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KING EDWARD VII SCHOOL 

 
 
 

Exam Office information 
 

 

Communication is key between exam office, students and parents 
 
Public examinations can be a stressful time for student and parents and it is 
important that all those involved are as well informed as possible.   
Well-informed students will realise that the rules and regulations are designed to 
ensure fairness and minimise disturbance and it is in the interest of all that the 
exams run smoothly. 
 
The centre will make every effort to ensure that candidates receive the best 
possible preparation for their examinations, that the administrative 
arrangements run smoothly, and the examinations are conducted in a way that 
will cause as little stress as possible and help students to achieve their best.  
Trial exams are run to the same standards and rules in order that students are 
familiar with the process beforehand. 
 
 
Before the examinations 
 
All candidates receive a statement of entry from the school indicating the 
subjects they are being entered for and the levels of entry, where applicable.  
Please check these are correct.  Some subjects only have one tier of entry, 
some have foundation or higher tiers. 
 
Once this has been checked, candidates will then receive statements of entry 
from the exam boards.  You must check again everything on this statement very 
carefully.  Please also check that all personal details are correct i.e. date of 
birth, spelling of names etc. are accurate as these will appear on certificates.  
Once certificates are awarded there is a cost implication from the examining 
body for any amendments made. 
 
Contact numbers should be kept up to date.  
 
School use the following exam boards – 

 
AQA, PEARSON/EDEXCEL, OCR and WJEC 

 
 
 



2 

 

 
During the examinations 
 
Candidates are responsible for checking their own timetable and arriving at 
school on the correct day and time, properly dressed and equipped.  Candidates 
must arrive at least 15 minutes prior to the start time of their examination.  They 
are asked to wait quietly outside the exam room until asked to enter by the 
examination invigilators. 
 
Candidates who arrive late for an examination may still be admitted and are 
usually give their full time.  Lateness is then reported to the examining body who 
will decide whether to mark the paper or not. 
 
Equipment – Students must provide all their own equipment.  Borrowing from 
another candidate is NOT allowed under any circumstances.  Students should 
bring their equipment in a clear plastic bag or transparent pencil case.  A 
suggested guideline of equipment is as follows –  

 
Pens – black ink or ballpoint pen only 
HB pencils 
Ruler 
Pencil sharpener (preferably one 
which catches the shavings) 
Eraser 

For certain exams students will also 
need the following: 
Maths equipment -  
(compass/protractor/set/square) 
Scientific calculator 
Coloured pencil crayons 
Set texts (e.g. in English Literature) 

 
Calculators – may be used in most exams - subject teachers should tell students 
if they are allowed in a particular paper.  Students must bring their own 
calculator if required.  Exam boards do not make any allowances for calculator 
failure or operational mistakes.  Students are responsible for making sure their 
calculator works properly.  If a student needs to buy a new calculator they must 
check with the subject teacher to see what they recommend.  Covers for 
calculators have to be removed. 
 
Do not use correcting pens, fluid or tape, erasable pens, highlighters or gel pens 
in your answers; this is used to protect you and your exam. 
 
Do not use a dictionary or computer spell checker unless you are told otherwise.  
Electronic translators are never allowed. 
 
Bottled water needs to be in a clear plastic bottle with the label removed.  
Chewing gum and any other food or drink is not allowed.   
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Malpractice Issues 
 
If a mobile phone, electronic communication or storage device such as iPods, 
MP3/4 players, reading pens, smart watches, wrist watches which have a data 
storage device and any other products, with text or digital facilities including 
earphones are found in a student’s possession during an exam or quarantine, 
EVEN IF IT IS TURNED OFF, the device will be taken from them and a report is 
made to the appropriate exam board –  

NO EXCEPTIONS WILL BE MADE. 
 

PENALTIES IMPOSED BY THE EXAM BOARDS ARE AS FOLLOWS 
WITHOUT EXCEPTION: 

 

 DEVICE FOUND ON STUDENT AND EVIDENCE OF USE – 
DISQUALIFICATION FROM ENTIRE SUBJECT AWARD AND MAYBE 

OTHER SUBJECTS WITHIN THE SAME AWARDING BODY 
 

 DEVICE FOUND ON STUDENT AND NO EVIDENCE OF USE –  
       LOSS OF ALL MARKS FROM THE COMPONENT/UNIT 

 

 DEVICE NOT IN CANDIDATES POSSESSION BUT MAKES A NOISE 
IN EXAM ROOM –  WARNING  

 
 

Listed below are other examples of malpractice, please understand this is a very 
brief example.  A full outline of all malpractice issues is available on the JCQ 
website as follows - www.jcq.org.uk 
 

 Using unauthorised aids 

 Communicating with other candidates (by talking or otherwise) 

 Copying from other candidates 

 Disruptive behaviour 

 Impersonation 
 

 
PENALTIES FOR MALPRACTICE ARE MADE BY THE RELEVANT 
EXAMINING BODY WHICH IN CERTAIN CIRCUMSTANCES MAY 

RESULT IN COMPLETE DISQUALIFICATION  
 
 
 
 

http://www.jcq.org.uk/
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Conduct in the exam room – 
 
Students must be silent at all times in the exam room.  This includes entering 
and leaving the room.  If students need assistance in the exam room they must 
raise their hand and an invigilator will attend to them. 
Students are not allowed to leave an exam room early as this causes 
disturbance to other students.   
 
If students draw graffiti or write offensive comments on exam papers then the 
exam board may refuse to accept their paper. 
 
Students have to listen very carefully to instructions and notices read out by the 
invigilators – there may be amendments to the exam paper that they need to 
know about. 
 
Students need to check they have the correct paper – they are asked to 
check subject, paper and tier of entry. 
 
Toilet breaks are discouraged as they cause disruption and are often 
counterproductive.  Toilet breaks will not be allowed during the first 30 minutes 
and the last 30 minutes of the exam unless there is a medical requirement.  
Please inform the exams office prior to the start of the exam if this is the case. 
 
At the end of the exam students will be asked to remain silent while papers are 
collected.  Silence must be maintained during this time.  Students are dismissed 
row by row by the invigilation team and must still remain silent throughout this 
time.  Exams could still be taking place in the exam room. 
 
Students must attend all exams that are allocated on their individual candidate 
timetable.  Misreading the timetable will not be accepted as a satisfactory 
explanation for absence.  Parent/Carers will receive an invoice if students fail to 
attend an exam that has been paid for by the school.  School/exam office must 
be informed as soon as possible on the morning/afternoon of the exam, and a 
medical certificate/letter must be given/sent to Mrs Neill or Mrs Grant (Exams 
Office) within 3 days of the exam missed.  The cost for an exam entries varies 
from each board and also level of course, e.g. – GCSE or AS/A2. 
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If an exam is missed it cannot be taken on another day – timetables are 
regulated by the exam boards so students must attend on the given date and 
time.  The only exception to this is representing the country at International 
Level. 
 
 

Clashes – these can seem very complicated.  Students with exam clashes 
should see Mrs Neill as soon as possible. 
A clash of exams means that students have at least three or in extreme 
circumstances more exams timetabled for the same day and the total 
duration for those papers is more than:  
 

- GCSE - five and a half hours, including extra time and/or supervised 
rest breaks 
- AS & A2 – six hours, including extra time and/or supervised rest 
breaks 
 

This means students will have to be kept in supervised quarantine for a 
certain amount of time during the day.  Overnight supervision may also be 
required. In this instance the school will determine a method of supervision 
which ensures the student’s well-being. 

 
Special Consideration  
Special consideration is an adjustment to the marks or grades of a 
candidate who is eligible for consideration.  The allowance is from 0% 
(consideration given but addition of marks was considered inappropriate) to 
5% (reserved for the most exceptional cases).  Parents/Carers should be 
aware that any adjustment is likely to be small and feedback is never 
provided.  Candidates will only be eligible for special consideration if they 
have been fully prepared and covered the whole course but performance in 
the exam or in the production of coursework is affected by adverse 
circumstances beyond their control.  Examples of such circumstances may 
be bereavement, accident/injury, or illness. The Exams Manager, Mrs Neill 
must be informed immediately, so that the necessary paper work can be 
completed (within 7 days of the last exam session for each subject) and the 
candidate will be required to provide evidence to support such an 
application. 
 
Post Results Service 
This consists briefly of opportunities to request remarks, copy scripts etc.  
Information with regard to this service will be given as appropriate. 
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The Invigilation Team  
The school employs external invigilators to conduct the examinations.  
Students are expected to behave in a respectful manner toward all 
invigilators and follow their instruction at all times. Invigilators are in the 
examination room to supervise the conduct of the examination. They are in 
sole charge of the exam room and will instruct students according to exam 
board rules.  Students who are disruptive or behave in an unacceptable 
manner will be removed from the examination room by invigilators and will 
have to complete their exam in isolation. 
 
In conclusion this is basic information with regard to our exam procedure.  If 
you have any concerns/questions with regard to the examinations system 
please do not hesitate to contact the exam office at the school and we will 
endeavour to assist with your requests. 
 
 

Mrs H Neill 
Examinations Manager 


