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Centre Name:

Oak Academy

Centre Number:

55133

INTRODUCTION
It is the aim of Oak Academy to make the examination experience as stress-free and
successful as possible for all candidates.
Hopefully, this booklet will prove informative and helpful for students and parents. It is
important to read it carefully so that you are aware of the examination regulations and the
procedures to follow in the event of any problems occurring.
The awarding bodies (or examination boards) set down strict criteria which must be followed
for the conduct of examinations and Oak Academy is required to follow them precisely. You
should therefore, pay particular attention to the Notice to Candidates that is printed on the
following 2 pages.
Some of the questions you may have are answered at the back of this booklet. If there is
anything you do not understand or any question that has not been addressed,
PLEASE ASK.
If you or your parents have any queries or need help or advice at any time before, during or
after the examinations please contact:
The school telephone number is: 01202 774600
Remember – we are here to help.
GOOD LUCK!
(This guidance is directed towards students and it is important that parents familiarise
themselves with the details in order to provide maximum support for their child.)
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BEFORE THE EXAMINATIONS
EXAMINATION BOARDS
•

The School uses the following Examination Boards: AQA, Edexcel, OCR,WJEC and
CIE.

CANDIDATE NAME:
•

Candidates are entered for examinations using their legal surname.

CANDIDATE NUMBER:
•

Each candidate has a four-digit candidate number (also known as Exam Number).
This is the number you will enter on examination papers. This is shown on your
Identification card.

EXAM ENTRIES – Statement of Entry
•

All students will receive a Statement of Entry at least a month before their first exam
date. This must be checked by students and parents, to confirm:
-

that all entries have been made and are correct, particularly the tier of entry
that parents will undertake to pay the entry fees should their son/daughter fail
to take the exam without good reason.

TIMETABLES
•

You will receive an individual timetable showing your own specific examinations with
details of date, time, duration of exam and venue and seat number. Check it
carefully. If you think something is wrong, contact the Exams Office immediately.

CONTACT NUMBERS
•

Please check that school has at least one up-to-date contact number for you.

EQUIPMENT
•

Make sure you have all the correct equipment before your examinations. Check the
regulations in the Information for Candidates and the information on the following
pages.
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DURING THE EXAMINATIONS

EXAMINATION REGULATIONS
•

A copy of the “Information for Candidates”, which is issued jointly by all the
Examining Boards, is printed at the front of this booklet. All candidates must read
this carefully and note that to break any of the examination rules or regulations
could lead to disqualification from all subjects. The school must report any breach of
regulations to the Awarding Body.

ATTENDANCE AT EXAMINATIONS
•

Candidates are responsible for checking their own timetable and arriving at school on
the correct day and time, properly dressed and equipped.

•

On the day of your exam, if you are in Hall B, you are asked to report to the canteen
at least 15 minutes before the start of the exam, leaving any coats and bags
neatly at the far end of the room. You will need to line up according to your seat
number. If your exam is in any other venue, please wait quietly outside the
venue until you are called in.

•

Candidates who arrive late for an examination MUST REPORT TO THE SCHOOL
RECEPTION and may still be admitted.

•

Full School Uniform must be worn by all students attending school for
Examinations



It is your responsibility to ensure you are fully prepared for your exam and to bring
with you the correct resources, for example, a pen and calculator

•

All items of equipment, pens, pencils, mathematical instruments, etc. should be
visible to the invigilators at all times. You must either use a transparent pencil case
or clear plastic bag.

•

Pens should be black ballpoint. No erasers or correction pens are allowed.

•

For Mathematics and Science exams, students should make sure their calculators
conform to the examination regulations. If in doubt, check with your teacher.
Remove any covers or instructions and make sure batteries are new.

•

Please make sure that any watch alarms are turned off.

•

Do not attempt to communicate with or distract other candidates.

•

Examination regulations are very strict regarding items that may be taken into the
examination room (see FAQs at the end of this booklet). If you break these rules you
will be disqualified from the examination.

•

Mobile phones, Watches and all Electronic or storage devices MUST NOT
BE BROUGHT INTO THE EXAMINATION ROOM. If a mobile phone (or any other
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type of electronic communication or storage device) is found in your possession
during an examination (even if it is turned off) it will be taken from you and a report
made to the appropriate exam board. No exceptions can be made.
•

Water is allowed in the examination rooms, but must be in a clear bottle with no
label.

•

Listen carefully to instructions and notices read out by the invigilators – there may be
amendments to the exam paper that you need to know about

•

Check you have the correct question paper – check the subject, paper and tier of
entry.

•

Read all instructions carefully and number your answers clearly.

•

Candidates must stay in the examination room for at least one hour after the
published start time of the exam (or for the duration of the exam if it is less than one
hour). 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.



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 ask for a tag to fasten them together in the correct order.

•

Invigilators will collect your exam 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.

•

Question papers, answer booklets and additional paper must NOT be taken from the
exam room.

•

Remain seated in silence until told to leave the examination room. Please leave the
room in silence and show consideration for other candidates who may still be
working.

•

If the fire alarm sounds during an examination the examination 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. 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

INVIGILATORS
•

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

•

Invigilators are in the examination rooms to supervise the conduct of the
examination. They will distribute and collect the examination papers, tell candidates
when to start and finish the examination, hand out extra writing paper if required
and deal with any problems that occur during the examination, for example if a
candidate is feeling ill.
Please note that invigilators cannot discuss the examination paper with you or
explain the questions.

ABSENCE FROM EXAMINATIONS
•
•

•

If you experience difficulties during the examination period (e.g. illness, injury,
personal problems) please inform school at the earliest possible point so we can help
or advise you.
Parents and candidates are reminded that the school will require payment of entry
fees (Approx £35.00 per subject) should a candidate fail to attend an examination
without good reason and without informing the school. Failure to pay may result in
your examination results being withheld.
Please note that misreading the timetable will not be accepted as a satisfactory
explanation of absence.

AFTER THE EXAMINATIONS
RESULTS

GCSE Thursday 22ndd August 2019
A Level Thursday 15th August 2019

NOTIFICATION OF RESULTS
•

Results will be available for collection on the above dates

•

If you wish any other person (including family members) to collect your results on
your behalf, you must give your written authorisation to school before results day.

•

Candidates who would like their results posted must leave a large stamped
addressed envelope with the examinations officer.

•

No results will be given out by telephone under any circumstances.

POST RESULTS
If you need post-results advice Oak Academy teaching staff will be available on Results Day.
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FREQUENTLY ASKED QUESTIONS
Q. What do I do if there’s a clash on my timetable?
The school will re-schedule papers internally (on the same day) where there is a clash of
subjects. Candidates will normally sit one paper then have a break during which they will
be supervised and must not have any communication with other candidates. They will then
sit the second subject paper. Correct times should be on your individual candidate
timetable. It may be necessary for you to bring a packed lunch if you have exams in the
morning and afternoon as you will have to remain in isolation until both examinations are
completed. If in doubt consult the Exams Officer.
Q. What do I do if I have an accident or am ill before the exam?
Inform school at the earliest possible point so we can help or advise you. You may need to
obtain medical evidence (from your GP or hospital).
Q. What do I do if I feel ill during the exam?
Put your hand up and an invigilator will assist you. You should inform an invigilator if you
feel ill before or during an exam and you feel this may have affected your performance.
Q. If I’m late can I still sit the examination?
Provided you are not more than 1 hour late, it may still be possible for you to sit the
examination. You should get to school as quickly as possible and report to the School
Reception to sign in. A member of staff will escort you to the exam room. You must not
enter an examination room without permission after an examination has begun. Please
ensure that you allow enough time to get to school so that if you are delayed (e.g. through
transport problems) you will still arrive on time.
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