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Introduction 
 
This exams handbook has been designed to inform you about 
examination procedures, to answer some of the most frequently 
asked questions and to help, guide and support you and your 
parents/carers through the examination process. All sixth from 
students will expect to have Pre-Public Exams (formerly called 
mocks) in addition to your actual AS and A level exams. 

 

Read it carefully to make sure you understand what happens on 
the day of the exam and what is expected of you. You should also 
share it with your parents/carers. 
 
 
You can find a copy on the Caludon Website/Sixth Form/Examinations. 
 
 
Taking exams can be stressful, but knowing what to expect will 
help you approach yours in a calm and well-organised way. 
 
 
If you or your parents/carers have any questions or need help or 
advice, please do not hesitate to come and see me or a member of the 
sixth form team in the sixth form office.  
 
Karen Brown our Exam Services Manager is based in A24 the 
assessment office (next to the head teachers office) if you have any 
questions about your examination timetable. 
 
 
Good luck in all your exams and remember we are here to help. 
 
 
 
Miss Roberts 
Head of Post 16 Learning 
 
 
 
 
 
 



 

 

 
School Contact Details 
 
 
School telephone number 02476 444822 
 
Exams Office telephone number 02476 444822 extension 811 
 
6th form Office telephone number 02476 444822 extension 818 
 
sixthformteam@caludoncastle.co.uk 
 
 
 

Key Dates 
 
AS and A level Exams: 15 May – 30 June 2017 
 
AS and A level Results Day: 17 August 2017 
 
 
 
 

Important Information 
 
Every year JCQ (Joint Council for Qualifications) issue ‘Information 
for Candidates’ documents. They can be found on the 
http://www.jcq.org.uk/exams-office/information-for-candidates-documents 
You should read them all as they give you information about what you 
are allowed and not allowed to do during your exams. 
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Pre-Public Exams (Mock exams) 
 
These important exams provide you with excellent preparation and give you and 
your teacher’s valuable information about your current levels of performance, your 
strengths and those areas that you still need to develop in order for you to fulfil your 
potential in the summer. 
 
They will take place under the same regulations as your summer exams. 
 

Before your exams 

 
You will receive your provisional summer exam timetable towards the end of March. 
This timetable tells you what exams you have been entered for as well as the start 
time and length of each exam. 
 
Check your timetable carefully. Make sure that all the exams you expect to take are 
listed including any resits, and that you know whether each exam is in the morning, 
mid-morning or afternoon. If you are resitting GCSE English or Maths then you also 
need to check the level of the paper is correct i.e. foundation or higher. 
You alone are responsible for checking your timetable. 
 
If any subjects are missing, or you notice any clashes – i.e. exams for two different 
subjects taking place at the same time – please come to the exams office ASAP. 
 
Your timetable is unique to you. Just because someone is in the same class as you 
doesn’t mean you will sit the exam in the same place. Some students will have 
special arrangements. 
 
If you lose your timetable, ask for a new copy in the sixth form office. 
 
 

Frequently Asked Questions 
 
What do I do if I have an accident or are ill before the exam? 
 
If you have had an accident or are ill you must call the 6th form office as soon as you 
can, ideally no later than 8.00am then we can help or advise you on the measures 
that we can put in place to enable you to take your exam. 
 
In the case of an injury that prevents you from writing; it may be possible to provide 
you with a scribe to write your answers or for you to use IT. 
 
Medical evidence may be required to support any request for Special Consideration 
if you miss an exam. In some cases a missed exam can result in no grade for that 
subject. 
 
 
 
 
 



 

 

 
 
 

If I am late can I still sit the examination? 
 
You must contact the exams or 6th form office as soon as you know that you may be 
late for your exam.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
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 sixth 
form office. A member of staff will escort you to the exam room. You may not enter 
an examination room without permission after an examination has begun. It may not 
be possible to allow you any extra time if you start the examination later. 
 
You should also be aware that if you start the exam more than 30 minutes after the 
published starting time, the school must inform the exam boards and it is possible 
that the board may decide not to accept your work. 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. 
 

What equipment do I need? 
 
Different exams will require different or specialised equipment in a clear pencil case. 
Most exams will require: 
 
• Pens – black ink at least 2 
• Pencils – at least 2 
• Eraser 
• Pencil sharpener 
• Ruler 
• Calculator (Your teacher will indicate if you need this) 
 
Please note more specialised equipment may be needed and you should check this 
with your teachers. 
 

If I have forgotten equipment, will it be provided for me? 
 
If you have an equipment failure we do have a supply of black pens, pencils, rulers, 
erasers and pencil sharpeners that we can let you borrow for your exam. However 
there is a limited supply so it is important that you do not forget yours. 
 

Why do I have to use a black pen? 
 
It is an exam board regulation. 
 

What can I wear? 
 
Make sure that you are dressed appropriately for an exam. Sometimes you may be 
in the hall for 2-3 hours; you should have a warm outer layer in case it is needed. 
You are not permitted to wear hats, caps or coats during exams. 
 



 

 

 
 
 
What room am I doing my exam in? 
 
You will be sent a copy of the exam timetable. You can also find this information on 
the notice boards in the sixth form area. Please look at these notice boards regularly 
for any changes. 
 

I am entitled to extra time and / or other special arrangements – 
how will this affect the way I take my exams? 
 
These students will receive particular instructions from the Phoenix department, will 
be seated together or in additional rooms from other candidates who will finish 
earlier. The invigilators will include the additional time when they display the finishing 
time of your exam on the board. However in some cases candidates may still remain 
in the main hall but will still have extra time. Some candidates may also be placed at 
the back of the hall if they have a particular need. 
 

If I have more than one exam on a day can I get lunch at school? 
 
Pupils who have examinations in both morning and afternoon sessions may obtain 
lunch from the dining room or the servery in the usual way or bring a packed lunch. 
 

What do I do if there is a clash on my timetable? 
 
Speak to Miss Roberts/Mrs Carter/Mr Handy as soon as possible. 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 their 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 
to remain supervised until both examinations are completed. 
 

Can I take my bag and coat into the exam room? 
 
Yes but bags, coats, scarfs and hats (unless for medical or religious reasons) need 
to be left at the back of the examination hall or room you are in. 
 

What about my mobile phone? 
 
Mobile phones and other electronic means of communication or electronic storage 
devices are not allowed to be with you and you must not have access to a wrist 
watch which has a data storage device. The invigilators will have a box that you can 
put these items or you can leave them in your bag BUT IT MUST BE SWITCHED 
OFF! However you are strongly advised not to bring these items into school at all on 
examination days.  
If you are found in possession of a mobile telephone or other electronic 
communication or storage device, even if it is turned off, it will be taken from you and 



 

 

a report made to the awarding body and you will face disqualification from the 
subject concerned. 
 
 

Can I take food and drink into the examination room? 
 
You are not allowed to take food into the examination room. However, you can take 
in a bottle of water but it must be in a clear bottle with the label removed.  
 

What do I do if I forget my Candidate Number? 
 
Candidate Numbers are a four-digit code printed on your exam card placed on the 
desk you will sit at. 
 

What 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. 
 

What time does my exam start? 
 
The start time for your exams is printed on your individual timetable. Unless 
otherwise stated morning exams start at 9.00am and afternoon exams start at 
1.10pm. These are the times that the exams start not the times for you to arrive. You 
should be ready to enter the exam room 15 minutes before the start of the 
exam. 
 

If I miss the examination can I take it another day? 
 
No. Exam timetables are published nationally and you must attend on the stated 
date and time. 
 

How do I know how long the exam is? 
 
The length of the exam is shown in minutes on your individual timetable under the 
heading ‘duration’. It is also printed on the front of the exam paper. Invigilators will 
tell you when to start and finish the exam. They will also write the start and finish 
times on the notice board at the front of the exam room. There will be a clock in all 
exam rooms, if you are unable to see these please alert an invigilator. 
 

What do I do if I think I have the wrong paper? 
 
Invigilators will ask you to check before the exam starts. If you think something is 
wrong put your hand up to inform the invigilator immediately. 
 

Which questions do I answer? 
 
It is important that you spend 5 minutes reading the instructions on the front of the 
exam paper carefully so that you know exactly which questions you must answer as 



 

 

some sections are compulsory and others give a choice. If you are in any doubt 
please ask an invigilator. 
 
 
 

Can I go to the toilet during the exam? 

 
Only if it is absolutely necessary, not within the first hour or last 15 minutes as this 
disrupts the concentration of others. You will be escorted by an invigilator and will 
not be allowed any extra time. 
 

What do I do if I forget the Schools Centre Number? 

 
The Centre Number is 20418. It will be clearly displayed in all examination rooms. 
 

Can I leave the exam early? 

 
It is the school policy not to allow candidates to leave the exam room early as this is 
disruptive to other candidates and you are then not making good use of the time 
available to you. A candidate may not leave the examination room without the 
permission of the invigilators. If you have finished the paper, use any time remaining 
to check over your answers and ensure you have completed your details on the front 
of the answer booklet correctly. 
 

When do I get my results? 
 
A level Results Day is Thursday 17 August 2017 and you can come in and collect 
your results in person from 8.00am for Year 13 and 10.00am for Year 12. If you are 
unable to collect them yourself and you wish for someone else to pick them up we 
will need written permission from you stating who will be collecting them and that 
person will need to bring in some form of identification. We do not give results over 
the phone or by email unless a special arrangement has been made. 
 

What do I do if I don’t get the grades I need for university? 
 
Staff will be available to advise you on Results Day. If you feel strongly that it is 
necessary to make an enquiry about your result you should first consult the Head of 
Subject who will give their advice as to the advisability of requesting a re-mark. You 
should be aware that your mark could go down as well as up or may even stay the 
same. You will have to sign a consent form for this. The Examinations Manager will 
advise you on the cost of this process.  
 

When can I collect my Certificates? 
 
Certificates arrive in school in November, it is your responsibility to arrange to collect 
them, we only need to keep them in school for 12 months then we can destroy 
them. 
 
It is very important that you do not forget to pick up your original certificates and 
keep them safe at home. In the future Universities and employers may ask you for 
copies. 
 



 

 

 

Finally we wish all of our exam candidates the 
very best of luck in your forthcoming exams. 


