORRECTING 
FLUID, PENS OR ‘MICE’ IN ANY ANSWER BOOKLETS. This is to protect 
you and your examination; if correction devices were allowed then someone 
could tamper with your examination paper and it would be undetectable. 
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INVIGILATORS 
The school employs external invigilators to supervise examinations. You are 
expected to behave in a respectful manner towards all invigilators and follow 
their instructions at all times. They are there to support you. 
 
Invigilators are in the exam rooms to supervise the conduct of the 
examination. They will distribute and collect the examination papers, tell you 
when to start and finish the examination, hand out extra writing paper if 
required and deal with any problems that occur during the examination, i.e. if 
you are feeling ill. Invigilators are not allowed to discuss the examination 
paper with you or explain questions. Separate invigilation is not possible 
under normal circumstances. 
 
Pupils who are disruptive or behave in an unacceptable manner will be 
removed from the exam room by invigilators, the Examinations Officer or 
members of the Senior Management Team. 
 
ELECTRONIC DEVICES 
Mobile Phones, watches, fit-bits, Electronic Organisers, MP3/4 Players, 
Music Players, headphones (unless instructed to do so) and any type of 
electronic communication or storage device are not allowed in the exam 
room. Mobile phones and all watches should be left in your bag. Please 
make sure that any watch alarms are turned off. The ‘bag room’ will be locked 
during the examination. Please see the poster ‘Unauthorised Material’. 
 
If a Mobile Phone, watch or other electronic communication device is found in 
your possession during an examination, EVEN IF IT IS TURNED OFF, the 
device will be taken from you and a report made to the appropriate exam 
organisation. NO EXCEPTIONS WILL BE MADE. 
 
 

MINIMUM PENALTIES IMPOSED BY THE EXAM ORGANISATIONS ARE 
Device found on you and turned ON 

- disqualification from entire subject awards for that examination series. 
 

Device found on you and turned OFF 
- disqualification from that component/paper. 

 
BEHAVIOUR & CONDUCT 

 Do not attempt to communicate with or distract other candidates. 

 Only water in clear/see-through bottles (with sports cap/non-spill) is 
allowed. Any other bottle will be removed from you. 
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 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! 

 Do not draw graffiti or write offensive comments on examination papers – if 
you do the examination board may refuse to accept your paper. 

 Listen carefully to instructions and notices read out at the beginning of an 
examination – there may be amendments to the examination paper that 
you need to know about. 

 Read all instructions carefully and number your answers clearly. 

 If you feel ill during the examination put your hand up and an invigilator will 
assist you. If you feel ill before starting the examination, inform the 
examinations officer or an invigilator, and we may be able to seat you 
away from other candidates by moving your desk. 

 You may use the toilet during an examination if it is absolutely necessary! 
Put up your hand and an invigilator will escort you. You will not be allowed 
extra time. 

 
MALPRACTICE / CHEATING 
If you are caught cheating in any way in an examination, you WILL be 
reported to the exam organisations. ‘Cheating’ means doing anything that is 
against the rules stated on the Information to Candidates documents and 
includes: 

 Being in possession of a mobile phone / watch 
 Using unauthorised aids, e.g. note cards 
 Communicating with other candidates (by talking or otherwise) 
 Copying from other candidates 
 

PENALTIES FOR CHEATING CAN INCLUDE DISQUALIFICATION FROM 
TAKING ANY EXAMINATIONS FOR UP TO FIVE YEARS. 

 
Make sure you read and understand the candidate information on ‘Social 
media’ and sharing of information. The exam organisations and the police 
monitor all social media and sites known for any exam related information, 
attempt at ‘cheating’ and / or bragging about cheating! 
 
FIRE ALARM 
If the fire alarm sounds during an examination the invigilators will tell you 
what to do. Don’t panic. If you have to evacuate the room you will be asked to 
leave in silence and in the order in which you are sitting. You will be escorted 
to a designated assembly point – away from other students. Do not go to 
your ‘form’ group! You must remain with the invigilator(s) and under 
supervision otherwise you will be in breach of regulations! 
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 Leave everything on your desk and close your booklet. 

 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 
 

There will often be more than one exam in the same room. This means that 
examinations will finish at different times and candidates will be leaving at 
different times! Please show respect for those still working when you leave 
the hall. Remember you are still under exam conditions until you have left the 
room/Sports hall. 

 
You will not be allowed to leave an examination room early. 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. 

 
At the end of the examination all work must be handed in – remember to 
cross out any rough work. If you have used more than one answer book or 
loose sheets of paper, remember to number them and put your name and 
candidate number on each page. 
 
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/Sports 
hall. 
 
Question papers, answer booklets or paper used for notes etc. must NOT be 
taken from the exam room. 
 

 
ABSENCE & SPECIAL CIRCUMSTANCES 

 
You and your parents/carers are reminded that the school will require 
payment of entry fees (usually £40.00-£50.00 per subject) should you fail to 
attend an examination without good reason and without informing the school.  
 
If you miss part of an examination through illness, including Covid-19, or 
personal misfortune, it may be possible to apply for special consideration. 
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Medical or other appropriate evidence must be obtained on the day by you or 
your parents and given to the Examinations Officer without delay.  
 
Special Consideration is an adjustment to the marks or grades of an 
individual unit. The allowance for special consideration is from 0-5% and it is 
the awarding bodies alone that decide to grant it or not. The school has no 
power over the outcome. You and your parents should be aware that any 
adjustment is likely to be small and no feedback is ever provided. You 
will only be eligible for special consideration if you have been fully prepared 
and covered the whole course but performance in the examination or in the 
production of coursework is affected by adverse circumstances beyond your 
control. Examples of such circumstances may be illness, accident or injury, 
bereavement, domestic crisis.  

 
Please note that misreading the timetable will not be accepted as a 
satisfactory explanation of absence. 
 
 

CONTINGENCY DAY - 29 JUNE 2022  
 
In the event of examinations being seriously disrupted nationally the exam 
organisations can use this day and any day up to this day to re-schedule 
examinations cancelled nationally. (Does not include individual Covid-19 
related cancellations.) All students should be available until this date. 

 
 

EXAM RESULTS 
 
Results from the summer examinations are published nationally in August. 
 

 A Level results are available on 
Thursday 18th August 2022 

 

GCSE results are available on 
Thursday 25th August 2022 

 
Please note that more information regarding results and post results services 
will be sent to you towards the end of the summer term.  
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HOW CAN YOU AS A PARENT/CARER HELP! 
 

Students will most likely have talked about revision with their tutor/teacher 
and received guidance of how best to revise for a particular subject. Support 
your son/daughter in putting a good and manageable timetable/plan together 
and sticking to it! 
 
As a parent/carer you know your son/daughter best. You will also know what 
distracts them, what they find difficult, what restrictions you may have to put 
in place, what will encourage them, etc. For you to support your son/daughter 
in the best way and help him/her through an important and possibly stressful 
time we have put together a few hints and tips. It would be good to: 
 

 Recognise how important these examinations are by giving your 
son/daughter plenty of time to do as well as they can.  

 Reduce the amount of chores and responsibilities i.e. looking after 
younger brothers and sisters; and encourage the rest of the family to 
help by not disturbing revision. 

 Have a quiet place for study, where their work can be safely kept. 
 Encourage regular breaks, to do something they enjoy, even just for 

half an hour. 
 Encourage a breath of fresh air! Go for a brisk walk, run, kick a ball 

around. Sitting still for longer periods of time can make your child sleepy 
and make it more difficult to concentrate. 

 Praise hard work and effort; not talent/ability. 
 Emphasise the need for plenty of sleep. 
 Help them to forget about each examination as it is finished – avoid 

post mortems. 
 Accept this is going to be a stressful time for the whole family – expect 

outbursts and try to remain calm. 
 Make sure they eat healthy snacks and drink plenty of water so they 

don’t get dehydrated. 
 
Night before and on exam days try to ensure that: 
 

 Your son/daughter gets a good night’s sleep. 
 They have all the equipment they need (including a black pen, a pencil 

and a calculator for maths and science).  
 A clear water bottle with correct top. 
 They know the start times of the examination that day. 
 They know the revision lessons for each day.  
 You wish them well. They have worked hard and can only do their best. 
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Exam Check List 

 

 

Aim to arrive at school 20 minutes prior to an examination. It is much 
better to leave yourself a safety margin on timings in case of problems 
with the journey. 
 

 

Your bag and coat will be left in a separate room which is locked.   

 

Phones / Watches – Students must not have mobiles phones or 
watches in their possession (either on or off). Leave them in your 
bag or hand it in for safe keeping during the examination if necessary.  
 
 

 

 
Please remember your calculator for Maths and Sciences. 
 
 
 

 

No food allowed in the exam hall (if you have a special requirement – 
please see the Examinations Officer, before the examinations). 
 
 

 Bring a water bottle! These should be clear bottles with a spill-proof 
sports cap. There should be no label on the bottle.   

  
 

 

Full school uniform is required. The temperature in the exam room can 
fluctuate enormously during the May/June time. Wear layers that can 
be taken on or off. 
 

 


